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Thank you for buying Rack2-Filer.
Rack2-Filer is application software that makes the management and viewing of
document data on your computer possible.
This manual provides an overview and operation instructions of Rack2-Filer.
First of all, read "How to Use this Manual".
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Screenshots reprinted with permission from Microsoft Corporation.

EasyFlip

This product utilizes PFU's "EasyFlip" viewer technology.

© PFU LIMITED 2011
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How to Use this Manual

This manual explains how to use Rack2-Filer.

Structure of this manual

The structure is as follows:

Chapter 1 Introduction to Rack2-Filer
An overview and the windows of Rack2-Filer are described.

Chapter 2 Operating Environment
This chapter describes the operating environment.

Chapter 3 Installation and Uninstallation
This chapter describes installation, uninstallation, and updates.

Chapter 4 Launching/Closing Rack2-Filer
This chapter describes the starting and closing methods for the
windows of Rack2-Filer (Rack2-Filer window/Rack2-Viewer
window/Rack2-WorkArea window).

Chapter 5 Using the ScanSnap with Rack2-Filer
This chapter describes how to enable the use of the ScanSnap
with Rack2-Filer. These steps only need to be performed once.

Chapter 6 Rack2-Filer Window Operations

This chapter describes the operations for the Rack2-Filer window.

Chapter 7 Rack2-Viewer Window Operations
This chapter describes the operations for the Rack2-Viewer
window.

Chapter 8 Exporting to a Cloud Service/Mobile Device
This chapter describes how to export Rack2-Filer data to a cloud
storage or mobile device as PDF files.

Chapter 9 Creating a Photo Album
This chapter describes the photo album function.
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Chapter 10 Other Functions
This chapter describes other functions.

Chapter 11 Rack2-Filer Backup & Restore Tool
This chapter describes Rack2-Filer Backup & Restore Tool.

Chapter 12 Troubleshooting
This chapter describes solutions to problems that may arise during
operation of Rack2-Filer.

Chapter 13 Messages
This chapter describes the messages displayed during the
operation of Rack2-Filer, and appropriate responses.

Read Chapter 1 - Chapter 11 to understand the operations of this application.
Also, read Chapter 12 and Chapter 13 as necessary.

Windows and images from Windows Vista® is used for the description of
operations in this manual.

Symbols used in this manual

The following symbols are used in this manual.

Symbols Descriptions

Waiﬂ%“l? This symbol indicates points that require your attention, or
N

advice to be followed. Make sure to read the text which
follows this symbol.

IRy This symbol indicates suggestions related to operations.

Hint%

Operatio@ This symbol indicates procedure(s) of operations.
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Abbreviations for the operating systems in this
manual

The abbreviations for the operating systems in the manual are listed below:

Windows Server 2008

Windows Server® 2008 Standard

Windows Server® 2008 Enterprise

Windows Server® 2008 Foundation
Windows Server 2003

Windows Server® 2003 operating system (32-bit version)
Windows Server® 2003 R2 operating system (32-bit version)
Windows 2000 Server

Windows® 2000 Server operating system

Windows 2000 Professional
Windows® 2000 Professional operating system

Windows XP Home Edition
Windows® XP Home Edition operating system

Windows XP Professional
Windows® XP Professional operating system (32-bit version)

Windows Vista Home Basic
Windows Vista® Home Basic operating system (32-bit and 64-bit version)

Windows Vista Home Premium
Windows Vista® Home Premium operating system (32-bit and 64-bit version)

Windows Vista Business
Windows Vista® Business operating system (32-bit and 64-bit version)

Windows Vista Enterprise
Windows Vista® Enterprise operating system (32-bit and 64-bit version)

Windows Vista Ultimate
Windows Vista® Ultimate operating system (32-bit and 64-bit version)

Windows 7 Starter
Windows® 7 Starter operating system (32-bit version)

Windows 7 Home Premium
Windows® 7 Home Premium operating system (32-bit and 64-bit version)

Windows 7 Professional
Windows® 7 Professional operating system (32-bit and 64-bit version)

Windows 7 Enterprise
Windows® 7 Enterprise operating system (32-bit and 64-bit version)

Windows 7 Ultimate
Windows® 7 Ultimate operating system (32-bit and 64-bit version)
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The following operating systems are called Windows XP if there is no need to
distinguish between them.

*  Windows XP Home Edition

*  Windows XP Professional

The following operating systems are called Windows Vista if there is no need to
distinguish between them.

* Windows Vista Home Basic

*  Windows Vista Home Premium

* Windows Vista Business

* Windows Vista Enterprise

*  Windows Vista Ultimate

The following operating systems are called Windows 7 if there is no need to
distinguish between them.

* Windows 7 Starter

*  Windows 7 Home Premium

*  Windows 7 Professional

* Windows 7 Enterprise

*  Windows 7 Ultimate

All the above systems are collectively called Windows.
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Terms in this manual

* "Rack2-Viewer" is called "Rack2-Viewer window" in the manual.

+ "Rack2-WorkArea" is called "Rack2-WorkArea window" in the manual.

+ There is a distinction between "Page" and "Sheet" in this manual.
Page: Front or back of a sheet.

Sheet: Both the front and back page.

Pages in which the icons of applications associated with files appear at
the bottom, are referred to as "Pages with Source Files" ("Sheets with
Source Files").

+ The following functions in "Rack2-Filer" are called "Annotation" in this
manual.

Sticky notes, highlights, stamps, and hyperlinks

+ "Adobe® Acrobat®" is called "Adobe Acrobat" in this manual.

+ "Adobe® Reader®" is called "Adobe Reader" in this manual.

* "Microsoft® Office®" is called "Microsoft Office" in this manual.

+  "Microsoft® Word" is called "Microsoft Word" in this manual.

+  "Microsoft® Excel®" is called "Microsoft Excel" in this manual.

* "Microsoft® PowerPoint®" is called "Microsoft PowerPoint" in this
manual.

* "Microsoft® .NET Framework" is called ".NET Framework" in this
manual.

TMn

+ "Google Docs is called "Google Docs" in this manual.

* The collection of cloud services (Evernote, Google Docs, Salesforce
Chatter, and SugarSync) is called "Cloud service" in this manual.

* Mobile devices such as the iPad/iPhone/iPod touch are called "Mobile"
and "Mobile device" in this manual.
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Screen examples in this manual

On the screen examples in this manual, icons of products from other companies
are shown in mosaic.

About the manuals

The manuals of Rack2-Filer include "Rack2-Filer Getting Started", "Rack2-Filer
Help", "Rack2-Viewer Help", and "WorkArea Help", in addition to this manual.

Instructions for Instructions for all
installation and Rack2-Filer Window
basic operations operations
b= i
(Blnder) (PDF) (HTML help)
Getting Started Rack2-Filer Help
£
(PDF)
User’s Guide

(This Manual)
Instructions for
Rack2-Filer operations

(HTML help) (HTML help)
Rack2-Viewer Help WorkArea Help
Instructions for all Instructions for all

Rack2-Viewer Window operations Rack2-WorkArea Window
operations
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Choose the necessary manuals as follows:

Getting Started

Read this guide to learn about installation and basic operation workflow
of Rack2-Filer.

A "Rack2-Filer Getting Started" help file is provided in binder and PDF
formats in the \Rack2-Filer\Docs\ENU of the setup CD-ROM.You can
read "Rack2-Filer Getting Started" in binder format by starting Rack2-
Filer and double-clicking "Default Cabinet" under "Default Library".
Adobe Acrobat or Adobe Reader is necessary to read "Rack2-Filer
Getting Started" in PDF format.

User's Guide (this manual)

Read this manual to learn about the operations of Rack2-Filer.
The "Rack2-Filer User's Guide" is provided in PDF format.
You can read the "Rack2-Filer User's Guide" in PDF format by following
one of the steps below.

» Select [Start] - [All Programs] - [Rack2-Filer] - [User's Guide].

+ Start Rack2-Filer, and select [Help] - [User’s Guide].

* Open the "UsersGuide.pdf" under the \Rack2-File\Docs\ENU of

the setup CD-ROM.

Adobe Acrobat or Adobe Reader is necessary to read "Rack2-Filer
User's Guide" in PDF format.

Rack2-Filer Help

Read this Help to learn about the operations of Rack2-Filer in the
Rack2-Filer window, and when you have questions about the operations
of the Rack2-Filer window.

Help is opened when the [Help] button in Rack2-Filer window is clicked.
Also, an explanation of the dialog box appears when you click the [Help]
button in the dialog box.
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Rack2-Viewer Help

Read this Help to learn about the operations of Rack2-Filer in the
Rack2-Viewer window, and when you have questions about the
operations of the Rack2-Viewer window.

Help is opened when the [Help] button in Rack2-Viewer window is
clicked.

Also, an explanation of the dialog box appears when you click the [Help]
button in the dialog box.

WorkArea Help

Read this Help to learn about the operations of Rack2-Filer in the
Rack2-WorkArea window, and when you have questions about the
operations of the Rack2-WorkArea window.

Help is opened when the [Help] button in Rack2-WorkArea window is
clicked.
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Chapter 1
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Introduction to Rack2-Filer

This chapter describes features of Rack2-Filer, how the data is managed in
Rack2-Filer, the layout of windows in Rack2-Filer, and the basic operation
workflow of Rack2-Filer.
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Chapter 1 Introduction to Rack2-Filer

1.1 Features

Rack2-Filer is application software that makes the management(*) and viewing
of document data on your computer possible.
(*) The data in Rack2-Filer is managed in PDF files.

The features of Rack2-Filer:

* Easy to understand and operate

The user interface makes you feel as if you are taking paper files from a
bookshelf, and allows you to turn pages and add sticky notes directly
and naturally.

* Easy to search for information

You can effectively and efficiently find specific files based on search
conditions such as the "Title" or "Sticky Note" contents.

* No space is needed for keeping paper work

Since the software allows you to scan files and documents as source
files for management and sorting, no space is needed for storing large
quantities of paper and files.

¢ Information can be shared between groups

You can place data in a network folder and share it between multiple
users.
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1.2 Data Management

Rack2-Filer uses the terms "Library", "Cabinet", and "Binder" for the
management of data, so as to facilitate intuitive and easy file management on

the computer.
The data storage areas of the "Libraries", "Cabinets" and "Binders" are called

"LibRoot" (Library Root). LibRoot folders can be set to any folder.
* You can set up to 3 LibRoot folders.
* In one LibRoot folder, you can create up to 6 libraries.
* In one library, you can create up to 20 cabinets.
* In one cabinet, you can create up to 21 binders.
In total, up to 2,520 (6 x 20 x 21) binders can be managed per LibRoot folder in

Rack2-Filer.
Up to 1,000 pages can be managed in a "Binder".

The relationship between the three terms is illustrated as follows:

<Manage the files in this product>

LibRoot folder1 LibRoot folder3 (Max)
Library1 Library6 (Max)
Cabinet1 Cabinet20 (Max) Cabinet1 Cabinet20 (Max)

4 o

[1) I~

€

E;”- B

&
— —
—_— —

Binder Binder
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Chapter 1 Introduction to Rack2-Filer

You can set any names for the "LibRoot folders", "Libraries", "Cabinets", and
"Binders".

For instance, it is easy for companies to understand and to manage libraries,
etc. by naming them with names from their organization.

The following is an example:

" LibRoot Folder Name

| In-house server | | Department serverll John’s computerl

r Library Name

| Admin. Dept. | _____ | Development Dept. |

r Cabinet Name

I I I I
| Personnel || Accounting | _|Job | |Dept.1 | | Dept.2 | . | Dept.5 |

r Binder Name

| Rules ” System | . | Recruitmentl | Specs | IPIan | ...IProject |

E B EEEEEEEEEEEEEEEEEEEEEEDN
Do not directly edit the data (rename or move the file or the
folder) stored in a LibRoot folder using other applications.
The data may not be shown correctly in Rack2-Filer.

Wait!
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1.3 Rack2-Filer Windows

The windows in Rack2-Filer include the following:
* Rack2-Filer window

This is used to manage libraries, cabinets, and binders.
The Rack2-Filer window appears when you double-click the program
icon on the desktop, or when you start Rack2-Filer on the [Start] menu.

¢ Rack2-Viewer window

This is used to view and edit binders.
The Rack2-Viewer window appears when you double-click a binder in
the Rack2-Filer window.

¢ Rack2-WorkArea window

This is used as a temporary storage area when moving sheets between
the binders. The following operations can be performed:

- Insert files

- Change the page order

- Delete pages

To open the Rack2-WorkArea window, on the Rack2-Filer or Rack2-
Viewer window, click the [WorkArea] button.

A B EEEEEEEEEEEEENEEEEEEEENEHRN
Waitl For versions later than Rack2-Filer version 3.0, the following
function uses a "WorkArea" for the same purpose.
QW? » "Temporary Binder" function
* Insert files to a "Temporary Binder" from ScanSnap

Y To move all data from a temporary binder (created with a
Hint previous version of Rack2-Filer) to the "WorkArea", right-click
on the temporary binder and select [Move Pages to
WorkAreal].
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The workflow of displaying windows is illustrated below.

Double-click the program icon created
the desktop or run the program from
Start menu.

T

Rack2-Filer Window

—
m] -EI

000
ooo
ALD
XXX
OO0

|Bojeren .
zbojelen .

podey D

uoledIuNWWoD D
ueid

s 3
* »
* »

L ]
. .
. = Double click the binder
R‘ack2-Viewer Window = you want to read

Click the [WorkArea] button in the
Rack2-Filer window or Rack2-Viewer window.

3

Rack2-WorkArea Window

minn

( I BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN N )
Vo For details of the buttons in each window, refer to the following

Hint sections:
C * "1.4 The Window Structure of Rack2-Filer (Rack2-Filer

Window)" (Page 29)
* "1.5 The Window Structure of Rack2-Filer (Rack2-Viewer
Window)" (Page 31)
+ "1.6 The Window Structure of Rack2-Filer (Rack2-
WorkArea Window)" (Page 35)
O 0 0000000000000 000 OCOC®O®O® O OO
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1.4

The Window Structure of Rack2-
Filer (Rack2-Filer Window)

The following is a description of the structure of the Rack2-Filer window.

. Rack2-Filer - Library Root/Default Library/Default Cabinet. [ESEr=x=)
Rackz Fuer ;
=] Library Root I:I
&+ Defaut Library
= | Default Cabinet @
- o
é‘.
@
&
';":
8/26/2009 )|
=
\
Folder View Binder View
Libraries and cabinets, which Binders managed in
manage binders, appear here cabinets appear here
Rack2-Filer window button Button description
Used to create a new binder.
@ [New Binder]
Bl button
Used to perform the following operations:
- Binder Settings
- Move Binder
r - Delete Binder
= .
EE s [Ope:)al::tfr:nder] - Duplicate Binder
Binder - Copy Pages to WorkArea
- Move Pages to WorkArea
- Import Binder
- Export Binder
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Rack2-Filer window button

Button description

Used to search for a binder.

\ % [Search] button If a binder is selected, used to search for pages
Search in the binder.
B . Used to show one row of cabinet at a time.
T [1-Shelf View]
1-Shelf button
=] . Used to show three rows of cabinet at a time.
=== [3-Shelf View]
3-Shelf button
Used to perform the following operations:
- Library Setup
BT - Cabinet Setup
Se-tLp [Setup] button - Change Cabinet Background Style

- Rearrange LibRoot Folders/Libraries/Cabinets
- Options

[Help] button

Used to open the following:

- Rack2-Filer User's Guide (PDF)
- Topic Search (Rack2-Filer Help)
- License Agreement

- About Rack2-Filer
(Version Information)
In addition, online update can be performed.
e Used to exit the Rack2-Filer window.
% [Exit] button
Exit
Bl [WorkArea] Used to open the Rack2-WorkArea window.
e button

“ Return

[Return] button

Used to close the search results display.
This is displayed for a multi binder search.
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1.5 The Window Structure of Rack2-
Filer (Rack2-Viewer Window)

The following is a description of the structure of the Rack2-Viewer window.

1.2 The Relationship between
"Libraries”, "Cabinets", and
"Binders"

Cifmiiefng " F

g
H
&

¥
Searin
= |
-
=
==
=
=
=)
Export
&

£
i

= 2/4 loct | Copy | Move | Pasic | Delets || EduSoues 00000 © setings @ Hep @ cﬂ
Page Range Input Field
Shows the number of pages as "current page total pages". L

Directly inputting a page number is also possible.
Page range input field will be highlighted in green for the
selected page.

Rack2-Viewer window button Button description

Displays one page at a time (page width mode).
The button is displayed in 2-page spread mode.

K

[Width] button L )
The button changes to  spread  after the button is

clicked, and the window mode is changed to the
page width mode.
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Rack2-Viewer window button

Button description

)
Spread

[Spread] button

Used to display two pages at a time (2-page spread
mode).
The button is displayed in page width mode.

[
The button changes to ~ Width  after the button is
clicked, and the window mode is changed to the 2-
page spread mode.

Used to rotate a page display 90 degrees left.

ﬁ. [Left Rotated]
L button
& [Right Rotated] Used to rotate a page display 90 degrees right.
R button

Used to switch the selection mode of photos,
documents and comments.

o o
IS [Select] button al
Select The button changes to |""S8IBEE™T after the button is
clicked, and the selection mode is enabled.
Displayed for a photo binder.
Used to add sticky notes to pages.
[Sticky] button
Sticky
) o [Highlight] Used to add highlights to pages.
Highlight button
@ . [Stamp] Used to add stamps to pages.
smn button
] [Divider] giizrto insert divider sheets to classify pages in a
| | .
Diividar button
— Used to insert contents into the contents pages.
| [Contents] . .
| button Contents can be inserted after the content page is
Sontants created in a binder.
Search the target page.
4, [Search] button
Search
= [File] Qsed to insert source files and add pages in a
- button binder.
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Rack2-Viewer window button

Button description

Used to display the [Layout Settings] dialog box.

@ [Layout] button Displayed for a photo binder.
Layout
- [Scanner] Used to add sheets to a binder.
Seanner button Image Scanner fi Series can use this function.
L Used to print a page.
= [Print] button
Print

[Save] button

Used to overwrite a binder.

Used to export and save all pages in a binder in

lh'.élt [Export] PDF f
R, button ormat.
Used to open the Rack2-WorkArea window.
l,“l [WorkArea]
WorkArea button
Er— [Select] Used to select multiple sheets.
button
. [Copy] Used to copy the selected sheet(s) to the clipboard.
Py
button
— [Move] button Uged to cut the selected sheet(s) and move it to the
clipboard.
[Paste] Used to paste the sheet(s) or page(s) copied or
Paste moved to the clipboard to the front of the currently
button .
displayed page.
S [Delete] button Used to delete the selected sheet(s).
. [Edit Source] Used to edit the inserted source file.
button
C— [Cancel] button Used to cancel the multi-sheet selection state.

This is displayed when multiple sheets are selected.

[<<] button

Used to flip pages to the left continuously.

[<] button

Used to flip one page to the left.

Rack2-Filer User's Guide | 33




Chapter 1 Introduction to Rack2-Filer

Rack2-Viewer window button

Button description

()

[®] button

Used to stop continuous flipping.

>

[>] button

Used to flip one page to the right.

O

[>>] button

Used to flip pages to the right continuously.

button

. [Settings] Used to set viewer configuration.
2! Bettings button
@ Help [Help] button Used to open the "Rack2-Viewer Help" pages.
B Closs [Close] button Used to close the Rack2-Viewer window.
[Left arrow] Used to go to the previous page in page width
i button mode.
[Right arrow] Used to go to the next page in page width mode.
L button
Used to show the upper part of the currently shown
page.
[Up arrow] When this button is clicked on a page in which the
-~ bu[t)ton page display is rotated, the previous page is
o displayed.
This is displayed in page width mode or when the
page has been rotated right or left 90 degrees.
Used to show the lower part of the currently shown
page.
E [Down arrow] When this button is clicked on a page in which the

page display is rotated, the next page is displayed.
This is displayed in page width mode or when the
page has been rotated right or left 90 degrees.

Retwn

[Return] button

Used to return to the page display before the page
rotated.
This is displayed after a page has been rotated.

JLn"p

[Open Source
Binder] button

Used to display the search source binder.
This is displayed for a search results binder.

34 | Rack2-Filer User's Guide




1.6 The Window Structure of Rack2-

Filer (Rack2-WorkArea Window)

The following is a description of the structure of the Rack2-WorkArea window.

&4 Rack2-WorkArea | (5]
| S L B e HEH @ .
Rack2-Filer  Stack Edit Jelete  Merge  Split/ View Help Close

I, H R FRRT

G 14 ) { 14 ) @ 7% 0 G /2 [+)]
Plar & Plan B Plan C Plan D

liul.
.

=

12 O

Plan E

Rack2-WorkArea window e
Button description
button
U_ [Rack2-Filer] Used to switch to the Rack2-Filer window.
Rack2-Filer button
Used to perform the following operations:
* GetFile
o [Stack] button Save As
Stack .
Print
Send As e-Mail
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Rack2-WorkArea window Button description
button
Used to perform the following operations:
*+ Undo
* Duplicate
» Delete Source Files
E}. Edit] butt + Crop Marked Section
Edit [Edit] button | . 5utput to Office
+ Select All
* Jump to Page
» Edit Stack Name
+ Settings
'-_';; [Delete] Used to delete the selected pages.
Delete button
Used to merge the selected pages into a single
‘jjf [Merge] stack ° Pages ! "
Merge button )
|‘_d;:' [Split All] Used to split stack into single pages.
Split All button
=2 [Detach] Used to detach current page from stack.
Detach button
Used to perform the following operations:
» Sort Stacks By
- . b *  Thumbnail Size
View [View] button * Show ScanSnap Mark
» View Stack Pages
* Reload
Used to open the "WorkArea Help" pages.
@ [Help] button
Help
Used to close the Rack2-WorkArea window.
h [Close] button
Close
= . Used to display the previous page.
&) [Previous This is displayed when a specified page has been
Previous Page] button expanded.

36 | Rack2-Filer User's Guide




Rack2-WorkArea window Button description

button
£ Used to display the next page.
'Nﬂ l[or\::::(otnPage] This is displayed when a specified page has been
ext

expanded.

Used to display the annotations.
This is displayed when a specified page has been

[ sy

[Annotations]

Annotations button expanded.
== Used to close the specified page display.
(|:'-—IEZ! [Close] button | This is displayed when a specified page has been
o5e

expanded.
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1.7 Basic Operation Workflow

The following is an example of creating a binder and viewing an inserted file.

1. Select a cabinet and click
Select a cabinet in which to create
a binder, from the tree.

2. Click
= The [Binder Settings] dialog box appears.

3. Configure the settings such as binder
name, and click the [OK] button
= Abinder is created.

’ 4. Double-click
= The Rack2-Viewer window appears.

Binder View
_ Displays the binders
managed in a cabinet.

payie}g Bupmen

Folder View
Manages binder
archives and
displays cabinets.

5. Click and select a file

i =The PDF file is created by using the
"Raku?2 ImageWriter" printer driver, Jassoncimimits
and the file is inserted into the binder. ==

B

6. Drag on an area to zoom]

Parts of a page can be zoomed.

7.Click
Flip through
pages of the binder.

Ti | ss om e o o 00000 - |

0 000000000000 000000 OCOG®OG OO
1, The operation mentioned above is an example.

~
Hint ) Besides inserting files (as in Step 5), you can also scan
documents using an Image Scanner fi Series scanner or
ScanSnap.
For more details, refer to "Chapter 7 Rack2-Viewer Window
Operations" (Page 157).
0 000000000000 000000 OCGOG®OG OO
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Chapter 2

ANANAANANANANANAN AN

Operating Environment

This chapter describes the operating environment of Rack2-Filer, and
limitations in network sharing and WorkArea.
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Chapter 2 Operating Environment

2.1 Operating Environment

The following hardware, software, and scanner environments are required for
the operation of Rack2-Filer and the scanning of documents.

B Hardware environment

Item Requirements

Operating system * Windows 2000 | \windows Vista Windows 7

(0S) Professional
*  Windows XP

CPU Pentium I Pentium 4 1.8 GHz or more
600 MHz or more

Memory 256 MB or more 512 MB or more For 32-bit version:
(512 MB or moreis | (1 GB or more is 1 GB or more
recommended) recommended) For 64-bit version:

2 GB or more

Disk System 10 MB or more disk space

volume drive (When using color data, it is necessary to specify
approximately 400 MB or more disk space and virtual memory
(paging file size))

Installatio | 450 MB or more disk space

n drive (Additional space is required for the data created by Rack2-
Filer)
Monitor resolution 800 x 600 pixels or more (*1)
Monitor colors High color (16-bit) or more

*1: 1024 x 768 pixels or more if the size of the characters are set to be zoomed
in by the Windows settings.
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Software environment

This product supports operations when Rack2-Filer’s regional and language
settings are same as the installed OS.

Item

Requirements

Operating system

*  Windows 2000 Professional(*1)
*  Windows XP(*1)

*  Windows Vista

* Windows 7

.NET Framework

.NET Framework 3.0 or 3.5
(Required for using Google Docs, Salesforce
Chatter, and iPad/iPhone/iPod touch)

*1: Service Pack 2 or later is required for using the following functions on

Windows XP. Operation of the following is not supported for Windows 2000
Professional.
Evernote

Google Docs
Salesforce Chatter
SugarSync

iPad/iPhone/iPod touch

Scanner environment

Item

Requirements

Scanner

* Image Scanner fi Series

* Color Image Scanner ScanSnap (S1100,
S1300, S1500 (*1), S300, S510, S500)
In this manual, all the models mentioned
above are referred to as "ScanSnap".

*1: This also includes ScanSnap S1500M. In this manual, "S1500" refers to

S1500 and S1500M.
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B Software required for using a cloud service/
mobile device

+ Evernote for Windows 3.5 or later is required for exporting Rack2-Filer
data to Evernote.

« .NET Framework 3.0 is required for exporting Rack2-Filer data to
Google Docs, Salesforce Chatter or a mobile device.
The relationship between each operating system and .NET Framework
is as follows:

Windows 7 Windows Vista Windows XP (*2)

.NET Framework 3.0 is already installed. (*1) NET Framework 3.0
is not installed. (*1)

*1: .NET Framework 3.0 is included in .NET Framework 3.5.

*2: Even when .NET Framework 4 or later is already installed, .NET
Framework 3.0 must also be installed, because it is not included in
.NET Framework 4 or later.

* You need to have ScanSnap Connect Application installed on the mobile
device in order to export Rack2-Filer data to it. Download ScanSnap
Connect Application for mobile devices from an application store such
as the App Store.

B Other notes

» This product does not support the use of Unicode. If Unicode characters
are used, they may not be displayed correctly, or the product may not
work properly.

+ If Windows "System Restore" is performed and a problem occurs with
the hard disk integrity, Rack2-Filer Libraries/Cabinets/Binders may
become unusable.

It is recommended that all Rack2-Filer Libraries/Cabinets/Binders are
backed up. For more details about backing up data, refer to "6.32 Data
Backup" (Page 154).

+ Rack2-Filer may not operate correctly under virtual environments or on

remote desktop.
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2.2 Limitations on Operations on
Shared Data in the Network

Rack2-Filer allows you to store data in a shared folder on the network and then
perform operations using this data. However, operations are limited regarding
data currently in use by others.

Wait + To specify a network folder as a LibRoot folder, use a
alt:
%&V? Windows server. A Windows server is an environment

where the OS installed is one of the following, and is
operating as a file server.
- Windows Server 2008
- Windows Server 2003
- Windows 2000 Server
- Windows 7 Professional
- Windows 7 Enterprise
- Windows 7 Ultimate
- Windows Vista Ultimate
- Windows Vista Enterprise
- Windows Vista Business
- Windows XP Professional
- Windows 2000 Professional
+ Specify the LibRoot folder for Rack2-Filer installed in the
PC as a network shared folder, and then also specify as a
LibRoot folder for another PC.
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The limitations on operations on shared data are listed as follows:
* Forbidden when another user is using the same library
(including opening a binder in the same library)

- Setting up the library
¢ Forbidden when another user is using the same cabinet
(including opening a binder in the same cabinet)

- Setting up the library
- Setting up the cabinet
- Changing the background style of a cabinet
- Arranging binders
* Forbidden when another user is using the same binder

- Setting up the library

- Setting up the cabinet

- Changing the background style of a cabinet

- Changing binder settings

- Deleting the binder

- Moving/copying (duplicating) the binder

- Moving/copying the sheet(s) to the WorkArea

- Exporting the binder

- Arranging binders
When you attempt to open a binder that has already been opened by
another user, the message "The selected binder is in use. Do you want
to open the binder in read-only mode?" appears. Clicking the [OK]
button opens the binder in read-only mode.

. * In read-only mode, settings cannot be changed, no
Hint . .
source file or sheet operations can be performed.
* In read-only mode, annotations can be added, but

cannot be overwritten. To save any changes, use the
"Export Binder" function.
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2.3 Limitation on WorkArea

The limitations on WorkArea are listed below:

Moving data Moving data
Binder type from the binder from WorkArea
to WorkArea to the binder
Normal binder Available Available
Card binder Not available Available (*1)
Photo binder Available Available

*1: Card size data only (approximately 91mm x 55mm)
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Chapter 3

ANANAANANANANANAN AN

Installation and Uninstallation

This chapter describes the following operations.
Installation of Rack2-Filer

Uninstallation of Rack2-Filer
Upgrading Rack2-Filer
Updating Rack2-Filer
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Chapter 3 Installation and Uninstallation

3.1 Installing Rack2-Filer

Installation is conducted in two steps, i.e., first install Rack2-Filer (Rack2-Filer
window), and then install Rack2-Viewer (Rack2-Viewer window).
Install Rack2-Filer before Rack2-Viewer.

Wait » Close all applications before installation.

alt.

* A user must login with Administrators privileges or with

N
computer administrator privileges.

Operatic@

1 «Insert the setup CD-ROM into the CD-ROM drive.

Setup
CD-ROM

= The Rack2-Filer setup main window appears.

2.Click the [Install Product] button.

= The installation wizard appears.
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3.Click the [Next] button.

Rack2-Filer Setup L&J

Welcome to Rack2-Filer's Install5 hield Wizard

InstallShield[R] Wizard will install Rack2-Filer in the
computer. Click [MNexst] button to install

Fackz-Filer iz compozed of the following bwo applications.

1] Rack2-Filer
2] Rack2-Viewer

After ingtalling 1) Rack2-Filer. please follow the wizard to
inztall 2] A ack2-Yiewer.

= The "License Agreement" window appears.

4.Confirm the content of the "License Agreement” and click the
[Yes] button.

If you click the [No] button, the installation will be terminated.
To install Rack2-Filer, you must accept the terms of the license agreement.
= The "Information" window appears once you click the [Yes] button.

5.Confirm the content of "Information"” and click the [Next]
button.

The "Information" contains content not included in the manual, such as
important notices for installation and reference information. Make sure to
confirm it.

= The "Choose Destination Location" window appears.
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Chapter 3 Installation and Uninstallation

6. Confirm the installation directory and click the [Next] button.

In most cases, you do not need to change the installation directory. Click
the [Next] button.

= The "Start Copying Files" window appears.

N, To change the installation directory, click the [Browse] button.
Hint The [Choose Folder] dialog box appears. Choose the
installation folder using this dialog box.

7.Confirm the installation content and click the [Next] button.

= Rack2-Filer is installed.
The Rack2-Viewer installation window appears.

8.Click the [Next] button.

Rack2-Viewer Setup M

Welcome to Rack2-Viewer's InstallShield
Wizard.

The InstallShield ‘Wizard will install Rack 2-Viewer on your
computer. To continue, click Mext.

et

= The "License Agreement" window appears.
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9.Confirm the terms and conditions of the "License
Agreement”, and click the [Yes] button if you accept the
terms of the license agreement.

If you click the [No] button, the installation will be terminated.

To install Rack2-Viewer, you must accept the terms of the license
agreement.

=The "Information" window appears once you click the [Yes] button.

1 O.Confirm the content of "Information"” and click the [Next]
button.

The "Information" contains content not included in the manual, such as
important notices for installation and reference information. Make sure to
confirm it.

=The "Choose Destination Location" window appears.

1 1 « Confirm the installation directory and click the [Next] button.

In most cases, you do not need to change the installation directory. Click
the [Next] button.
=The "Start Copying Files" window appears.

N, To change the installation directory, click the [Browse] button.
Hint The [Choose Folder] dialog box appears. Choose the
installation folder using this dialog box.

12.Confirm the installation content and click the [Next]
button.

=The Rack2-Viewer window is installed.
The "Install Shield Wizard Complete" window appears when the
installation is complete.
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1 3.Click the [Finish] button.

=This product is fully installed.

If only installing the Rack2-Viewer window, use the following

\'l

Hint
steps:
g 1. Insert the setup CD-ROM into the CD-ROM drive.

2. Double-click "Setup.exe" in the "View" folder under the
"Rack2-Filer" folder.

3. The installation window appears. Follow the prompts of
the installation windows. For more information, refer to "8.
Click the [Next] button." on Page 50.
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3.2 Uninstalling Rack2-Filer

This section uses Windows Vista as an example in providing the instructions.
Select buttons and items according to the operating system you use, because
the buttons and other items vary depending on the operating system.

Wait If "Rack2 Folder Monitor Software" is already installed, first
al%{“? uninstall "Rack2 Folder Monitor Software", and then uninstall

Rack2-Filer.
For the procedure to uninstall "Rack2 Folder Monitor Software",
refer to "Uninstalling Rack2 Folder Monitor Software" (Page 380).

The "Find Shared Files" message appears. Click the [Yes] button.

\Il

Hintg

Operati(@

1 «On the [Start] menu, click [Control Panel].

= The control panel is displayed.

2.Click [Uninstall a program].

= The [Uninstall or change a program] dialog box appears.

3 «Select "Rack2-Filer" from the list of installed programs.
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4.Click the [Uninstall] button.

= The message to confirm file deletion appears.

5.Click the [OK] button.

> Rack2-Filer is uninstalled.

6.Click the [OK] button.

= The Rack2-Viewer is uninstalled.
The window showing that uninstallation is complete appears when
finished.

7 «Choose to restart your computer right away or later, and click
the [Finish] button.

Rack2-Filer Setup

InztallShield Wizard Complete

The InztallShield wizard haz successfully uninstalled
Fack2-Filer. Before pou can uze the program, you must restart
pour computer.

@ ez, | want to restart my computer now

) Mo, | will restart my computer later.

Pleaze click [Finizh] button to complete setup.

< Back " Cancel

= Uninstallation is complete.
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3.3 Upgrading Rack2-Filer

Follow the steps below to upgrade Rack2-Filer.

A EEEEEEEEEEENEEEEENEEEEENEEEEEENm
Wait!%“[?  If a previous version of "Rack2 Folder Monitor Software" is
installed, first uninstall the previous version of "Rack2 Folder
\ Monitor Software", and then upgrade. For the procedure to
uninstall "Rack2 Folder Monitor Software", refer to
"Uninstalling Rack2 Folder Monitor Software" (Page 380). To
upgrade "Rack2 Folder Monitor Software", first upgrade
Rack2-Filer, and then install the latest version of "Rack2
Folder Monitor Software". (Previous settings information will
be preserved.)
* Close all applications before the installation.
* Log in with Administrator or System Administrator privileges.

Operatic@

1 «Install the new product.

For details about installation, refer to "3.1 Installing Rack2-Filer" (Page 48).
= Rack2-Filer is upgraded.

Rack2-Filer User's Guide | 55



Chapter 3 Installation and Uninstallation

3.4 Updating Rack2-Filer

In order to improve the security and operation of Rack2-Filer, maintenance
programs (Update Packs and Service Packs) are provided free of charge.
You can check for available maintenance programs to update Rack2-Filer.

Wait * In order to update Rack2-Filer, an operating environment
alt.
%zv? where the internet is available is required.

* A user must login with Administrators privileges or with
computer administrator privileges.

SN, The maintenance programs are released without prior
Hint announcement. Therefore, it is recommend that you check for
updates on a regular basis.

Operatic@

1. From the Windows [Start] menu, select [All Programs] -
[Rack2-Filer] - [Online Update].
_@ v

Or, in the Rack2-Filer window, click H¢P and select
[Online Update].
= If a new update is available, an update confirmation message will appear.
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2 « Click the [OK] button.
Rack2-Filer ﬁ

i ’_“\I Run "Rack2-Filer V5.0" online update?
"' # Windows(R) Internet Explorer(R) setting will be used for connection.

Mote: Administrator privilege is required.

= The update installer for the latest program is downloaded and started.

Install the update according to the instructions displayed on the screen.

E B EEEEEEEEEEEEEEEEEEENEDN
Wait Exit all running programs before installing the update.
alt.
Q.{U?
EEEEEEEEEEEEEEEEEEEEEEENETRN

Y If the latest maintenance program is already applied, "The
Hint ) latest version of the program is already installed. There is
C no need to update." message appears.
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Chapter 4

AANANANAANANANANANN
Launching/Closing Rack2-Filer

This chapter describes how to launch and close windows for Rack2-Filer
(Rack2-Filer window/Rack2-Viewer window/Rack2-WorkArea window).
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4.1 Launching/Closing
the Rack2-Filer Window

This section describes how to launch and close the Rack2-Filer window.

B Launching the Rack2-Filer window

Operatio@

—
1 « Double-click the program icon (E ||) on the desktop.

Y When launching from the [Start] menu, click the [Start]
Hint button, point to [All Programs], and then click [Rack2-Filer] -
[Rack2-Filer] in this order.

B Closing the Rack2-Filer window

Operatio@

1. Click Bt in the Rack2-Filer window.
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4.2 Opening/Closing
the Rack2-Viewer Window

This section describes how to open and close the Rack2-Viewer window.

B Opening the Rack2-Viewer window

Operatio@

1 « In the Rack2-Filer window, double-click the binder you want

to view. You can also right-click on the spine of the binder
and select [Open Binder].

= The binder can be viewed right after the Rack2-Viewer window is opened.

B Closing the Rack2-Viewer Window

Operatio@

1 « Click @ ®= jn the Rack2-Viewer window.

Y After having edited or added a page, a message
Hint confirming whether to update the binder or not is
displayed. To update, click the [Yes] button.
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4.3 Launching/Closing
the Rack2-WorkArea Window

This section describes how to launch and close the Rack2-WorkArea window.

B Launching the Rack2-WorkArea window

Operatio@
'_.'._-‘_1 WorkArea

1. Click ™= in the Rack2-Filer window or Rack2-
Viewer window.
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I, The following procedures can be used:

Hintg .

In the Rack2-Filer window

-
M .
A

- Click Binder 514 select [Move Pages to WorkArea]

:‘E =

- Click Binder  an4 select [Copy Pages to WorkAreal]

- Right-click and select [Move Pages to WorkArea]

- Right-click and select [Copy Pages to WorkArea]

In the Rack2-Viewer window:

- Right-click to select [Multi-Sheet Selection]. Then,
right-click to select [Move] - [Move Pages x-xx (to
WorkArea)].

- Right-click and point to [Cut/Move], and select [Sheet
(to WorkArea)]

- Right-click and point to [Cut/Move], and select [Divider
Section (to WorkArea)]

- Right-click to select [Multi-Sheet Selection]. Then,
right-click to select [Copy] - [Copy Pages x-xx (to
WorkArea)].

- Right-click and point to [Copy], and select [Page (to
WorkArea)]

- Right-click and point to [Copy], and select [Sheet (to
WorkArea)]

- Right-click and point to [Copy], and select [Divider
Section (to WorkArea)]
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B Closing the Rack2-WorkArea window

Operatio@

1 = Click in the Rack2-WorkArea window.

Close
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Chapter 5

ANANAANANANANANAN AN

Using the ScanSnap
with Rack2-Filer

This chapter describes how to enable the use of the ScanSnap with Rack2-
Filer.
The steps in this chapter only need to be performed once.

Y * The ScanSnap is a color scanner for documents.

Hint ) When using the ScanSnap, documents can be imported to
a binder simply by pressing the scan button on the
ScanSnap.
The ScanSnap must be purchased separately from Rack2-
Filer.

* A data storage destination from ScanSnap can be

specified. For more details, refer to "[ScanSnap -> Rack2]
tab settings" (Page 152).

. The following ScanSnap models can be used with Rack2-Filer.
Wa't'%“/? . $1100 . 1300 . $1500
N

» S300 + S510 » S500

Support services are no longer available for the following

scanner models.
* fi-5110EOX2 * fi-5110EOX * fi-4110EOX2
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5.1 Using $S1100/S1300/S1500 with
Rack2-Filer

There are two ways to enable the use of ScanSnap S1100/S1300/S1500 with
Rack2-Filer.

+ Specifying the application in ScanSnap Manager

* Using the Quick Menu

LY Documents scanned with S1100/S1300/S1500 have the
Hint following features when using with Rack2-Filer.

* A section outlined with a highlight pen can be cut in the
WorkArea.

» A section marked with a highlight pen can be considered
as a keyword and automatically extracted, when
performing a search. For details about settings, refer to the
ScanSnap S1100/S1300/S1500 Help, or "Run OCR via the
ScanSnap S1100/S1300/S1500 marked keyword function"
(Page 206).

66 | Rack2-Filer User's Guide



Specifying the application in ScanSnap
Manager

This section describes how to enable the use of ScanSnap S1100/S1300/
S1500 by specifying the application in ScanSnap Manager.

Watt + The following settings in the ScanSnap setup dialog box will
alt:
Q&U? be disabled.

"Rename file after scanning" checkbox on the [Save] tab
"Color high compression" in the [Color mode] setting on
the [Scanning] tab
+ If scanning with S1100/S1300/S1500, the following setting is
recommended. On the [Scanning] tab, select the [Option]
button. Then on the [Read mode option] dialog box that
appears, uncheck the "Allow automatic image rotation"
checkbox.
+ Itis recommended that you right-click the "ScanSnap
Manager" icon on the taskbar and uncheck "Show scanning
results".

Duplex scan

Simplex scan

Scan Button Settings...

Profile Management...
Show scanning results
Check consumable supplies...

Help 3

Exit

* When the operating system is Windows 7, clicking E on the
taskbar displays the "ScanSnap Manager" icon.
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Operationg

1 « Double-click the "ScanSnap Manager” icon on the taskbar.
Or right-click the "ScanSnap Manager" icon on the taskbar,
and select "Scan Button Settings".

(B e @l 208eMm

Hint » Ry When the operating system is Windows 7, clicking E on
Q the taskbar displays the "ScanSnap Manager" icon.

2. If selected, clear the "Use Quick Menu" checkbox.

==
(g l=l==] SGE”HEF‘
.......... _—
| Recommended. | | Small File | [ Highousity | [ &% Standard ~|
| Detail | | 0K || cancel | | Apply |

3. Click the [Detail] button.
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4. On the [Application] tab, select "Rack2-Filer" for

"Application".
Color mage Scanner ‘
[C1Use Quick Menu Profile
[ PRecommended | | Small File | [ Highowsity | [£% Standard -

-

Add or Remowve..

Application Settings...

| Hide & | oK || GCancel ||

Apply
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5. Click the [OK] button.
= The ScanSnap can now be used with Rack2-Filer.

B Using the Quick Menu

This section describes how to enable the use of ScanSnap S1100/S1300/
S1500 with Rack2-Filer by using the ScanSnap S1100/S1300/S1500 Quick
Menu.

For more details about scanning with ScanSnap S1100/S1300/S1500, refer to
ScanSnap Operator's Guide provided with ScanSnap S1100/S1300/S1500.

Operatic@

1 « Double-click the "ScanSnap Manager" icon on the taskbar.

Or right-click the "ScanSnap Manager” icon on the taskbar,
and select "Scan Button Settings".

\Il

Hint When the operating system is Windows 7, clicking B on
Q the taskbar displays the "ScanSnap Manager" icon.
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2 » Check that the "Use Quick Menu" checkbox is selected.

CoEd

fmege Scarnner ‘
[ Fecommended ] | Small File | | High Cluality | | Custamize |
Detail v/ | Ok | | cancel | | Apply |

3. Load the documents onto the ScanSnap $1100/S1300/
S$1500, and then press the scan button.

= Scanning starts. When scanning is completed, the Quick Menu appears.

When using ScanSnap S1100, press the scan button after
scanning is complete to display the Quick Menu.

Wait!

AN

4. Select "Scan to Rack2-Filer" from the Quick Menu.

Scansnap

1 Page 1/1 » A

| A oa @ =

Scan 10 ScanSnap  Scan to CardMinder  Scan to Folder Scan to E-mail Secan to Prin
Organizer

mm ¥ e

Scan to Evernote  Scan to Evernote Bean to Google Ban to Wiord Sean to Excel Sean to
{Document) e Docs(TH) Power Point(R)

Bran to SharePoint  Scan to Picture

Scan to Rack2-
The se

(2] Hide Delais Applications t Show/Hde 3£
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5. To change the settings in "Scan to Rack2-Filer", select
[Settings] from %f .
If the settings do not need to be changed, proceed to Step 8.
= The following settings window appears.

ScanSnap -> Rack? &J

ScanSnap data save location (when Rack2-Viewer or Work frea is not open)

™ PRequest confirmation each time

™ Binder currently selected in the Rack2-Filer window

{or binder selection dialog if no binder iz selected)

" Binder selection dialog for individual assignment every time

QK I Cancel Help

6. Specify the scanned data storage destination.
- WorkArea
Saves scanned data into the WorkArea of Rack2-Filer.
"Request confirmation each time" checkbox

A confirmation window appears when saving the data in the
WorkArea.

Rack2-Viewer &J

':9] Add image to Workfrea?

Cancel |

[OK] button: Saves the data in the WorkArea.
[Cancel] button: Cancels saving the data.
- Binder currently selected in the Rack2-Filer window

Saves the scanned data into the binder selected in the Rack2-Filer
window.

- Binder selection dialog for individual assignment every time
Binder selection dialog box for individual assignment is displayed
every time.
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Specify the data storage destination binder and click the [OK]
button. The scanned data is saved to the specified binder.
Clicking the [Cancel] button cancels saving the data.

]9} Binder Selection [ e
BinderMworkArea List
&l worktrea
=7 LibFact 1

B[] Default Library

EI Operation

Eij Documents

e | Froi=ct proposals

m; [HiddenlServer [Shared)
Syl

B0 [Hidden]Server [John)

ak. | Cancel
Y * For a LibRoot folder that is not shown in the Rack2-
H'”‘g Filer window, [Hidden] is displayed before the LibRoot
Alias.

+ For a card binder, [CARD] is displayed before the title.
* For a photo binder, [Photo] is displayed before the
title.
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7. Click the [OK] button.
= The "ScanSnap -> Rack2" window is closed, and the screen returns to the
Quick Menu.

8. Click [Scan to Rack2-Filer].
= A PDF file is created from the scanned data, and the file is saved to the
storage destination specified in Step 6.
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5.2 Using S300/S510/S500 with
Rack2-Filer

There are two ways to enable the use of ScanSnap S300/S510 with Rack2-
Filer.

+ Specifying the application in ScanSnap Manager

* Using the Quick Menu

To enable the use of ScanSnap S500 with Rack2-Filer, specify the application
in ScanSnap Manager.

B Specifying the application in ScanSnap
Manager

This section describes how to enable the use of ScanSnap S300/S510/S500 by

specifying the application in ScanSnap Manager.

EEEEEEEEEEEEEEEEEEEEEEEERNI
Waiw + The following settings in the "ScanSnap Manager - Scan
and Save Settings" window will be disabled.
) - Rename file after scanning
"Color high compression" in the [Color mode] setting on
the [Scanning] tab
+ If scanning with S300/S510/S500, the following setting is
recommended. On the [Scanning] tab, select the [Option]
button. Then on the [Read mode option] dialog box that
appears, uncheck the "Allow automatic image rotation"
checkbox.
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Wait It is recommended that you right-click the "ScanSnap Manager"
alt.
g"? icon on the taskbar and uncheck "Show scanning results".

S

Duplex scan

Simplex scan

SCAN Button Settings...
Use Quick Menu

Profile Management...
Show scanning results
Check consumable supplies...

Help 3

Exit

Hint » R When the operating system is Windows 7, clicking E on the
% taskbar displays the "ScanSnap Manager" icon.
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N, For ScanSnap S300 or ScanSnap S510, first, right-click the
Hint "ScanSnap Manager" icon on the taskbar. If there is a check
mark on the left side of the "Use Quick Menu", select "Use Quick

Menu" again to clear the check.

Duplex scan

Simplex scan

SCAN Button Settings..

OJSE Quick Menu

Profile Management...
Show scanning results
Check consumable supplies...

Help 3

Exit

Perform operations without the check mark on the left side of the
"Use Quick Menu".

Operatw

1. Right-click the "ScanSnap Manager" icon on the taskbar,
and select "SCAN Button Settings".

Duplex scan

Simplex scan

< SCAN Button Settings... >
Use Quic

Profile Management..,

Show scanning results
Check consumable supplies..,

Help 3

Exit
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2 « On the [Application] tab, select "Rack2-Filer" for
"Application".

ScanSnap Manager - Scan and Save Settings

Color Imsge Scsmmer

SCAN Button Setting: Left-Click hMenu hode
Select a profile

Standard = Add Profile.. | EditProfile. |

an and save settings

I J Sawe ] Scanning | File Dption] Paper size | Compression]

Selectthe application you would like to use.

Application.
M Racke-Filer 'D

Application Settings... ‘

Add ar Remove... ‘

Help Ok, | Cancel Apply

3. Click the [OK] button.
= The ScanSnap can now be used with Rack2-Filer.

B Using the Quick Menu

This section describes how to enable the use of ScanSnap S300/S510 with
Rack2-Filer by using the ScanSnap Quick Menu.

For more details about scanning with ScanSnap S300/S510, refer to
"ScanSnap S300 Operator's Guide" or "ScanSnap S510 Operator’s Guide".

Operatic@
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1 « Right-click on the ScanSnap Manager icon in the taskbar,
and check that the check mark to the left side of [Use Quick
Menu] is selected.

Duplex scan

Simplex scan

SCAN Button Settings...
®U:e Quick Menu

Show scanning results
Check consumable supplies...

Help 3

Exit

2. Load the documents onto the ScanSnap S$S300/S510, and
press the scan button.
= Scanning starts.
When scanning is completed, the "ScanSnap Quick Menu" appears.

3. Place the mouse pointer on "Scan to Rack2-Filer" in the
Actions List on the left side of the ScanSnap Quick Menu.
= A description of the selected action is displayed on the right side of the

window.

4. To change the settings in "Scan to Rack2-Filer", place the
mouse pointer on ) to display the [Settings] button, and
click the button.

If the settings do not need to be changed, proceed to Step 6.
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= The following settings window appears.

ScanSnap -> Rack2 &J

ScanSnap data save location (when Rack2-Viewer or Work firea is not open)

quest confirmation each time

" Binder currently zelected in the Rack2-Filer window

{or binder selection dialog if no binder iz selected)

(" Binder selection dialog for individual assienment every time

QK | Gancel | Help

= Specify the scanned data storage destination.
- WorkArea
Saves scanned data into the WorkArea of Rack2-Filer.
"Request confirmation each time" checkbox

A confirmation window appears when saving the data in the
WorkArea.

Rack2-Viewer &J

lel Add image to WorkArea?

Cancel ‘

[OK] button: Saves the data in the WorkArea.
[Cancel] button: Cancels saving the data.
- Binder currently selected in the Rack2-Filer window

Saves the scanned data into the binder selected in the Rack2-Filer
window.
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- Binder selection dialog for individual assignment every time
Binder selection dialog box for individual assignment is displayed
every time.

Specify the data storage destination binder and click the [OK]
button. The scanned data is saved to the specified binder.
Clicking the [Cancel] button cancels saving the data.

49 Binder Selection [

BinderMworkArea List

-] Default Library
EI Operation

=~ | Documenl

- HiddenlServer Shared]

i) [Hidden]Server [John]

’Tl Cancel
o, * For a LibRoot folder that is not shown in the Rack2-
H'”Q Filer window, [Hidden] is displayed before the LibRoot
Alias.

» For a card binder, [CARD] is displayed before the title.
* For a photo binder, [Photo] is displayed before the
title.
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5. Click the [OK] button.
= The "ScanSnap -> Rack2" window is closed, and the screen returns to the
Quick Menu.

6. Click [Scan to Rack2-Filer].
= A PDF file is created from the scanned data, and the file is saved to the
location that was specified in Step 4.
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Chapter 6

ANANAANANANANANAN AN

Rack2-Filer Window Operations

This chapter describes operations using the Rack2-Filer window.
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6.1 Setting a LibRoot Folder

This section explains how to set the LibRoot folder so that libraries, cabinets
and binders can be saved.

Up to three LibRoot folders can be set.

I By setting a network folder as a LibRoot folder, Rack2-Filer
Hint .
data can be shared between multiple users.
However, operations are restricted for data that is being
accessed by another user. For details, refer to "2.2 Limitations
on Operations on Shared Data in the Network" (Page 43).

Wait When a folder in the local computer is specified as a LibRoot
alt!
%\r‘l{? folder, the folder must be in the local hard disk drive or external

hard disk drive.

If a folder in removable disk drives such as USB flash drives or
MOs is specified as a LibRoot folder, Rack2-Filer may not
operate correctly.

EEEEEEEEEEEEEEEEEEENEEEEEEDN
i

Operati(@
=0

1 = Select a LibRoot folder, click %P  and select [Options].
= The [Rack2-Filer Options] dialog box appears.
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2. On the [LibRoot Folders] tab, click the [Browse] button.

Rack2-Filer Options

[

LibRoot Folders |Scar|5nap -> Rack2

Up to 3 LibRoot folders may be used, each containing a separate set of libraries
¥ Show contents of the LibRoot

|C.'.Users'-lmns‘.Ducuments'-.Haku2FersUnaI'-.Ducumsrrtﬂuul
Library Root

¥ Show cortents of the LibRoot

LibRoot Alias

LibRoot Alias

——

¥ Show contents of the LibRoot

< Browse... ,

LibRoot Alias

——

[~ Keep Rack2-Viewer window in front of Rack2-Filer window
[~ Keep Rack2-WorkArea window in front of Rack2-Filer window

Browse...

Browse...

o]

Cancel |

ooy | e

= The [Browse For Folder] dialog box appears.

3. Enter the LibRoot folder settings, and click the [OK] button.
= The [Browse For Folder] dialog box is closed, and the LibRoot path

shown in the input field.

4. To show the contents of the LibRoot folder on the Rack2-
Filer window, select [Show contents of the LibRoot].

LibRoot folder.

Wait!
3

Select [Show contents of the LibRoot] for at least one

5. Specify the LibRoot Alias in [LibRoot Alias] within 30

characters.

If [Show contents of the LibRoot] is selected in Step 4, the LibRoot Alias
specified here is shown on the Rack2-Filer window.
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6. Click the [OK] button.
= The LibRoot folder is set.

IT* Rack2-Filer - Library Root

B 2 Q -

Search 3-Shelf Setup

Hélp

&

Exit

=

th- || Server (Shared)
=

|| Server (John)
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6.2 Rearranging the LibRoot Folders

This section describes how to rearrange the LibRoot folders in the Folder View.
Operati(@
B~

1 = Click °>¢tup and select [Rearrange] - [LibRoot Folders].
Or right-click on the LibRoot tree and select [Rearrange
LibRoot Folders].

= The [Rearrange LibRoot Folders] dialog box appears.

2. Select a LibRoot folder to be rearranged in "LibRoot".

Rearrange LibRoot Folders I&J
Library Root
O
Server {John) Q
Doy

3 « Use the [Up] and [Down] buttons to change the display
order.

4. Click the [OK] button.
= The LibRoot folders are rearranged.
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6.3 Creating a Library

This section describes how to create a library to manage cabinets.
Up to six libraries can be created for one LibRoot folder.

Operatic@
=3

1. Click >¢“P and select [Libraries].
Or right-click on the LibRoot folder tree and select [New
Library].
= The [Library Setup] dialog box appears.

w

2. Enter a new library name within 40 characters.
Library Setup &J

Title | Mew Library

Add Mew Library | T =te Libra Cancel

3. Click the [Add New Library] button.
= Alibrary is created.

IL Rack2-Filer - Library Root/New Library

rr' ’g,' : Q H#H B @ B

Search 3-5hel Setup Help Exit

(=] :_l. Library Root

|ﬂ Nefa

88 | Rack2-Filer User’'s Guide



6.4 Renaming a Library

This section explains how to rename a library.

Operatk@

1. Select a library that you want rename from the directory

tree.

:[I Rack2-Filer - Library Root/New Library

® 2 QA =

Search

SRl v

Setup

@ ~

Help

155

Exit

ol

=] Library Root

-

=

Racke-rFiter

it}
2 « Click °U? and select [Libraries].
Or right-click on the library tree and select [Rename

Library].

= The [Library Setup] dialog box appears with the name of the selected

library.

3 « Enter a new name for the library within 40 characters.

Library Setup

==

Title |Library

Add Mew Library | Rename Library

Delete Library

J Cancel I
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4. Click the [Rename Library] button.
= The library name is changed.

IT* Rack2-Filer - Library Root/Library

3 2 Q 5 0 &

[ Binder Search 3-Shelf Setup Hélp Exit
Racrg-Fi

E!:'J Library Root
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6.5 Deleting a Library

This section explains how to delete a library.
EEEEEEEEEEEEEEEEEEEEEEEERN

Wait A library containing cabinets cannot be deleted.
alt!
QW? Delete the cabinets in the library before deleting the library.

Operatio@

1 « Select a library that you want to delete from the directory
tree.

T Rack2-Filer - Library Root/Library

¥ P Q E & O

ein Search 3-5helf Setup Help Exit

E!:J Library Root
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B~
2. Click % and select [Libraries].
= The [Library Setup] dialog box appears with the name of the selected

library.

Y A library can also be deleted by right-clicking on the library
Fling tree and selecting [Delete Library]. In this case, the
message in Step 4 appears right away.

3. Click the [Delete Library] button.

Library Setup L&J

Title  [Library

Add Mew Library I Rename Library I i Caticel

= A message dialog box appears.

4. Click the [OK] button.
Library [&J

':e] Are you sure you wish to delete this library?

= The library is deleted.
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6.6 Rearranging Libraries

This section explains how to rearrange the libraries displayed in the folder view.

Operatk@

B r

=0
1. Select the library, click Setup | and select [Rearrange] -
[Libraries].
Or right-click on the library tree and select [Rearrange
Libraries].

= The [Rearrange Libraries] dialog box appears.

2. Select a library to be rearranged in "Library”.

Rearrange Libraries &J

Library:

Gancel

3. The order of the libraries can be rearranged using the [Up]
and [Down] buttons.

4. Click the [OK] button.
= The libraries are rearranged.
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6.7 Creating a Cabinet

This section explains how to create a cabinet in the library to manage binders.
Up to 20 cabinets in a library can be created.

Operatic@

1 « Select a library in which you want to create a cabinet from
the directory tree.

IL Rack2-Filer - Library Root/New Library

™ ’C - Q 4 B @-

==
Search

|55

Setup Help Exit

Rackz Fiter

= The content of the selected library appears.

=77
2. Click >“P and select [Cabinets].

Or right-click on the library tree and select [New Cabinet].
= The [Cabinet Setup] dialog box appears.

3. Enter a cabinet name within 32 characters.

Cabinet Setup

Title | New Cabinet|

Add Mew Cabinet |

Caticel
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4. Click the [Add New Cabinet] button.

= The cabinet is created.

IE Rack2-Filer - Library Root/Library/Mew Cabinet

2 QA =#H B

Binder Search 3-Shelf Setup

-

Help

&

Exit

Filer

AL I

E:‘ﬂ Library Root
Default Library
=7 Libag
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6.8 Renaming a Cabinet

This section explains how to rename an existing cabinet.

Operatiw

1 « Select a cabinet that you want to rename from the directory
tree.

IE Rack2-Filer - Library Root/Library/New Cabinet

M P Q E B 0 &

Mew Binder Search 3-5helf Setup Help Exit

E!:J Library Root
i#-{=] Default Library

= The content of the selected cabinet appears.

5~

=
2. Click 5 and select [Cabinets].
Or right-click on the cabinet tree and select [Rename
Cabinet].

= The [Cabinet Setup] dialog box appears with the name of the selected
cabinet.

3. Enter a new name for the cabinet within 32 characters.
Cabinet Setup w

Title |Cabinet

Add Mew CGabinet ] Rename CGabinet Delete Cabinet Cancel
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4. Click the [Rename Cabinet] button.
= The cabinet is renamed.

IE Rack2-Filer - Library Root/Library/Cabinet

P Q 5 o &

Binder Search 3-Shelf Setup Help Exit

Racke-Fiter

E:‘ﬂ Library Root
Default Library
B L

@[ Conine]
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6.9 Deleting a Cabinet

This section explains how to delete a cabinet from a library.

EEEEEEEEEEEEEEEEEEEEEEEETRm
Wait A cabinet containing binders cannot be deleted.

alt!

Q\ﬂ'/? Delete the cabinet after deleting all binders in the cabinet.

Operation?

1 « Select a cabinet that you want to delete from the directory
tree.

IE Rack2-Filer - Library Root/Library/Cabinet

2 Q 5 0 &

Mew Binder Search 3-Shelf Setup Help Exit

E:}J Library Root
H#-[=] Defautt Library
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[
=t

2. Click S and select [Cabinets].
= The [Cabinet Setup] dialog box appears with the name of the selected

cabinet.
N, The cabinet can also be deleted by right-clicking on the
Hint cabinet tree and selecting [Delete Cabinet]. In this case,
the message in Step 4 appears right away.

3. Click the [Delete Cabinet] button.

Cabinet Setup &J

Title | Gabinet]

fidd New Cabinet | Rename Cabinet < Delete Cabinet > CGancel I

= A message dialog box appears.

4. Click the [OK] button.
Cabinet [&J

':9] Are you sure you wish to delete this cabinet?

= The cabinet is deleted from the library.
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6.10 Rearranging Cabinets

This section explains how to rearrange cabinets displayed in folder view.
Operatic@
B8~

1 = Select the cabinet, click >¢tup | and select [Rearrange] -
[Cabinets].
Or right-click on the cabinet tree and select [Rearrange
Cabinets].

= The [Rearrange Cabinets] dialog box appears.

2. Select a cabinet to be rearranged in "Cabinet".

Rearrange Cabinets =)

Gabinet:

Estimation
ale

Salt

g =
2|5
E

3. The order can be changed using the [Up] and [Down]
buttons.

4. Click the [OK] button.
= Cabinets are rearranged.
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6.11 Switching the Cabinet Display
Mode

The cabinet display mode can be switched between "1-Shelf View" and "3-Shelf
View".
The switching buttons are as follows:

3-Shelf

1-5helf

e For "1-Shelf View",

* For "3-Shelf View",

Operatw
nn 'F- '-.-G
1

1. Click 35hef o 1-Shelf
= Pressing the button will toggle the setting back and forth between "1-Shelf

View" and "3-Shelf View".
* 1-Shelf View

lapuig meN D
= D

e D
joday plaop |E|

jobie] maN

]

8/24/2009 |

812412009 | | [ 812472009 |

8/24/2009 L 8/24/2009
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* 3-Shelf View

-2 Library Root
] Library A
£+ ibrary B
| Estimetion
(7. Sales

% Maintenance
& by C
& 5] Ly 0
% 5] Ly £
& 5] Ly F

000000000000 0000 00000 000
Wy The cabinet display mode can also be switched by right-

Fint ) clicking within the cabinet (except on the binders) and
selecting "1-Shelf View" or "3-Shelf View".
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6.12 Changing the Background Style
of a Cabinet

The background style of each cabinet can be changed.

Operatio@

1 « Select the cabinet for which to change the background style
from the cabinet tree.
= The content of the selected cabinet appears.

2. Click **P and select [Change Cabinet Background
Style].
You can also perform the following.
* Select a cabinet from the cabinet tree and right-click, then select

[Change Background Style]

* Right-click in an empty space in a cabinet and select [Change
Cabinet Background Style]

= The [Cabinet Background Style Settings] dialog box appears.

3 « Select the style of the cabinet background and click the [OK]
button.
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Cabinet Background Style Settings

—Cabinet Backeround Style

— Preview

Backeroundl
|57 Backeround?
(5] Backeround3
|5 Backeroundd
|51 Backeroundd

P T

Cancel

Help

= The cabinet background style is changed.
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6.13 Creating a Binder

This section describes how to create a binder in a cabinet.
Up to 21 binders can be created in a cabinet.

Operatw

1 » Select a cabinet in which to create a binder from the cabinet
tree.
= The content of the selected cabinet appears.

Ry
2 = Click MNew

You can also right-click in the empty cabinet and select
[New Binder].

= The [Binder Settings] dialog box appears.

3. Check and make any changes to the settings.

To edit a binder, refer to the steps in "6.15 Changing Binder Settings"
(Page 109).

4. Click the [OK] button.
= A binder is created in the cabinet.

1epuig maN

8/21/2009
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6.14 Creating a Card Binder

This section describes how to create a binder to manage business cards.
Up to eight business cards per page can be stored.

Operatio@

1 « Click MNev and create a new binder.

You can also right-click in the empty cabinet and select
[New Binder].

= The [Binder Settings] dialog box appears.

2 « Select "Card" as Binder Type and configure other settings.

To edit a binder, refer to the steps in "6.15 Changing Binder Settings"
(Page 109).

3. Click the [OK] button.
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= A card binder is created.

Wait » The following functions are not available for the card

alt.
binder.

%gl?

- Unread file page settings

- Automatically insert divider sheet when inserting files

- Automatically insert divider sheet when inserting data
from a scanner

- Retaining source files

- Sending data from other applications

- Adding data using Rack2 Folder Monitor Software

- Outputting pages to Microsoft Word/Excel/PowerPoint

- WorkArea functions (However, by using the drag and
drop function, the card data imported to the WorkArea
can be move to a card binder (Rack2-Viewer).)

* A card binder can be exported as only "Rack2 Binder
(*.rk2)" or "Rack2 Binder with embedded Viewer (*.exe)".

Rack2-Filer User’'s Guide | 107



Chapter 6 Rack2-Filer Window Operations

LY » For a card binder, "CARD" is displayed on the upper part of
Hint the spine.
* You can select the maximum number of cards per page
(either 4 or 8).
This can be set in the [Card Binder] tab of the [Rack2-
Viewer Settings] dialog box.

Input Method
The maximum number of cards per page

i+ 4 cards i Bcands

i

» For a card binder, imported card data will be added
sequentially from the left and top in the target page. If the
front is filled up of card data, cards will be added to the
back. When the maximum number of cards per page is set
to 4 and the left line of the back is filled up, a new card
sheet is added so that cards can continue to be inserted.

* Up to eight cards can be stored in one page by moving the
business cards. Drag and drop the imported card to the
desired location on the page.
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6.15 Changing Binder Settings

Set the name (title) and date of the created binder.

Operatio@

1 « Select the cabinet containing the binder to be edited from
the cabinet tree.

= The content of the selected cabinet appears.

2 » Select the binder to edit.

.
3. Click Bner  and select [Binder Settings].

You can also right-click on the spine of the binder and select
[Binder Settings].

= The [Binder Settings] dialog box appears.
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4. Set the details.

Binder Settings

Spine ] General |

Binder Type: &+ MNomal " Card " Phato

Binder Title: |New Binder

Font/Size/Color:  Arial 12Pt Change...

Binder Sub Title: ||

Font/Size/Color:  Arial 12P

I Hide the binder title I Hide the reference codes Preview-

Reference Codes I:l
RefCodetfl:

RefCodett2:
RefD ate: 8/30/2011 ~

Label Calar: Blue - - —
Label Text: Label Type... ‘ Scan Spine Image

ardweg

[~ Add image to binder spine

= fnn S e € '

QK | Cancel Fatch Ermo Help
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N, + Click the [Help] button in the dialog box to refer to the
Hint "Rack2-Filer Help" pages for the details of each item.

* A password can be added to binder. To set a
password, type the same password for the "Password/
Confirm" fields on the [General] tab. This password is
required when opening or editing the file. Make sure to
remember the password.

+ The design of the binder spine label can be changed.

* A spine image from ScanSnap (S1100, S1300, S1500,
S300, S510, S500) can be used as a binder spine. To
avoid obstruction of the binder spine image, you can
choose to hide the binder title and reference codes. For
details, refer to "6.16 Adding an Image Imported from
ScanSnap to a Binder Spine" (Page 112).

If using a scanner other than ScanSnap models
described above, save the scanned image as a file,
and use it as the binder spine image.

For details, refer to "6.17 Adding an Image to a Binder
Spine" (Page 115).

» The following types of images can be added to the

spine of the binder:

- bmp

- Jpg

- png

- pdf (PDF files exported from Rack2-Filer or imported
using the ScanSnap)
For details, refer to "6.17 Adding an Image to a
Binder Spine" (Page 115).

» The following items can be specified as search

conditions when searching for binders.
- Binder Title
- RefCode#n
- Memo Tags

5. Click the [OK] button.
= Binder settings are changed in accordance with the specified contents.
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6.16 Adding an Image Imported from
ScanSnap to a Binder Spine

This section describes how to add an image to the binder spine from ScanSnap
(S1100, S1300, S1500, S300, S510, S500).

Wait An image can be scanned and added to a binder scan using
alt.
%E'U?

the following scanners.
+ S1100 + S1300 + S1500

+ S300 + S510 + S500

Support services are no longer available for the following

scanner models.
+ fi-5110EOX2
* fi-5110EOX

LY If using a scanner other than ScanSnap models described
Hint above, save the scanned image as a file and then use it as the
binder spine image.
For details, refer to "6.17 Adding an Image to a Binder Spine"

(Page 115).

Operati(@

1 « Select the binder for which the spine is to be changed.

1 1 2 | Rack2-Filer User’'s Guide



.
2. Click B and select [Binder Settings].
Or right click on the binder spine and select [Binder
Settings].
= The [Binder Settings] dialog box appears.

3. Select "Hide the binder title" and "Hide the reference
codes", and set any other required items.

1, The title and reference codes can be hidden so that they
do not interfere with the spine image.
Even if the title and reference codes are set to be hidden,
when searching a binder, they can be specified as a
search condition.
Click the [Help] button in the dialog box to refer to the
"Rack2-Filer Help" pages for the details of each item.

X Y
Hint

4. Click the [Scan Spine Image] button.
= A message appears.

Scan Binder Spine Image &J

I . i Import binder spine image from ScanSnapdScanSnap Organizer.
" ' Perform the following operation with this meszage digplayed.

wihen importing from ScanSnap, load the document in ScanSnap and press
the scanner buttan.

Wwihen importing from ScanSnap Organizer, specify the file to be imported
and select "Scan to Rackz-Filer'.

*If multiple documents are loaded, the first page will be the binder spine image.
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5. Scan the image with ScanSnap.

Y A file image imported from ScanSnap Organizer can also be
Hint used as a binder spine.
To import a file image from ScanSnap Organizer, specify the

file to be imported from ScanSnap Organizer, and select
"Scan to Rack2-Filer".

For more details about ScanSnap Organizer operations,
refer to the ScanSnap Organizer manuals.

= After the image is scanned, the imported binder spine image is shown on
the [Binder Settings] dialog box, "Preview".

6. Click the [OK] button.
= The imported image is set as the binder spine.

1 14 | Rack2-Filer User’'s Guide



6.17 Adding an Image to a Binder
Spine

This section describes how to add an image file to a binder spine.

RS » The following file formats are supported.
Hlnt% - bmp
- Ipg
- png

pdf (PDF files exported from Rack2-Filer or imported
using the ScanSnap)

An image file imported from a scanner can be used as a
binder spine.

For a multiple page PDF file, the first page is used as the
binder spine.

Operatio@

1 « Select the binder for which the spine is to be changed.

=
M .

2. Click Fnde"  and select [Binder Settings].

Or right-click on the binder spine, and select [Binder
Settings].

= The [Binder Settings] dialog box appears.

3 « Select the "Add image to binder spine” checkbox.
= The setting items for adding an image to a binder appears.

4. In "Position", select the location for applying the image file.
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5. Click the [Browse] button.
= The [Open] dialog box appears.

6. Select the image file to be added to a spine, and click the
[Open] button.

= The selected file image to be added to a spine is displayed on the [Binder
Settings] dialog box, "Preview".

o The title and reference codes can be hidden so that they
Hint . . . .
do not interfere with the spine image.
Select "Hide the binder title" and "Hide the reference

codes" in the [Binder Settings] dialog box.

Even if the title and reference codes are set to be hidden,
when searching a binder, they can be specified as a
search condition.

7. Click the [OK] button.
= The selected file image is added to the binder spine.
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6.18 Deleting a Binder

This section describes how to delete a binder from the cabinet. Multiple binders
can be deleted at one time.

Wait When deleting a binder, the pages in the binder are deleted at
alt!
sz? the same time.

Operation?

1 « Select the cabinet from which to delete a binder from the
directory tree.
= The content of the selected cabinet appears.

2 « Select the binder(s) to delete.

o, To select multiple binders, drag the binders you want to

Hint ) select in a group within the binder viewer, or click the
mouse while pressing the [Ctrl] key or [Shift] key.

nnnnn

j1oday plaop |E|
poday uopnadwon |E|

[

8/21/2009 l 8/21/2009

[ ]
[ |
L

8/21/2009 |

8/21/2009
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.
3. Click Bnder  and select [Delete Binder].

You can also right-click on the spine of the binder and select
[Delete Binder].

= A message dialog box appears.

4. Click the [OK] button.

Delete Binder &J

':9] Are you sure you wish to delete the selected binder(s)?

= The binder is deleted from the cabinet.
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6.19 Moving a Binder

This section describes how to move a binder to another cabinet. Multiple
binders can be moved at one time.

B Moving a binder using drag and drop

Operatiw

1 « Select the cabinet containing binders to be moved from the
directory tree.

= The content of the selected cabinet appears.

2. Drag the binder(s) to be moved and drop it into the
destination cabinet (on the tree).

L, To select multiple binders, drag the binders you want to
Hint select in a group within the binder viewer, or click the
mouse while pressing the [Ctrl] key or [Shift] key.

Help

11oday pliop |E|

jioday uonpadwon

(

: ]
8/21/2009 8/21/2009

[
\ |
[

8/21/2009 |

= The binder is moved to the specified cabinet.
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B Moving a binder using the [Move Binder]
dialog box

Operatic@

1 « Select the cabinet containing binders to be moved from the
directory tree.

= The content of the selected cabinet appears.

2. Select the binder to move.

Y To select multiple binders, drag the binders you want to
Hint select in a group within the binder viewer, or click the
mouse while pressing the [Ctrl] key or [Shift] key.

@

j1oday plaop

poday uopnadwon

]
[ |
8/21/2009 || [ 812172009 |

8/21/2009 |

3. Click Binde"  and select [Move Binder].

You can also right-click on the spine of the binder and select
[Move Binder].

= The [Move Binder] dialog box appears.
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4. In "Which cabinet should the binder(s) be moved to?",
select a cabinet to move the binder to.

[ Move Binder

= | 5] |

Which cabinet should the binder(=) be moved ta?

Elx :_; Library Root

Som -
-] Documents 3
-] Pictures 1

1] Pictures 2

J Others

) Library B
3) Library
£~ Library O
2) Library E
3) Library F

B O R e

Gancel

——

Help

5. Click the [OK] button.

= The binder is moved to the specified cabinet.

If too many binders have been selected and they cannot fit in
the destination cabinet, the "Could not move selected binder

Wait!

reached." message appears.

as maximum capacity of destination cabinet has already been
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0 000000000000 00000 0OCOCGCOGOG OO
1, To rearrange binders in a cabinet, drag and drop the binder to

A
Hint .
the new location.

Tf Rack2-Fer - ibrary RooV/Library B/Sales

x

New 6

@-

sewch 3t _swp _beb_Ew

<acKz-Filer

=7 Library Root
5 Library A
&£ Library B
(& Estimation
= sales
Features
Schedule
% Maintenance
- Library C
-5 Library D
-] Library E
- Library F

| ue|d sajeg D
Z ue|d sajeg D

1ggdey uonnadwon

[
\

8/21/2009 8/21/2009

(
\

8/21/2009

I Rack2-Filer - irary Root/Liorary B/Saes
] QA E B o

New  Brde  Sawch 3ok s  bep b

acKz-Filer

=20 Library Root

| ue|d sa|eg H

6002 ue|d so|es

{0 Library F

jioday uonnadwon |E|
Z ue|d sojeg |]|

[ ]
[ | [ |
8/21/2009 8/21/2009
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6.20 Copying (Duplicating) a Binder

This section describes how to copy (duplicate) a binder to an arbitrary place in
the cabinet, or to another cabinet. Multiple binders can be copied at the same
time.

B Copying a binder using drag and drop

Operatio@

1 « Select the cabinet containing binders to be copied from the
directory tree.
= The content of the selected cabinet appears.

2. Drag the binders to be copied with the [Ctrl] key held down,
and drop them into the copy destination (arbitrary place in
the cabinet, or other cabinet (on the directory tree)).
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U To select multiple binders, drag the binders you want to

Hint ) select in a group within the binder viewer, or click the
mouse while pressing the [Ctrl] key or [Shift] key.

@ &
v o

1oday pliop |E|

jioday uoppadwon

[ ] | i
[ | i I
[ 82112009 | 8/21/2009 || [ /2172009 I [ 8/21/2009

Drop the binders onto the copy location while holding
down the key.

L

= The binders are copied to the specified location.
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Copying a binder using the [Duplicate
Binder] dialog box

1 « Select the cabinet containing binders to be copied from the
directory tree.
= The content of the selected cabinet appears.

2 « Select the binder to copy.

N, To select multiple binders, drag the binders you want to
Hint select in a group within the binder viewer, or click the
mouse while pressing the [Ctrl] key or [Shift] key.

Hep et

|
3
o
3
-

1oday plaop D

jioday uonnadwon

] [ ([ [ ]
[ | [ It [ |
8/21/2009 8/21/2009 8/21/2009

3. Click Bnde"  and select [Duplicate Binder].

You can also right-click on the spine of the binder and select
[Duplicate Binder].

= The [Duplicate Binder] dialog box appears.
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4. In "Which cabinet should the binder(s) be duplicated to?",
select a cabinet to copy the binder to.

[l Duplicate Binder (] B o

Which cabinet should the binder(z) be duplicated to?

=] Library Foot

E|[:] Library &

i 5 J Documents 1
o -

1 T

] Pictures 2

|| Others
Library B
Library G
Library O

s Library E

@ Library F

-- :_; Server (Shared)

- || Server (John)

O o B B

oK | Cancel Help

5. Click the [OK] button.

= The binder is copied to the specified cabinet.

Wait If too many binders have been selected and they cannot fit in
alt!
%‘?/7 the destination cabinet, the "Could not duplicate selected

binder as maximum capacity of destination cabinet has
already been reached." message appears.
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N\
Hint .
the new location.

1, To rearrange binders in a cabinet, drag and drop the binder to

£ Libary B
(& Estmation

| ue|d sajeg D
Z ue|d s9jeg D

iz ueid sejes

uonnadwo)n D

k-]
o
=
-

( [
\ \

8/21/2009 8/21/2009

8/21/2009

8/21/2009

. Rackz ier Uy oot rar B/sas

3 QA E B o &
e -
RacKz-Filer

Library A
Library B

. Estimation
=/ Sales

© Features

* Schedule

! Maintenance

= 7] Library Root
BE
Bf

| ue|d sa|eg H

600 ue|d so|es

jioday uonnadwon D

C ue|d sajeg H

)

8/21/2009 |

8/21/2009

8/21/2009
_—

8/21/2009
——
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6.21 Arranging Binders in Order of
Last Access

The binders in the cabinet can be sorted in order of their access time.

Operatio@

1 « Select the cabinet containing binders to be sorted by last
access from the directory tree.
= The content of the selected cabinet appears.

2 « Right-click on the cabinet tree, point to [Binder Order], and
then select [Sort by Last Access].
= The binders in the cabinet are sorted by last access from the left side of the

top shelf.

Y » Last access is updated when the binder is opened.
Hint If a binder that has never been opened, last access is the
date of creation.

* When [Sort by Last Access] in [Binder Order] is selected,
the binders are automatically sorted by last access in the
following cases:

- When the cabinet is opened
- When the binder is opened

+ To stop the "sort by last access" mode, right-click on the
cabinet tree, point to [Binder Order], and then select
[Arrange Manually].
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6.22 Running OCR on a Binder to
Create Key Text Blocks

This section describes how to run OCR on a selected binder to create key text
blocks.

I, If key text blocks exist on a page, they will be overwritten.

Hintg

Operatio@

1 « Select the cabinet containing binders that you want to run
OCR on from the directory tree.
= The content of the selected cabinet appears.

2. Select a binder to run OCR on.

3. Right-click on the spine of the binder and select [Run OCR
on Binder].
= The [Extracting Text] dialog box appears and key text blocks are created.
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6.23 Checking Binder-Related
Information

This section explains how to check the following information related to the

binder.

Operatio@

Binder location and binder folder name

Current number of sheets and maximum number of sheets possible for
the binder

File size

Binder version

Last access

1 « Select the cabinet containing binders that you want to check

information for from the directory tree.
= The content of the selected cabinet appears.

2 « Select a binder whose information you want to check.
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3 « Right-click on the spine of the binder and select [About This

Binder].
= The [About This Binder] dialog box appears, displaying information for the
binder.
About This Binder [
Infor mation
Binder Location: Library Roat/Library B/Estimation/Binderl
Binder Size: ? sheetz/200 sheets
File Size: 122 MB
Wersion: a1
Last focess: 742072010 1211 PM
OF | Help
I, Click the [Help] button in the dialog box to refer to the
Hint . " . .
g "Rack2-Filer Help" pages for the details of each item.
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6.24 Exporting a Binder

When a binder is exported, the data stored in the binder can be viewed on a
computer even if it does not have Rack2-Filer installed on it.

The exported binder can be displayed using Adobe Acrobat, Adobe Reader, or
Rack2-Viewer window.

Wait * A card binder can be exported as only "Rack2 Binder
alt.
QE.V? (*.rk2)" or "Rack2 Binder with embedded Viewer (*.exe)".

. "k

.rk2" can be selected for "Save as type" only when using
Rack2-Filer version 4.0 or later. When using earlier version
of Rack2-Filer, the binder should be exported as a "*.pdf +
*.ini + Source Files". Earlier versions of Rack2-Filer cannot
import "*.rk2" files.

Operatic@

1 « Select a binder to export.

P-
2. Click Bnde"  and select [Export Binder].

You can also right-click on the spine of the binder and select
[Export Binder].

= The [Export Binder] dialog box appears.

1 32 | Rack2-Filer User’'s Guide



3 « Specify the storage location and file name of the file to
export and click the [Save] button.

[ II Export Binder &J‘
Save jn: | Binder LJ & £f E-
MName Date modif... Type Size
This folder is empty.
File name: [Plan 1 rk2 Save
Save as type:  [Rack? Binder (- rk2) - Cancel

= The binder is exported in the specified format.

~

LY

Hintg

If "Rack2 Binder with embedded Viewer (*.exe)" is
selected for "Save as type", an executable file with an
embedded viewer is output. The file can be viewed on
a computer even if it does not have Rack2-Filer
installed on it.

When a file is double-clicked, the Rack2-Viewer
window (read-only mode) appears.

If "Data File (*.pdf + *.ini + Source File)" is selected for
"Save as type", the output file can be displayed using
Adobe Acrobat, Acrobat Reader, or Adobe Reader.
However, the following information cannot be
displayed.

- Contents page

- Divider sheet

- Annotations

E B EEEEEEEEEEEEEEEEEEENEDN
No part of a "Rack2 Binder with embedded Viewer (*.exe)"
file produced by the Rack2-Filer export function may be
reproduced (unless for personal use), or distributed in any
form via a network, without permission.

Wait!
\
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6.25 Importing a Binder

Rack2-Filer also allows you to reimport the exported binder files ("*.pdf + *.ini +
Source Files").

Only file sets output using the export function of the Rack2-Filer window, or
those saved using the save function of the Rack2-Viewer window or the Rack2-

WorkArea window can be imported.

Wait When you import a card binder that was saved in the "Data
alt!
%W? File (*.pdf + *.ini)" format on the Rack2-Viewer window, it is

imported as a normal binder.

Y *  When importing exported binder files in "Data File (*.pdf +
Hint *.ini + source files)" format, the associated ini file must be
in the same location (folder) as the PDF file.

» For details on exporting a binder in the Rack2-Filer
window, refer to "6.24 Exporting a Binder" (Page 132). For
details on exporting a binder in the Rack2-Viewer window,
refer to "7.23 Saving All Pages in a Binder as a New File"
(Page 220).

Operation@

1 « Open the destination cabinet for the binder being imported.

.
2. Click Eme  and select [Import Binder].

= The [Import Binder] dialog box appears (the name of the dialog box may
vary, depending on the operating system).
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3 « Select the binder file-set to import (only *.pdf or *.rk2 files as

shown), and click the [Open] button (The name of the button
may vary depending on the operating system).

TF Import Binder

==

&2k

[ #2 | search P

BB Searches
Public

J Recently Chan

Name

[ Plan1.ri2

ged

~

Date modified

Type

File name:  Plan 1 7k2

+  [Racks Binder (FparFrka)

= The file-set is converted back to binder format and added to the cabinet.
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6.26 Searching for a Binder

This section describes how to search for a binder.

Wait + The following binders or pages cannot be searched for.
alt.
%\r‘l{? - Password-protected binders

- Password-protected PDF file whose contents are not
displayed

- Print-restricted PDF file whose contents are not
displayed

- Source files (Pages with source files can be searched
for)

» The searching function can be used for the following:

- Binder title

- Reference Codes

- Characters on the annotation such as sticky notes,
hyperlinks, and stamps

- Characters on divider sheets

- Memo Tags

- Created/Input key text blocks

- Contents

- Strings in comments that are set for the photos or
documents

This section describes how to display the search results in the cabinet.

A search result between multiple binders can be displayed in a binder. This
enables the relevant pages to be referred to without opening each binder again.
For details on how to display the search results in a binder, refer to "6.27
Displaying Search Results in a Binder" (Page 140).

Operati(@
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1 - With no binders selected, click "
= The [Multi Binder Search] dialog box appears.

2 « Uncheck the "View pages containing

search results in a new

binder" checkbox, and specify the conditions for searching

the binders.

The binders satisfying all the conditions will be searched if one or more

conditions are specified.

In the following example, binders whose titles contain "Report" are

searched from among all LibRoot folders.

Search Results
Dizplay:

500

" Gurrent Gabinet
" Gurrent LibRoot folder

Search Scope: " Current Library

Multi Binder Search [
Search the specified scope for binders containing the followine text:
| Report Gancel
* To perform text search for pages OCR must be run first.
More Optionz »>
‘With RefDate: " Any Help
" In the last 1 |Year(z
€ [sAsrmes -] - [sfsme -]

@w pages containing search results in a new binder

@+ All LibRoot folders

Click [More Options] to display a dialog box in which more detailed search

conditions can be specified.
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Multi Binder Search

=S

Th Title/Sub-Title
In RefCode#:
In RefCode#2:

‘With RefDate:

In Contents/Dividers:

In Annotations:
(Sticky MNotes,
Hypet links,
and Stamps)

In Memo Tags:
In Key Text Blocks:

Search Results
Dizplay:

Search Scope:

‘Repnrt OK
‘ Cancel
‘ <<Llesz Options

& Any Help
Chithelast [ 1 [feals =]

o [eAvane -] - [efsmme -]

[ [OR =] #"AND" before "OR"

\ o =]

ew pages containing search results i a new binder

] pags
# To perform text search for pages, OCR must be run first.
" Gurrent Cabinet " Gurrent Library
" Gurrent LibRoot folder @ All LibRoot folders

\Il

Hintg
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* You can specify multiple binders to be searched. Enter
a blank space after each keyword.

« If multiple keywords are specified, pages containing all
input keywords are searched.

+ If a blank space is included in a keyword, mark the
keyword with double quotations (").

+ If a keyword includes double quotations, mark the
keyword with double quotations (") and enter a
backslash before the double quotation.

For example, for keywords ["AAA"] and [BBB]
"\"AAA\"" BBB

* On the [Multi Binder Search] dialog box, if the "View
pages containing search results in a new binder"
checkbox is selected, the search results are displayed
together in a search results binder.

For details on how to display the search results as a
binder, refer to "6.27 Displaying Search Results in a
Binder" (Page 140).

+ Click the [Help] button in the dialog box to refer to the

"Rack2-Filer Help" pages for the details of each item.



3. Click the [OK] button.
= The binders satisfying the specified conditions are displayed in a cabinet.

FF Rack2-Filer
o2 Q B
Search Results [ 1
Library A
=] Library B (] (¢) E m
[} Estimation ° ° ] 3
[ Sales 3 3 =3 =
- Features g g [} o
[ Schedule = f= A =
[ Maintenance = = [0} 3
Library C o o 'g g
Library D S S = =
Library E P ) L o
& (] Library F g % o
o ) (]
3 3 3
-
8/21/2009 8/21/2009 8/21/2009 8/21/2009
W Selecting the search results binder shows the following
Hint

information on the title bar of the Rack2-Filer window:
+ LibRoot folder name

* Library name

+ Cabinet name

-
W Rack2-Filer - Library Root/Library A/Documents 1

Binder Search 3-Shelf

Clicking WA Rem oses the search results display.
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6.27 Displaying Search Results in a
Binder

A target binder can be searched and the pages containing search results can
be collected in a search results binder.

By collecting search results in a search results binder, the pages containing
search results can be referred to without opening each binder again.
Furthermore, the search results binder can be moved or copied (duplicated) to a
cabinet and used as a normal binder.

This section describes the procedure for displaying search results together in a

new binder. For details on how to display the search results in the cabinet, refer
to "6.26 Searching for a Binder" (Page 136).

Operatio@
4

1. With no binders selected, click >rch
= The [Multi Binder Search] dialog box appears.
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2. Select the "View pages containing search result in a new
binder" checkbox, and specify the conditions for searching

the binders.

Click the [Help] button in the dialog box to refer to the "Rack2-Filer Help"

pages for the details of each item.

The binders satisfying all the conditions will be searched if one or more

conditions are specified.

In the following example, binders whose titles contain "Report" are

searched from among all LibRoot folders.

Search Results
Dizplay:

Number of pages per binder: 50w

(" Current Gabinet
" Current LibRoot folder

Search Scope: " Gurrent Library

Multi Binder Search 5
Search the specified scope for binders containing the following text:
|Rep0rt Cancel
* To perform text search for pages 0GR must be run first.
More Options >
‘With RefDate: &+ Any Help
" In the last 1 |Yeart
C | sAd/ma ~| - | s/21/008 -]

@ew pagez containing search results in a new binder

page

&+ All LibRoot folders

ke

Click [More Options] to display a dialog box in which more detailed search

conditions can be specified.
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Multi Binder Search léJ
In Title/Sub-Title: [Feport oK ]
In RefCods#: [ Ciancel
inZhElCoded | <{Lesz Optionz
With RefDate & finy Help

€ In the last 1 |Year(s)
o [eAareoe =] - [s24/00 ~]

In Contents/Dividers: |

In Annotations:

{Sticky Notes, [ [GR =] *“AND" before "OR"
Hyperlinks, —
and Stamps) | |"' —J
|
In Memo Tags: [

In Key Text Blocks: |

%?:D’?:;'_RES”HS w pages containing search results in a new binder
mber of pages per binder. 500 - | paee

% Ta perform text search for pages, OGR must be run first

Search Scope: " Gurrent Gabinst 7 GCurrent Library
" Gurrent LibRoot falder & Al LibRoot folders
o * You can specify multiple binders to be searched. Enter
Hint

a blank space after each keyword.

+ If multiple keywords are specified, pages containing all
input keywords are searched.

+ If a blank space is included in a keyword, mark the
keyword with double quotations (").

+ If a keyword includes double quotations, mark the
keyword with double quotations (") and enter a
backslash before the double quotation.

For example, for keywords ["AAA"] and [BBB]
"\"AAA\"" BBB

3. Select the number of pages to be collect in one search
results binder.

The range of the number of pages that can be selected is from 100 to
1000 (in units of 100 pages).

If the specified number of pages for a search results binder is exceeded,
the search results binder is divided into separate binders.
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4. Click the [OK] button.
= The binders are searched, and the search results binder is displayed.

T Rackz-Filer-Search Result

5

N = =B
Binder  Seach  3-Shelf e

Search Results

=] Library Root
Library A
=-f7] Library B
%] Estimation
[ sales
[ Features
|| Schedule
[%] Maintenance
E Library c
(] Library D
& Library E
-5 Library F

8/21/2009

Display the search results binder in the Rack2-Viewer window to check
the results.

- Placing the mouse pointer on a page shows the following
information.

— LibRoot name
— Library name
— Cabinet name
— Binder name

—Page number of the displayed page

|t Result - Rack2-Viewer{Read-only mode)

“’.l; g {LibRoot name) Library Root
{Library name) Library &
Highlight ({Cabinet name) Documents 2
{Binder name) Getting Started
1| (Page) 2page
Divider
D)
=N

- Clicking *®"*" displays the [Search] dialog box with the search
string entered as [String to Find]. The search string is specified in the
[Multi Binder Search] dialog box. Clicking the [Find Next] button
searches for a page with the search string.
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Ny

» Clicking -Jerr!h displays the page in the source binder.

Clicking - on the Rack2-Filer window closes the search
results display.

it!
Wa'w L e clicked, the search results binder will

no longer be displayed.

The search results binder can be moved or copied
(duplicated) to a cabinet, and used as a regular binder.
For details on how to move a binder, refer to "6.19
Moving a Binder" (Page 119).

For details on how to duplicate a binder, refer to "6.20
Copying (Duplicating) a Binder" (Page 123).
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6.28 Searching for a Page

This section describes how to search the contents page of a binder for a
particular page.

EEEEEEEEEEEEEEEEEEEEEEEERN
Waiﬂ%“/? The searching function can be used for the following:
+ Characters on the annotation such as sticky notes,
) hyperlinks, and stamps
» Characters on divider sheets
+ Created/Input key text blocks
+ Contents
» Strings in comments that are set for the photos or
documents

For details, refer to "6.22 Running OCR on a Binder to Create
Key Text Blocks" (Page 129).

Operatic@
2 1}

1 = Select a binder in which to search, and click <"
Or right-click on the spine of the binder and select [Search].
= The [Single Binder Search] dialog box appears.
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2 « Specify the strings to be searched.

Single Binder Search [&J

@ COpen the binder and search for pages containing the following text:
H

[
* Tao perfarm text zearch for pages,
QCR must be run first.

0] 4 | Cancel Multi Binder Search... Help

s * You can specify multiple binders to be searched. Enter
Hint
a blank space after each keyword.
« If multiple keywords are specified, pages containing all

input keywords are searched.

+ If a blank space is included in a keyword, mark the
keyword with double quotations (").

* If a keyword includes double quotations, mark the
keyword with double quotations (") and enter a
backslash before the double quotation.

For example, for keywords ["AAA"] and [BBB]
""AAA\"" BBB

* Click [Multi Binder Search] to search in other binders
as well. For details, refer to "6.26 Searching for a
Binder" (Page 136).

3. Click the [OK] button.

= The Rack2-Viewer window opens, and pages containing the specified
string are displayed.
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6.29 Moving Pages to the WorkArea

This section describes how to move/copy pages of binder to the WorkArea.

Wait The content of card binders and password-protected binders
alt.
%zv? cannot be moved.

Operatic@

1. Select the binder whose sheets are to be moved to the
WorkArea.

2. Click B and select [Move Pages to WorkAreal]. Or,

Right-click on the spine of a binder, and select [Move Pages
to WorkArea].

= The content of binder is moved.

Y The moved sheets are added to the end of the
H'm% arrangement of stacks in the WorkArea.
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6.30 Copying Pages to the WorkArea

This section describes how to copy pages of binder to the WorkArea.

Wait Card binder and password-protected binder sheets cannot be
alt.
%\r‘l{? copied.

Operati(@

1. Select the binder whose sheets are to be moved to the
WorkArea.

e
i

2. Click Ende  and select [Copy Pages to WorkArea]. Or,

Right-click on the spine of a binder, and select [Copy Pages
to WorkArea].

= The content of binder is copied.

Y The copied sheets are added to the end of the
Hmtg arrangement of stacks in the WorkArea.
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6.31 Setting the Rack2-Filer Options

The following settings can be configured:

* [LibRoot Folders] tab

A LibRoot folder (for storing libraries, cabinets and binders) can be
specified.
By default, the folder specified at installation is set.

* [ScanSnap -> Rack2] tab

The destination where ScanSnap (including ScanSnap Organizer)
should send data to can be specified.

Data can be stored in either of the following destinations:

- WorkArea

- The binder currently specified in the Rack2-Filer window

- A binder selected in the [Binder Selection] dialog box

.y Even if Rack2-Filer is not open, data can be imported.

Hintg
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B [LibRoot Folders] tab settings

Operation@
O w

I=(H
1. Click setup and select [Options].
= The [Rack2-Filer Options] dialog box appears.

2 « On the [LibRoot Folders] tab, configure the settings.

Rack2-Fi tions &J

LibRoot Folders [BcanSnap > Rack2 |

Up to 3 LibRoot folders may be used, each containing a separate set of librares.
¥ Show conterts of the LibRoot

|C."-.Users"irans"-.DUcurrlerrts"-.HakuZF‘er&Una\"‘\DUcumamRUU[ Browse. ..

LibRoot Alias:  |Library Root

¥ Show contents of the LibRoot

| Browse...

LibRoat Alias:

I¥ Show contents of the LibRoot

| Browse...

LibRoot Alias:

[~ Keep Rack2-Viewer window in front of Rack2-Filer window
[~ Keep Rack2-Workfrea window in front of Rack2-Filer window

oK Cancel | Bpply | Help |

* To add or edit a LibRoot folder, click the [Browse] button and
specify a folder.

- Up to three LibRoot folders can be specified.

- The character string specified in [LibRoot Alias] is shown on the
Rack2-Filer window.

- Selecting [Show contents of the LibRoot] shows the contents of the
LibRoot folder on the Rack2-Filer window.
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EEEEEEEEEEEEEEEEEEEEEEETRN
Wai’@“[? * Do not specify a removable disk as the LibRoot folder.
» Do not specify a LibRoot folder and WorkArea folder
\ with the same path name. Also, do not specify either a
LibRoot folder or WorkArea folder as a parent folder.
Example:
- LibRoot folder is "C:\Temp1", WorkArea folder is
"C:\Temp1\WorkArea
- LibRoot folder is "C:\Temp1\DocumentRoot",
WorkArea folder is "C:\Temp1"
For details about how to change the WorkArea folder,
refer to "7.53 Configuring Viewer Settings" (Page 291).
» If network drive is specified for the LibRoot folder, use
Windows server.
*  When designating a network drive as the LibRoot
folder, add "full control" to the access privilege.
* Do not directly edit the data stored in a "LibRoot". The
data may not be shown correctly in Rack2-Filer.

* Choose whether the Rack2-Viewer window and/or Rack2-WorkArea
window is displayed in front of the Rack2-Filer window by selecting the
"Keep Rack2-Viewer window in front of Rack2-Filer window" and "Keep
Rack2-WorkArea window in front of Rack2-Filer window".

3. Click the [OK] button.
= When a new LibRoot folder is set, a message appears indicating that
directly editing the data in the LibRoot folder may cause Rack2-Filer
operational errors.
Check the contents of the message and click the [OK] button.
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B [ScanSnap -> Rack2] tab settings

Operatio@

1. Click °“P and select [Options].
= The [Rack2-Filer Options] dialog box appears.

2. On the [ScanSnap -> Rack2] tab, specify the data storage
destination.

Rack2-Filer Options

LibRoot Folders  ScanSnap -> Rack? |

ScanSnal & location {when Rack2-Viewsr or WorkArea is not open)

™ Request corfimation each time

™ Binder cumently selected in the Rack2-Filer window

{or binder selection dialog if no binder is selected)

{~ Binder selection dialog for individual assignment every tims

oK Cancel Help

LY If "WorkArea" is selected for "ScanSnap data save
Hint location" and the "Request confirmation each time"
checkbox is selected, a message will be displayed to
confirm whether to add the scanned data to WorkArea.
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3. Click the [OK] button.

= The data is stored to the specified destination.
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6.32 Data Backup

This section describes how to backup all data in the LibRoot folder.

Y This section describes how to backup data in units of LibRoot
Fint folders.
For backing up data, other than for the case described in this
section, use Rack2-Filer Backup & Restore Tool.
When using Rack2-Filer Backup & Restore Tool, backup can
be performed in the units of LibRoot folder or cabinets, and
restoration can be performed in the units of binders or LibRoot

folders.
For details, refer to "11.4 Running a Backup Schema" (Page
397).
Operatio@
1 . Click P and select [Options].

= The [Rack2-Filer Options] dialog box appears.

2. On the [LibRoot Folders] tab, check the LibRoot folder
information to be backed up.

3. Launch Explorer, select the folder confirmed in Step 2, and
then select [Organize] - "Copy" from the tool bar.

= The folder is copied.

4. Open the backup destination folder and select [Organize] -
"Paste" from the tool bar.
= The folder is pasted and data is backed up.
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6.33 Moving Data to Another
Computer

This section describes how to move all the data in a LibRoot folder to another

computer.
Operation@

|
==y

1. click % and select [Options].
= The [Rack2-Filer Options] dialog box appears.

2. On the [LibRoot Folders] tab, check the information for the
LibRoot folder (data storage folder) to be moved.

3 « Start explorer, and copy the folder checked in Step 2 to the
target computer.

Watt Copy the entire LibRoot folder at once when copying.
alt:
Qzlly The Rack2-Filer will not work properly when only some of

the LibRoot folder sub folders or files are copied.

? v
=

4. Click P inthe target computer, and select [Options].
= The [Rack2-Filer Options] dialog box appears.

5. Specify the copied LibRoot folder in "Library Root Folders",
and click the [OK] button.

= The data is moved.

Rack2-Filer User’'s Guide | 155



Chapter 6 Rack2-Filer Window Operations

1 56 | Rack2-Filer User’'s Guide



Chapter 7

ANANAANANANANANAN AN

Rack2-Viewer Window
Operations

This chapter describes operations that can be performed using the Rack2-
Viewer window.

The marks used in this chapter

(O AL R ek e : Indicates a function that is available when

pages are displayed in 2-page spread mode.

(OIS NN ALl : Indicates a function that is available when

pages are displayed in page width mode.
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7.1 Scanning Documents Using an
Image Scanner fi Series Scanner

Operation in 2-Page Spread Mode

This section describes how to scan documents using an Image Scanner fi
Series scanner with TWAIN driver, and then add the data to a binder.

Wait * If both an Image Scanner fi Series scanner and ScanSnap are
alt
%E.V? connected to this product, turn off the ScanSnap when

scanning pages using the Image Scanner fi Series scanner.

Operation@

1 = Insert the document into the scanner.

2 « Open a page of the binder on which to scan the document.

-
3. Click =... in the Rack2-Viewer window.

Or right-click on a page, and select [Insert] - [Pages From
Scanner].

= The document is scanned and added into the binder.
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Hintg

The scanner driver window (TWAIN driver window) can
also be displayed during scan operations.

The scanner driver window always appears for some types
of scanners.

If an odd number of pages are scanned, a blank page will
be added as the last page.

Operations during scanning can be set. For more details,
refer to "7.53 Configuring Viewer Settings" (Page 291), or

click @ Help and refer to the "Rack2-Viewer Help" pages.

Scanning can be continued after the current batch has
finished. Insert the next sheet or batch in the scanner, then
click the [Yes] button on the "Continue to read the next
page" message. The new pages will be added with the
previously scanned sheets.

Before using an ADF (Automatic Document Feeder)
scanner that is capable of doing so to scan both sides of a
sheet, this function must first be enabled in the scanner
driver window (TWAIN driver window).

Rack2-Filer User's Guide | 199



Chapter 7 Rack2-Viewer Window Operations

I * For a card binder, you can select the maximum number of
Hint .
cards per page (either 4 or 8).
This can be set in the [Card Binder] tab of the [Rack2-
Viewer Settings] dialog box.

Input Method
The maximum number of cards per page

i+ 4 cards i Bcands

iy
=

» For a card binder, imported card data will be added
sequentially from the left and top in the target page. If the
front is filled up of card data, cards will be added to the
back. When the maximum number of cards per page is set
to 4 and the left line of the back is filled up, a new card
sheet is added so that cards can continue to be inserted.

*  When scanning cards by flatbed scan, scan settings can
be set on the [Card Binder] tab in the [Rack2-Viewer
Settings] dialog box.

* When scanning cards with ADF, the scan size of TWAIN
driver will be changed to "Card Size" automatically.

* For a portrait card, scanned data rotated 90 degrees to the
right will be displayed.

* For an over-sized card, the card is cropped automatically
to extract the main data.
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7.2 Scanning Documents Using the
ScanSnap

Operation in 2-Page Spread Mode

This section describes how to scan documents using the ScanSnap (S1100,
S$1300, S1500, S300, S510, S500) and add the data to a binder.

Wait When scanning documents using the ScanSnap, it is
alt.
%zv? necessary to use Rack2-Filer with the ScanSnap. For details

about how to enable the use of the ScanSnap with Rack2-Filer,
refer to "Chapter 5 Using the ScanSnap with Rack2-Filer"
(Page 65).

Operatic@

1 « Insert the document into the ScanSnap.
2. Open a page of the binder on which to scan the document.

3 « With the Rack2-Viewer window displayed as the front
window on screen, press the scan button on the ScanSnap
device.

= The sheet is scanned and added into the binder.

Wait When using ScanSnap S1100, press the scan button again
alt!
QW? after all documents have been scanned to end scanning

and add the sheets to the binder.
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\Il

Hint . =
+ If ScanSnap is to be used as the scanner, coanner ON the
g Rack2-Viewer window cannot be used.
+ If an odd number of pages are scanned, a blank page will
be added as the last page.
* For a card binder, you can select the maximum number of
cards per page (either 4 or 8).
This can be set in the [Card Binder] tab of the [Rack2-
Viewer Settings] dialog box.

Input Method
The maximum number of cards per page

i+ 4 cards i~ Bcands

* For a card binder, scanned card data will be added
sequentially from the left and top in the target page. If the
front is filled up of card data, cards will be added to the
back. When the maximum number of cards per page is set
to 4 and the left line of the back is filled up, a new card
sheet is added so that cards can continue to be inserted.
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7.3 Importing Source Files

Operation in 2-Page Spread Mode

Import files from the folders in the computer and add them to a binder.

Operati(@

1 « Open a page of the binder on which to scan the document

&
and click . in the Rack2-Viewer window.

Or right-click on a page, and select [Insert] - [Pages From
File].

= The [Insert From File] dialog box appears.

2 « Specify the files to import and click the [Open] button.

You can specify multiple files by holding down the Shift or Ctrl key while
clicking on files.

L Insert From File... ==

File nsme: Dosument doc - ~

Open || (B Cancel

= The files are added to the binder.

Rack2-Filer User's Guide | 163



Chapter 7 Rack2-Viewer Window Operations

Waitl * It may take quite some time to import a file with many
alt.
W pages or a high resolution color image file.

» Source files are not created for image files when they are
imported.
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LY » With the binder viewer open, file(s) can be inserted by
Hint importing or dragging and dropping on top of the displayed
page.

+ Toimport the source file and manage it in Rack2-Filer, click
the [Settings] button and select the "Retain source files by"
checkbox in the [Page Insertion] tab of the [Rack2-Viewer
Settings] dialog box.

+ To search a page, select "Automatically create key text
blocks for inserted pages (by OCR/extraction)" in the [Page
Insertion] tab of the [Rack2-Viewer Settings] dialog box
before importing a file.

» If a PDF file that is password-protected or a file for which
printing is not permitted has been imported, the result of
the import will vary according to whether or not the
following setting is selected. To check this setting:

1. Click the [Settings] button to open the [Rack2-Viewer
Settings] dialog box.

2. Select the [Page Insertion] tab to view the "When
inserting pages from password protected and printing-
restricted PDF files, attach source files instead of
showing actual contents" checkbox.

- When this checkbox is selected

The actual document is not displayed but a PDF icon is
shown below the page. Dragging the mouse pointer onto
a PDF icon shows the name of the file. Double-clicking
on the PDF icon starts Adobe Acrobat or Adobe Reader.
If the password is disabled or if printing restrictions are
cancelled using Adobe Acrobat, the document will be
changed to a standard document, and the contents
displayed on the Rack2-Viewer window. However, if
printing multiple pages from a binder that include pages
from a password-protected or print-restricted PDF, only
standard pages will be printed. The source PDF file will
also not be printed.
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LY - When this checkbox is not selected

Fint When importing a password-protected PDF file, a
password input window will appear. Inputting the
password imports and displays the contents of the PDF
file with Rack2-Viewer. To import password-protected
PDF files, Adobe Acrobat or Adobe Reader must be
installed.
However, print-restricted PDF files cannot be imported.
To import print-restricted PDF files, remove the print-
protection setting and try again.

» For Rack2-Filer, the image formats supported are:

BMP: Windows and OS/2 bitmap

PCX: Zsoft format (single page)

JPG, JPEG: JPEG format

TIF, TIFF: TIFF format (Including multiple
pages. Excluding ZIP compression
format.)

WMF: Windows metafile

PSD: Photoshop 3.0 format

PNG: Portable Network Graphics format

TGA: Truevision TARGA format

PCD: Photo CD format

FPX: FlashPix format

PDF: PDF files exported from Rack2-

Filer or imported using the
ScanSnap (Other PDF files
associated with applications with
printing functions are also
supported)
In addition to the above formats, files associated with
applications with printing functions are also supported.
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Y *  When files other than those in supported image formats
Fint (such as Microsoft Word, Excel and PowerPoint) are
imported via image conversion (*), the colors and
resolution can be set. For more details, refer to "7.53

Configuring Viewer Settings" (Page 291), or click = = "=

and refer to the "Rack2-Viewer Help" pages.

(*) The printing functions of applications associated with
the file are used during image conversion. Therefore,
depending on the application, sometimes the print
window is displayed, and sometimes the window still
appears even after finishing image conversion. Click
the [OK] button if a message to confirm printing
appears.

*  When converting an image using the print function of an
associated application, depending on the file, a "File_name
has been changed. Do you want to save it?" message
appears. If this message appears, click the [No] button.

*  When the "Automatically insert divider sheet when
inserting files" checkbox is selected, the tab of the divider
sheet may not show the full file name. Hover the mouse
pointer over a tag to display a tooltip of the file name.

* If an odd number of pages are imported, a blank page will
be added as the last page.

« If a fatal error occurs during file import, the default printer
may be reset to "Raku2 ImageWriter". In this case, use the
following to change the original printer to "Set as Default
Printer":

(*) The procedure for Windows Vista is used as an
example.

From the [Start] menu, open [Printers and Faxes] (or
[Printer]) of [Control Panel], right-click on the original
printer, then select "Set as Default Printer".
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°
\Il

Hintg

For a card binder, you can select the maximum number of

cards per page (either 4 or 8).
This can be set in the [Card Binder] tab of the [Rack2-

Viewer Settings] dialog box.

Input Method

The maximum number of cards per page

i+ 4 cards i~ Bcands
:EE: . | == ' |
|2 = |

For a card binder, inserted data will be added sequentially
from the left and top in the target page. If the front is filled
up of card data, cards will be added to the back. When the
maximum number of cards per page is set to 4 and the left
line of the back is filled up, a new card sheet is added so
that cards can continue to be inserted.

For a card binder, source file will not be inserted.

For a card binder, the divider sheet will not be inserted
automatically when importing a file.
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A EEEEEEEEEEEEEEEEEEEEEDEN
Wait Notes on importing Microsoft Excel files
+ If the inserted data set is too large, it may spill over. In such
%E'U? cases, it may be helpful to raise the resolution in the [Page
Insertion] tab of the [Rack2-Viewer Settings] dialog box.

* The password input window appears when importing
encrypted files. Type the password and click the [OK] button,
or click the [Read-only] button.

» A file containing macros may not be inserted properly. In
such cases, copy the file, delete the macros, and insert it
again.

*  When a Microsoft Excel file (*.xIs) contains a mix of
differently sized multi-page sheets with both the portrait and
landscape orientations specified, the page orientations may
not be correctly recognized.

- When the "Color Data" setting in the [Page Insertion] tab
of the [Rack2-Viewer Settings] dialog box is set to "Keep
as Color", you should set uniform printing directions and
paper size, or divide the file to ensure that all printing
directions are the same, then insert the file again.

A EEEEEEEEEEEEEEEEEEEEEDEN
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7.4 Flipping the Pages One by One

Operation in 2-Page Spread Mode
Operation in Page Width Mode

Operatio@

1 « Move the mouse pointer to the left or right edge of the
Rack2-Viewer window.
If the display of the pages are rotated 90 degrees, move the
mouse pointer to the upper or lower edge of the Rack2-
Viewer window.

2. Ciick when the pointer turns to 7j.

s + To flip the pages, the following operations can be used:
Hint
g - Pressing €0 or 3
- Pressing the "left arrow" or "right arrow" keys ("up arrow"
or "down arrow" when the page display is rotated 90
degrees)

- Rotating wheel mouse (Roll down to flip to next page, roll
up to flip to previous page).
* Inputting a page number in the page range input field,
jumps to the specified page.
* The speed at which pages will be flipped can be set. For
details, refer to "7.53 Configuring Viewer Settings" (Page
291).
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7.5 Flipping Continuously

Operation in 2-Page Spread Mode

Operatio@

1 « Click €) to flip pages from left to right continuously.
Or right-click on the page, and then select [Display Mode] -
[Cycle Pages] - [Reverse].

Click © to flip pages from right to left continuously.
Or right-click on the page, and then select [Display Mode] -
[Cycle Pages] - [Forward].

Continuously".
After the last page has been flipped, this function will bring
you back to the first page and start again from the
beginning.

* The speed and interval at which pages will be flipped can
be set. For details, refer to "7.53 Configuring Viewer
Settings" (Page 291).

HintQ « Click €} or click on the page if you want to stop "Flip
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7.6 Turning a Page Upside-down

Operation in 2-Page Spread Mode

This section describes how to turn a page upside-down.

Operatio@

1 « Right-click on the page and select [Manipulations] - [Turn
Page Upside-Down)].

\ | 4
Hint
" If youclick sgawe tosave the changes, or save this change
when you close the Rack2-Viewer window, pages will be

displayed upside-down from the next startup.
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7.7 Rotating a Page 90 Degrees

Operation in 2-Page Spread Mode

This section describes how to rotate a page 90 degrees to the right or left.

Operatic@

1 « Right-click on the page and select [Manipulations] - [Right
Rotated] or [Left Rotated].

Paste (from Clipboard
Display Mode 3
Insert 3

Multi-Sheet Selection

Add »
Copy b
Cut/Move 3
Delete »
Search For...
¥ Highlight Search Results
Manipulations 4 i -
Print/Mail/Export " [zt
Export to b | eft Rotated
Deskew PageCeTents
BRI b Exchange Opposite Pages
Viewer Settings... Blank Page Contents

Close Binder/Viewer Divid Settings.
Edit Page's Contents Entry...
Edit Key Text Block

OCR -> Key Text Block

ce File

Hint ¢ . -
" If youclick gaw to save the changes, or save this

change when you close the Rack2-Viewer window, pages
will be rotated 90 degrees and displayed from the next
startup.
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7.8 Exchanging Opposite Pages

Operation in 2-Page Spread Mode

This section describes how to exchange opposite pages.

Operatio@

1 « Right-click on the page and select [Manipulations] -
[Exchange Opposite Pages].

Save
Rack2-Viewer window. The new setting will be used to display
pages from the next startup.

\ | 4
Hi”tg To save the changes, click = or save when closing the
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7.9 Deskewing Page Contents

Operation in 2-Page Spread Mode

This section describes how to deskew the contents of a page.
This function is only available when the selected page is image data.

Wait If the page contents are repeatedly deskewed, the size and
alt
QW? color of the image may change.

Operati(@

1 « Right-click on the page and select [Manipulations] - [Deskew
Page Contents].
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7.10 Changing Page Window Mode

This section describes how to change the page window mode and rotate a
page.

B Changing the page window mode

There are two window modes; "2-page spread mode" and "page width mode
2-page spread mode

Two pages are displayed at once.

00000
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Page width mode
One page is displayed at a time.

spinosiesn

Sampl - Roc-Vewer

1.2 The Relationship between
"Libraries", "Cabinets", and

"Binders"

Rack2-Filer uses the terms “Library", "Cabinet", and "Binder" for the manage-

ment of data, so as to facilitate intuitive and easy file management on the com-

puter.
The data storage areas of the "Libraries", "Cabinets" and "Binders" are called

“LibRoot" (Library Root).
+ Up to 6 "Libraries" can be created in a "LibRoot".
+ Up to 20 "Cabinets" can be created in a "Library".
+ Up to 21 "Binders" can be created in a "Cabinet".

Up to 2520 (6 x 20 x 21) binders can be managed in a "LibRoot". You can fur-

ther increase the number of binders which can be managed by switching to

Anathar MDA
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Operatio@

1 . Click = to display in page width mode.

Width
Or double-click on the page when the mouse pointer has

changed to %
Alternatively, right-click on the page and select [Display
Mode] - [Page Width] to display in page width mode.

Click =,
Or double-click on the page when the mouse pointer has

turned to 7.

to display in 2-page spread mode.

Alternatively, right-click on the page and select [2-Page
Spread Mode] to display in 2-page spread mode.

W In page width mode, the Rack2-Viewer window displays

Hint only the upper or lower part of the page.
For details of how to display the rest of the page, refer to

"7.11 Changing Page Display Region" (Page 181).
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Wait * The contents page is not displayed in page width
alt!
Q_{ll? mode.

* In page width mode, only the following functions are

available:

- Right Rotated Mode/Left Rotated Mode

- Page Top/Page Bottom

- Previous Page Top/Next Page Top

- Edit Key Text Blocks/OCR -> Key Text Blocks/
Delete Key Text Blocks

- Save Binder

E B EEEEEEEEEEEEEEEEEEENEDN
B Rotating a page display

Operation in 2-Page Spread Mode
Operation in Page Width Mode

Rotate a page display.
Pages with landscape format content may be easier to read if the pages are
rotated.

Operati(@

1 = To rotate a page display 90 degrees to the right, click §

Or right-click on the page and select [Display Mode] - [Right
Rotated].

To rotate a page display 90 degrees to the left, click "

Or right-click on the page and select [Display Mode] - [Left
Rotated].
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A Y ! 4
Hint + The Hﬂ button appears after page display rotation.
To return display back to normal, click this button, or right-

click on the page and select [Return].

* Rotating the mouse wheel can also be used to flip between
pages (Roll down to flip to next page, roll up to flip to
previous page).

Wait * The contents page is displayed as a blank page after page
alt:
Q\“'/? display rotation.

* When a page display is rotated, it is possible to flip to the
next/previous page. However, it is not possible to flip to
another specified sheet in the binder, or a divider sheet by
clicking its tab.

+ Only the following functions are available while the page
display is rotated:

- Previous Page/Next Page
- Save Binder
- Zooming a selected area
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7.11 Changing Page Display Region

Operation in Page Width Mode

The page display region can be changed.

Operatio@

1 « Perform the operations below:

To display the top of the page, press the "up arrow" key on the

keyboard or click

To display the bottom of the page, press the "down arrow" key

on the keyboard or click |+

To display the previous page, press the "left arrow" key on the

keyboard or click 4 .

To display the next page, press the "right arrow" key on the

keyboard or click F .

s Modifying the display region of the page vertically can also be

Himg realized by dragging the mouse on the page.
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7.12 Zooming a Selected Area

Operation in 2-Page Spread Mode

This section describes how to zoom a selected area of the page.

. Data with a low pixel count may not be zoomable.

Operation?

1 « Drag the mouse on the page to select the zoom area.

L Getting Started - Rack2-Viewer

1.2 The Relationship between
3 "Libraries", "Cabinets", and

A
=1 @ (=11 "
g Binders
Contents o
{ o
-—4, L Reck?-Flar ases tha lams "Library’, "Cabinal", ard "Bindar” {or tha manage-
s"";" mert of data, 5o a< 5 faclitale intudive and easy flo management on the com.

The dala storage arcas of the *Librarcs’, *Cabincis” and "Binders” are called
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2 « Release the mouse when the zoom area is specified.
= The area selected by dragging the mouse is zoomed.

[ Getting Started - Rack2-Viewer e
=
8
[}
o W
o W
= - a
: B11.2 The Relationship between
S LTI = "non = "
2 Libraries", "Cabinets", and
npy: 1]
s Binders
Mo
Rack2-Filer uses the terms "Library”, "Cabinet”, and "Binder" for the manage-
ment of data, so as to facilitate intuitive and easy file management on the com- ||
puter.
The data storage areas of the "Libraries", "Cabinets” and "Binders" are called
"LibRoot" (Library Root).
+ Up to 6 "Libraries” can be created in a "LibRoot".
Lln ta 20 "Cahi tc" Anan ha crantad in o "l ihran"
=
Select | Copy | Move | Paste Delets | EdiSource 00000 @ Setings | @ Hep E3 Ciose 3/4

SN, * You can cancel zooming by performing one of the
Hint ) operations below:
- Right-click or double-click on the page.

- Flip to another page.
* When the page is zoomed, you can move the display area

across the page by dragging the mouse.
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7.13 Checking Unread Files Page

Operation in 2-Page Spread Mode

When files are newly added to a binder, they are listed on an Unread Files page
until they have been viewed. This page appears after the Contents page and
allows you to confirm that you have checked all incoming files.

EEEEEEEEEEEEEEEEEEEEEEEENm
Waiﬂ%ﬂl? + If you wish the Unread Files page to be displayed for a
given binder, you must select "Unread Files Page" -
) "Show" in the [General] tab of that binder's [Binder
Settings] dialog box in the Rack2-Filer window.

+ The state of the Unread Files list is updated when the
binder is closed, irrespective of whether or not the user
chooses to save any changes to the binder.

* In a multi-user shared binder environment, the state of the
Unread Files list is reset to that of the last user to close the
binder.

Operati(@

1 « Open the Unread Files Page.

2 « Click the file to display it.

= Jump to the specified file directly.
The file can no longer be treated as unread and disappears from the
unread files page.
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7.14 Adding a Sticky Note to a Page

This section describes how to add sticky notes to page of interest or those

frequently referenced.

Operatw

1 « Open a page on which to add a sticky note.

2 « Click g,
Or right-click on the page and select [Add] - [Sticky Note].

= The mouse pointer changes to EH while the sticky note can be added.

3 « Click the location where you want to add a sticky note.
= A sticky note is added and text can be input in the sticky note.

L Getting Started - Rack2-Viewer

1.2 The Relationship between i
"Libraries'", "Cabinets”, and

bt ' El
= & wey s "
| g Binders
(]

| 185
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4. Type text to the sticky note.

L Getting Started - Rack2-Viewer

e,
Highlight
L
—
Gtamp
[

Divider

1.2 The Relationship between

"Libraries", "Cabinets", and
"Binders"”

5. Click on the page.
= The text in the sticky note is confirmed.

\Il

Hintg

Up to 100 characters can be input to a sticky note.

The text input in the sticky notes can be specified as a
search condition for binders.

Up to ten annotations in total can be added per page.
When a sticky note protrudes from a page, if you click the
part of the sticky note outside the page while displaying
other pages, it will move to the other page.

When the binder is edited and the "Page Turning" of the
binder is reversed, the protruding part of the sticky note will
be displayed in the center of the binder. If this occurs,
move the sticky note to the proper place.

You can change the position of a sticky note by dragging it.
Sticky notes can be resized by clicking on it and dragging a
corner ().

A sticky note can be edited or deleted. For more details,

click | & Heln and refer to the "Rack2-Viewer Help" pages.
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7.15 Adding a Highlight to a Page

Operation in 2-Page Spread Mode

This section describes how to add highlights to the significant parts of pages.

Wait * No highlights can be added across more than one page.
alt.
le? » No highlights can protrude from a page.

+ If the number of pixels is low, the annotation position may
be changed.

Operatw

1 « Open a page on which to add a highlight.

.
£
2 « Click Highight
Or right-click on the page and select [Add] - [Highlight].
= The mouse pointer changes to ﬁ while a highlight can be added.

3. Set the region to add a highlight by dragging the mouse.

DE&

Chapter 1 Irtroducticn to Reck2-Filer

The workfow of d salaying windows is lustrated belovi.

i] Vioiiska-cich the pragram o created |
*he dockiop or run tha progrom frem |

RackzFiar window
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4. Release the left button of the mouse when the region is
specified.
= A highlight is added.

Chapter | [rtroducticn to Reck2-Filzr

The warkflow of d salaying windows is lustrated belovr,

. Joudke=click the progrm icon created
che docktap or run tha progrm frem
Star mens.,

RacKZF har wWinoow

o + Up to ten annotations in total can be added per page.

Hint ) * You can change the position of a highlight by dragging it.
+ Highlight areas can be resized by clicking on it and

dragging a corner ().
* A highlight can be edited or deleted. For more details, click

@ P and refer to the "Rack2-Viewer Help" pages.
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7.16 Setting a Hyperlink to a Page

Operation in 2-Page Spread Mode

This section describes how to set a hyperlink to a web page or file for selected
places on a page.

Wait * No hyperlinks can be set across more than one page.
alt.
Q{l’? * No hyperlinks can be set to protrude from a page.

+ If the font size of the hyperlink is made bigger, depending
on the frame size set, text may not be displayed.

+ If the number of pixels is low, the annotation position may
be changed.

Operati(@

1 « Open a page to which to set the hyperlink.

2. Right-click on the page and select [Add]- [Hyperlink].

= The mouse pointer changes to +[] while a hyperlink can be added.

3. Set the region in which to add a hyperlink by dragging the
mouse.
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Chapter 1 Irtroduction to Reck2-Filer

The warkiiow of d salaying windows is Tlustrated belovs,

4. Release the mouse when the region of the hyperlink has
been decided.
= The [Configure Hyperlink] dialog box appears.

5. Enter the character string to be used for the link text, and
click the [Change Target] button.

=5

Configure Hyperlink

Link Text: |Web site Change Font.. l

Hwperlink. Tvpe: Unsettled

r~Lirked Target

(6] 4 Cancel Help

000000000000 000000O0COCGOO®OO
1 * For details about each item, click the [Help] button in

A Y ’

Hint ) the [Configure Hyperlink] dialog box, and refer to the
"Rack2-Viewer Help" pages.
» Font for the character string to be used for hyperlink
text can be set by clicking the [Change Font] button in

the [Configure Hyperlink] dialog box.
O 0 0000000000000 000OCGKOG®EOGOO OO

= The [Link Setting] dialog box appears.
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6. Enter the URL to be used for the hyperlink, or file link.
rl_inkSettl'ng &]

Tareet: Ihttp:,-",-"wwwa T Erowse !

#To specify a URL, please et with the “http#™ or “httpe/" prefix.
*To zpecify a file, pleaze set with the file's full path.

0] 4 I Cancel Help

7. Click the [OK] button.
= The [Configure Hyperlink] dialog box appears.

8. Click the [OK] button.
= The hyperlink is set.

( Web site >

The wakhow of d salaying windows is Tlusirated below,

Chapter 1 Irtroduction to Reck2-Filer

0000000000000 000 060O0OCGOGCOSGOG OO
I, « String input in "Text" can be specified as a search
Hint . . .
) condition for searching binders.
C + Up to ten annotations in total can be added per page.
* You can change the frame size of a hyperlink by dragging
its four corners (@) after right-clicking on the hyperlink to

display the frame.
* A hyperlink can be edited or deleted. For more details, click

@ Help  and refer to the "Rack2-Viewer Help" pages.
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7.17 Affixing a Stamp to a Page

Operation in 2-Page Spread Mode

This section describes how to affix a stamp to a page.

Wait + No stamps can be affixed across more than one page.
alt!
%\r‘ll? * No stamps can be affixed to protrude from a page.

+ This function cannot be used in read-only mode.
+ If the number of pixels is low, the annotation position may
be changed.

Operati(@

1 « Open the page on which to affix a stamp.

2 » Click l

Stamp

Or right-click on the page and select [Add] - [Stamp].

= The mouse pointer changes to % while the stamp can be affixed.
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3. Click the location where you want to affix a stamp.
= The [Select a Stamp] dialog box appears.

[ L Select a Stamp ﬁ
Stamps:
Frame l Text I
M| CONFIDENTIAL Add...
() DRAFT —
() ORIGINAL ke Edit. |
[ ] DOMNOTGOPY G |
[ RECENED Delete |
=
CONFIDENTIAL
K -l
’TI Cancel Help |

4. On the [Select a Stamp] dialog box, select a stamp and click
[OK].

= Stamp is affixed to the location clicked in Step 3.

CONFIDENTIAL

1.2 Data Management

P P e e ©000O0
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N, + Up to ten annotations in total can be added per page.
Hint * The position of a stamp can be changed by dragging it.
+ Stamps can be resized by clicking on it and dragging a

corner (8). A frame can be resized, but the enclosed text is
kept the same size. Also, a frame cannot be made smaller
than enclosed text.

+ A stamp can be edited or deleted. For more details, click

@ Help  and refer to the "Rack2-Viewer Help" pages.
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7.18 Editing the Contents List

Operation in 2-Page Spread Mode

At the front of each binder is a list of the binder contents, which may be added to and

edited as necessary.
The contents page is hidden/displayed via the binder settings. For details, refer

to "6.15 Changing Binder Settings" (Page 109).

Operatio@

1 » Go to the binder page for which contents information is to
be added or modified.

2 « Click o -
Or right-click on the page, and then select [Manipulations] -
[Edit Page’s Contents Entry].

= The [Contents Entry] dialog box appears.

3. Set the desired contents information.

Contents Entry

Entry Type:

o " Item

Entry Ti

[~ Hide the page number
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.y + If content information has already been set for this
Hint C e . . .
) page, the existing information will be shown in the
dialog box.

* The entered text appears in the "Entry Title" column in
contents pages.

+ The text is limited to maximum of 50 characters.

* This text can be specified as a search condition for
searching binders.

* For more details, click the [Help] button in the
[Contents Entry] dialog box, and refer to the "Rack2-
Viewer Help" pages.

00000000000 00000060O0COCGOSSOOO

4. Click the [OK] button.
= The contents page information is updated.

Contents
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s « "Chapter" and "ltem" numbers are added automatically.
Hint . . wT " H
) » Clicking a page "Title" on the contents page jumps you to
that page.

Contents
V’ Title Paee

I [ @ [Pans D ] 1
‘|. ast Page  /
* The order of contents can be changed on the contents
page. For more details, refer to "7.28 Rearranging the
Order of Sheets in Units of Contents" (Page 234).

« Contents entries can be edited or deleted. For more

details, click 4 Help and refer to the "Rack2-Viewer
Help" pages.
([ BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN )
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7.19 Creating Key Text Blocks by OCR

Operation in 2-Page Spread Mode

There are five ways to create key text blocks:

* Run OCR on a specified region of a page

* Run OCR on a specified sheet

* Run OCR when inserting files

+ Automatically extract via the ScanSnap S1100/S1300/S1500 marked

keyword function

* Run OCR on all pages of a binder
After running OCR, searching for a page with a search string becomes
available.
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Wait!
3

+ It may take extra time to create key text blocks depending
on your computer system environment.

* The following types of documents (characters) may not be
recognized correctly. Better results in text recognition may
be achieved by changing the "Color Data" setting to "Keep
as Color" and/or increasing the resolution for scanning.

- Documents including handwritten characters

- Documents with small characters scanned at a low
resolution

- Skewed documents

- Documents written in languages other than the specified
language

- Documents including texts written in Italic characters

- Documents containing characters with superscripts/
subscripts and complicated mathematical expressions

- Documents with characters on an unevenly colored
background
e.g. Shaded characters

- Documents with many decorated characters
e.g. Decorated characters (embossed/outlined)

- Documents with characters on a patterned background
e.g. Characters overlapping illustrations and diagrams

- Documents with many characters contacting underlines
or borders

* It may take extra time to perform text recognition on
documents with complex layouts or smudged documents.
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Wait *  When creating key text blocks from source files or via the
alt.
%zv? ScanSnap, the key text block extraction speed and text

recognition rates achieved will be different for the extract-

during-import (*1) and extract-after-import cases.

*1: When "Automatically create key text blocks for inserted
pages (by OCR/extraction)" in the [Page Insertion] tab
of the [Rack2-Viewer Settings] dialog box is selected

[When importing the data from the ScanSnap]

- When "Convert to Searchable PDF" (or "Searchable
PDF(OCRs during scan)") in the [File option] tab is
selected in the ScanSnap Manager setup dialog box,
and creating key text blocks during import, a text
selection/search can be performed for PDF files created
from data imported to Rack2-Filer and saved with a
different name or attached to an e-mail.

- When "Convert to Searchable PDF" (or "Searchable
PDF(OCRs during scan)") in the [File option] tab is not
selected in the ScanSnap Manager setup dialog box,
and creating key text blocks during import, Rack2-Filer
creates key text blocks. Therefore, ScanSnap settings
are not required when using with Rack2-Filer.

- When creating key text block after import, the range of
the key text block can be specified as needed. The
recognition rates are enhanced by excluding needless
information.

[When importing a source file]

- When the source file contains textual information such
as Microsoft Word and Microsoft Excel, and creating key
text blocks during import, the recognition speed and
rates are enhanced.

- When creating key text blocks after scanning, the range
of the key text block can be specified as desired,
excluding any needless information.
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Y * The created key text blocks can be edited or deleted.

Hint Edit the key text block using the [Key Text Block] dialog
box.
For information on how to open the [Key Text Block] dialog
box, refer to "Setting a search string" (Page 209).

* The string order in the created key text block may differ

from the string order displayed on the actual page.
Edit the created key text block to match the order.
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B Run OCR on a specified region of a page

Operation in 2-Page Spread Mode
Operation in Page Width Mode

Specify a region within a page and run OCR.
Operatiw

1 « Open the page on which OCR is to be run.

2 « Right-click on the page and select [Manipulations] - [OCR ->
Key Text Block].

. +
= The mouse pointer changesto I 7.

3. Use the mouse to specify the region on the page on which to
run OCR.

= The key text blocks in the specified region are created.

Wait When specifying the region on which to run OCR, do not start
alt.
%ﬂl? from any highlighted text.
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B Run OCR on a specified sheet

Operation in 2-Page Spread Mode

Specify multiple sheets and run OCR.

W, The information for pages for which key text blocks have
H'mg already been created, is updated (overwritten).

Operatio@

1 « Select the sheets for which key text blocks are to be created
using the multi-sheet selection procedure.

Y * Even you want to move only one sheet, select the sheet
Hint with the multi-sheet selection procedure.
* For details about selecting multiple sheets, refer to "7.33

Specifying Multiple Sheets" (Page 253).

2. Right-click on a page and select [Run OCR on Pages x-xx].
x represents the first page specified.
xx represents the last page specified.
= A message appears.
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3. Click the [OK] button.

Rack2-Viewer l‘&J

OK to run OCR on the selected sheet(s)?
l . If there is a page on which OCR is run, the page will be updated
(overwritten).

= Key text blocks are created for the character strings of the selected
sheets.

B Run OCR when inserting files

Operation in 2-Page Spread Mode

Key text blocks can be automatically created when scanning or inserting files.

Operatio@

1. click @ oetins
Or right-click the mouse and select [Viewer Settings].
= The [Rack2-Viewer Settings] dialog box appears.
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2 « On the [Page Insertion] tab, select the "Automatically create
key text blocks for inserted pages (by OCR/extraction)"
checkbox.

Rack2-Viewer Settings L&J

General | Page Tuming Page Insettion | Scanner Insertion | WorkArea | About HackZ—\u“lewer]

~ Conversion of unsupported file formats... —

Color Data: {+ Keep as Color " Conver to BAW

Page Resolution: 200dpi -
[v Retain source files by ...

{* Copying orginal files " Linking to original files

[~ Place oversized data on facing pages

¥ Automatically insert divider sheet when inserting files

[~ Automatically insert divider sheet when inserting data from & scanner

[~ Open last page after scanning

[~ Create PDF source files for data from scanner & supported file formats

4 v Automatically create key text blocks for inserted pages {by OCR/extraction)

Ird

0 Setting
is only possible for Chinese, Korean, and Japanese versions)

¥ Automatically rotate landscape pages to portrait ext orientation is ignored)

v ‘When inserting pages from password protected and printing-restricted
PDF files, attach source files instead of showing actual contents

QK | Cancel Help

3. Click the [OK] button.
= After setting this, key text blocks will be automatically created when the
following operations are performed:
- Scan
- Insert a file
- Scan to the WorkArea
- Insert a file to the WorkArea
- Insert a file using "Rack2 Folder Monitor Software"
- Insert data from other applications

The text recognition rates achieved will be different for the

Wait! . . .
create-during-import and create-after-import cases.
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B Run OCR via the ScanSnap $1100/S1300/
S1500 marked keyword function

With ScanSnap S1100/S1300/S1500, text marked with a highlight pen can be
set as a keyword (marked keyword function). Using this function, Rack2-Filer
can automatically create key text blocks from imported data.

Wait * To use the ScanSnap S1100/S1300/S1500 marked
alt.
%\r‘l{? keyword function, ScanSnap software (ScanSnap

Manager) which supports the marked keyword function is
required.

+ |If a password is set to a PDF file scanned with ScanSnap,
keyword information may not be saved. To save keyword
information, clear the "When inserting pages from
password protected and printing-restricted PDF files,
attach source files instead of showing actual contents"
checkbox in the [Page Insertion] tab of the [Rack2-Viewer
Settings] dialog box.

Y » For more details about the marked keyword function, refer
Hing to the ScanSnap Operator’s Guide provided with the
ScanSnap S1100/S1300/S1500.

 If using the marked keyword function, according to whether
or not the "Automatically create key text blocks for inserted
pages (by OCR/extraction)" checkbox is selected, places
marked with a highlight pen are extracted.
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Operatic@

1 « Mark keywords to be extracted with a highlight pen, and
scan the document.

= The places marked with the highlight pen are searched as a keyword

and automatically extracted.

Wait The keywords are extracted with the marked keyword function
while importing the document from ScanSnap.

%&l}? When creating a key text block by specifying the range of a
page after importing data from the ScanSnap, the key text
block is displayed after the keyword is extracted with the
marked keyword function.

When creating a key text block for a specified sheet or all
pages in a binder, the key text block is displayed with keywords
extracted using the marked keyword function cleared.

B Run OCR on all pages of a binder

This section describes how to run OCR on all pages in a selected binder.
For details, refer to "6.22 Running OCR on a Binder to Create Key Text Blocks"
(Page 129).
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7.20 Searching for a Page

This section describes how to search for a page by specifying a string contained
in the page.

Types of strings that can be searched for are as follows:

+ Contents

» Divider sheet

» Sticky note

+ Stamp

* Hyperlink text

» Key text blocks created by OCR or typed manually to a binder

» Strings in comments that are set for the photos or documents

To search for a page, the types of strings to search for, which are listed above,
should first be set for each page. Only pages with a search string set in advance
can be searched for.

To set key text blocks, create key text blocks by OCR, or type in the [Key Text
Block] dialog box.

By specifying the search condition (string), pages including the string will be
searched. When pages are displayed after a search, the target string can be
highlighted. This function makes it easy to find a target string in the Rack2-
Viewer window. For more details on search result highlights, refer to
"Highlighting search results" (Page 212).

208 | Rack2-Filer User's Guide



B Setting a search string

Operation in 2-Page Spread Mode
Operation in Page Width Mode

There are two ways to set a string to be searched for:
+ Create key text blocks by OCR
* Type text in the [Key Text Block] dialog box

For details about extracting text, refer to "7.19 Creating Key Text Blocks by
OCR" (Page 198) and "6.22 Running OCR on a Binder to Create Key Text
Blocks" (Page 129).

This section explains how to type strings to the [Key Text Block] dialog box.

Operatio@

1 « Open the page on which the string will be typed.

2. Right-click on the page and select [Manipulations] - [Edit
Key Text Block].
= The [Key Text Block] dialog box appears.
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3. Type the string and click the [OK] button.

Key Text Block [&J

Rack2-Filer

= The string to search for is set.

4. Repeat Steps 1 to 3 on other pages if necessary.
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B Searching for a page

Operation in 2-Page Spread Mode

Operatio@

1. ciek . .

Or right-click on the page and select [Search For].
= The [Search] dialog box appears.

2 « Type the string

to be used as the search condition.

Search |M
String to Find |Rack-Filer
[v Highlight zearch results
Find Previous | Eind Mext | Cancel | Help |

Select "Highlight

\'l

Hintg

search results" to highlight a searched string.

You can specify multiple binders to be searched. Enter

a blank space after each keyword.

If multiple keywords are specified, pages containing all

input keywords are searched.

If a blank space is included in a keyword, mark the

keyword with double quotations (").

If a keyword includes double quotations, mark the

keyword with double quotations (") and enter a

backslash before the double quotation.

For example, for keywords ["AAA"] and [BBB]
"\"AAA\"" BBB
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3. Click the [Find Next] button.
= Pages with a string specified as the search condition are displayed.

When "Highlight search results" is selected, the searched string is
highlighted.
By clicking the [Find Next] button again, the next page satisfying the
search condition are displayed.
By clicking the [Find Previous] button, the previous page satisfying the
search condition is displayed.

LY » Pages can be searched for using the Rack2-Filer
Hint window. For details, refer to "6.28 Searching for a
Page" (Page 145).

*  When "Highlight search results" is selected and the
searched string is not highlighted, specify sheet(s)
and run OCR.

For details about the procedure for running OCR, refer
to "7.19 Creating Key Text Blocks by OCR" (Page 198).

B Highlighting search results

Operation in 2-Page Spread Mode

A searched string can be highlighted. This function makes it easy to find a target
string in the Rack2-Viewer window.
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1.2 The Relationship between
"'Libraries", "Cahinets", and
"Binders"

214 | sslect Copy | Move Pt Dase | Eatsauca | ) € O © © @ settings @ Hep E3 Cioss

When multiple search strings are specified, the results are highlighted in
different colors.
To highlight search results, the following preparations are required.
1. Running OCR on sheet(s)
To highlight the search results, key text blocks must be created using
one of the following methods:
* Running OCR on a specified sheet
* Running OCR when inserting files
* Running OCR on all pages of a binder

Y Search results may not be highlighted on sheets imported
Hint by Rack2-Filer that is not the latest version. To highlight
) search results, run OCR on the sheets again.
For details about the procedure for running OCR, refer to
"7.19 Creating Key Text Blocks by OCR" (Page 198) and
"6.22 Running OCR on a Binder to Create Key Text
Blocks" (Page 129).
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2. Settings for search result highlight
When "Highlight search results" in the [Search] dialog box is selected,
search results are highlighted. When "Highlight search results" is
cleared, search results are not highlighted.

Search @Iﬂ:—hJ
Strine ta Find |Rack2-Filer
v Highlight search results >
Find Previous ] Find Mext | Cancel I Help I

Choosing whether to highlight search results or not can also be set by
right-clicking on the page and selecting [Highlight Search Results].

earch For

v Highlight Search Results >
»

Manipulations

Print/Mail/Export 4

Wait » Highlights for search strings are available only for normal

alt!
binders.

Q&%

* When a search string is added or edited on the [Key Text
Block] dialog box after running OCR, the added or edited
strings are not highlighted.

+ Strings extracted with the following methods are not
highlighted:

- Running OCR on a specified region of a page
- Running OCR via the ScanSnap S1100/S1300/S1500
marked keyword function

» Strings that are set to annotations (sticky notes, stamps,
and hyperlinks) are not highlighted.
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7.21 Printing a Page

Operation in 2-Page Spread Mode

This section describes how to print a page (page, contents page).

4 The following information cannot be printed.
Wait! .
%zl/? * Divider sheet

* Unread files page
+ Password-protected/print-restricted page
+ Highlights for search strings

B Printing a page

Operati(@

1. ciick L
Or right-click on the page and select [Print/Mail/Export] -
[Print].

= The [Print] dialog box appears.
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2. Specify the printer and printing range and click the [OK]

button.
Y » To print annotations (when text is set for hyperlinks), click the
rint [Options] button in the [Print] dialog box, and check "Include
annotations on page (Stickies, Highlighting, Hyperlinks,

Stamps)" in the [Print Options] dialog box.

At this time, characters in the annotations at the four edges of
the page (protruding sticky notes, etc.) may be cut off during
printing or not be printed at all.

To print including the annotations, it is recommended to check
"Fit to printable range of the printer" in the [Print Options]
dialog box.

* To printin a reduced size to fit the paper being used, click the
[Options] button in the [Print] dialog box, and check "Fit to
printable range of the printer" in the [Print Options] dialog box.

* To print in the original paper size, click the [Options] button in
the [Print] dialog box and uncheck "Fit to printable range of the
printer" in the [Print Options] dialog box.

» To skip printing blank pages, on the [Print] dialog box, click the
[Options] button, then on the [Print Options] dialog box, select
the "Do not print blank pages" checkbox. Even if the checkbox
is selected, printed pages may include blank pages that
Rack2-Filer cannot recognize as blank pages (for example,
blank pages scanned with a scanner).

» The printed size may be different from the pages shown in the
Rack2-Viewer window due to the image resolution of the page.

 If printing multiple pages from a binder that include pages from
a password-protected or print-restricted PDF, only standard
pages will be printed. The source PDF file will also not be
printed.
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B Printing in 2-page spread mode

When printing in 2-page spread mode, both pages are printed together as one
(left and right).

Watt In the following cases, printing in 2-page spread mode is not
alt.
QW? possible.

« for a contents page
+ when the left and right pages are of a different size

1 « Open the pages you want to print in 2-page spread mode.
Right-click on the page and select [Print/Mail/Export] - [Print
Current Spread].

= The [Print] dialog box appears.

2. Specify the printer and click the [OK] button.

B Printing a contents page

Print a contents page.

Operatic@

1 « Right-click the mouse on a contents page and select [Print
Contents Page].
= The [Print Contents Page] dialog box appears.
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2. Select the print range and click the [OK] button.

Print Contents Page l-i-J

Select the contents page print range.

" All pages

[~ Fit to printable ranes of the printer

(014 | Cancel

= The [Print] dialog box appears.

3. Specify the printer to be used and click the [OK] button.
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7.22 Overwriting a Binder

Operation in 2-Page Spread Mode
Operation in Page Width Mode

This section describes how to overwrite the changes to a binder.

Operatio@

1 « Click E‘E . Or, right-click on a page, and select [Print/Mail/
Export] - [Save Binder].
= The binder changes are overwritten.
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7.23 Saving All Pages in a Binder as a
New File

Operation in 2-Page Spread Mode

This section describes how to save all pages in a binder as a new file.
The saved files can be displayed using Adobe Acrobat, Adobe Reader, or

Rack2-Viewer window.

A B EEEEEEEEEEEEENEEEEEEEENERN
Wait A binder with only divider sheets cannot be saved as a new file.
alt.
%zll?

L, + Data saved as a new file can be converted to a binder file
Hing by importing the data to Rack2-Filer and managed using
Rack2-Filer. For details, refer to "6.25 Importing a Binder"
(Page 134).

* When all the pages in a card binder are saved in the "Data
File (*.pdf + *.ini)" format on the Rack2-Viewer window, the
pages are saved as a normal binder. To import the pages
as a card binder, select the "Rack2 Binder (*.rk2)" format
and save the card binder. A card binder that was saved in
the "Rack2 Binder (*.rk2)" format can be imported as a
card binder.

Operatic@
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1 » Click

Export °

Or right-click on the page and select [Print/Mail/Export] -
[Export Binder].

= The [Save as] dialog box appears.

2 « Specify the folder and file name, and then click the [Save]

button.
[ L Save as [&J
[
@uvlﬂ_ |>| » Documents » - | 45 || Search el |
-;‘?.-T
File name: User's Guide i

Save as type: |Data File (*.pdf + *.ini + Source File)

& |

* Browse Folders

| Save ] l Cancel J
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I » The application used to display the files saved as a new file
Hint .
depends on the selected file type.
- Data File (*.pdf + *.ini)

The file can be displayed using Adobe Acrobat or Adobe
Reader.
- Rack2 Binder (*.rk2)
The file can be displayed using Rack2-Viewer window.
* The following information can be exported when "Data File
(*.pdf + *.ini)" is selected for "Save as type":
- Contents pages
- Divider sheets
- Annotations
- Key text blocks
- Unread files page
The above items cannot be displayed using Adobe
Acrobat, or Adobe Reader. However, they can be
displayed if you associate PDF files with the Rack2-
Viewer window by selecting "Rack2-Viewer" under the
[General] tab in the [Rack2-Viewer Settings] dialog box.
When the Rack2-Viewer window is associated with
PDF files, you can start the Rack2-Viewer window for
viewing simply by double-clicking the PDF files.
For more details, refer to "7.53 Configuring Viewer

Settings" (Page 291), or click @ Hele and refer to the
"Rack2-Viewer Help" pages.
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7.24 Saving Sheets as a New File

Operation in 2-Page Spread Mode

This section describes how to save the selected sheet(s) as a new file.
These files can be displayed using Adobe Acrobat, Adobe Reader, or Rack2-

Viewer window.

+ Data saved as a new file can be converted to a binder file

\'l

Hint by importing the data to Rack2-Filer and managed using
Rack2-Filer. For details, refer to "6.25 Importing a Binder"
(Page 134).

* When the sheets in a card binder are saved in the "Data
File (*.pdf + *.ini)" format on the Rack2-Viewer window, the
pages are saved as a normal binder. To import the sheets
as a card binder, select the "Rack2 Binder (*.rk2)" format
and save the card binder. A card binder that was saved in
the "Rack2 Binder (*.rk2)" format can be imported as a
card binder.

B Saving a single sheet as a new file

Operatio@

1 « Select the sheet to be saved as a new file.

2. Right-click on the page and select [Print/Mail/Export] -
[Export Sheet].
= The [Save as] dialog box appears.
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3. Specify the save location folder and file name, and then

click the [Save] button.

LL Save as

@\JVM'— | >| » Documents » >. | 43 || searen

File name: User's Guide

Save as type: |Data File (*.pdf + *.ini + Source File)

* Browse Folders [ 5
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N, * The application used to display the files saved as a new file
Hmtg depends on the selected file type.
- Data File (*.pdf + *.ini)
The file can be displayed using Adobe Acrobat or Adobe
Reader.
- Rack2 Binder (*.rk2)
The file can be displayed using Rack2-Viewer window.
+ The following information can be exported when "Data File
(*.pdf + *.ini)" is selected for "Save as type":
- Contents pages
- Divider sheets
- Annotations
- Key text blocks
- Unread files page
The above items cannot be displayed using Adobe
Acrobat, or Adobe Reader. However, they can be
displayed if you associate PDF files with the Rack2-
Viewer window by selecting "Rack2-Viewer" under the
[General] tab in the [Rack2-Viewer Settings] dialog box.
When the Rack2-Viewer window is associated with
PDF files, you can start the Rack2-Viewer window for
viewing simply by double-clicking the PDF files.
For more details, refer to "7.53 Configuring Viewer

Settings" (Page 291), or click & Help and refer to the

"Rack2-Viewer Help" pages.

+ If all specified sheets contain source files, a message will
be displayed to confirm whether to "Export image data and
source file" or "Export only image data".

* If only some of the specified sheets contain source files,
only the image data will be exported (the source file will not
be exported).
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B Saving multiple sheets as a new file

Operatio@

1 « Select the sheets to be saved as a new file.
Refer to "7.33 Specifying Multiple Sheets" (Page 253) for help.

2 « Right-click on the page and select [Export Pages x-xx].
x represents the first page specified.
xX represents the last page specified.
= The [Save as] dialog box appears.

3. Specify the save location folder and file name, and then
click the [Save] button.

[ LL Sawe as &J

@\,/VH_ | >| » Documents » o | *+s | | Search 2 |

File name: User's Guide &

Save as type: | Data File (*.pdf + *.ini + Source File) > |

¥ Browse Folders
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Hintg

The application used to display the files saved as a new file
depends on the selected file type.
- Data File (*.pdf + *.ini)
The file can be displayed using Adobe Acrobat or Adobe
Reader.
- Rack2 Binder (*.rk2)
The file can be displayed using Rack2-Viewer window.
The following information can also be exported when "Data
File (*.pdf + *.ini)" is selected for "Save as type":
- Contents pages
Divider sheets
Annotations
Key text blocks
- Unread files page
The above items cannot be displayed using Adobe
Acrobat, or Adobe Reader. However, they can be
displayed if you associate PDF files with the Rack2-
Viewer window by selecting "Rack2-Viewer" under the
[General] tab in the [Rack2-Viewer Settings] dialog box.
When the Rack2-Viewer window is associated with
PDF files, you can start the Rack2-Viewer window for
viewing simply by double-clicking the PDF files.
For more details, refer to "7.53 Configuring Viewer

Settings" (Page 291), or click @ Hep and refer to the

"Rack2-Viewer Help" pages.
If all specified sheets contain source files, a message will
be displayed to confirm whether to "Export image data and
source file" or "Export only image data".
If only some of the specified sheets contain source files,
only the image data will be exported (the source file will not
be exported).
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7.25 Adding Divider Sheets

Operation in 2-Page Spread Mode

This section describes how to add divider sheets to separate the sheets in a
binder. A divider sheet is added between two sheets shown in 2-page spread

mode.

Wait If there are two or more sheets with source files in a row, a
alt:
%E.V? divider sheet cannot be added between these sheets.

For example, if page 10 and 11 are made up of source files, a
divider sheet cannot be added between them.

Operati(@

1 « Open the sheets between which to insert a divider sheet.

2 « Click .. .
Or right-click on the page and select [Insert] - [Divider
Sheet].
= The [Divider Sheet] dialog box appears.

3. Check and make any changes to the settings.
The following settings of the divider sheets can be changed:
» Tab text
* Divider color
» Tab size
» Tab position
For details of the option settings, click the [Help] button in the dialog box
and refer to the "Rack2-Viewer Help" pages.
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4. Click the [OK] button.
= A divider sheet is added.

L Getfing Started - Rack?-Viewer [ Er e |

Contents

Title

Select | Copy | Move Faste Daleln| Edisouce ) € O © O @ Seftings @ Help E3 Close 1/4

°
\Il

Hintg

On the divider sheet, the sheets divided by the divider
sheets can be displayed using thumbnails (zoomed-out
images).

For details, refer to the "7.26 Displaying Thumbnails"
(Page 230).

The text entered on a divider sheet can be specified as a
search target when searching a binder.

Divider sheets can be inserted whether or not the binder
contains any sheets.

As many divider sheets as required can be inserted.
Divider sheets can be edited or deleted. For more details,

click @ wHelp and refer to the "Rack2-Viewer Help" pages.

Divider sheets can be automatically inserted after inserting
files or inserting data from a scanner. For more details,

click @ Help and refer to the "Rack2-Viewer Help" pages.
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7.26 Displaying Thumbnails

Operation in 2-Page Spread Mode

If divider sheets have been added, sheets divided by the divider sheets can be
displayed using thumbnails (zoomed-out images).

Operati@

1 « Right-click on a divider sheet and select [Thumbnails].
= The thumbnails appear in the divider sheet.

L. Getting Started - Rack2-Viewer

fe fmim e Lo f i jie

Wait *  Thumbnail view is a temporary display function.

alt.

QE‘U? Therefore, the thumbnails will disappear after other pages
are displayed or the Rack2-Viewer window is closed.

» The processing speed may be slow if many pages are
included.
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Y You can change the sort order of the sheets by altering the
Hint display order of the thumbnails. For details, refer to "7.27
Rearranging the Order of Sheets" (Page 232).

Rack2-Filer User's Guide | 231



Chapter 7 Rack2-Viewer Window Operations

7.27 Rearranging the Order of Sheets

Operation in 2-Page Spread Mode

This section describes how to rearrange the order of sheets.

o, The order of sheets can be changed in the following units.
Hint
P + Sheet (2 pages)
+ Contents (Chapter, Item)

In this section, procedures for changing the order of a sheet (2
pages) are described. For details about how to change the
order of the contents, refer to "7.28 Rearranging the Order of
Sheets in Units of Contents" (Page 234).

When the thumbnails (zoomed-out images) are displayed in the divider sheets,
you can change the sheet order by changing the order of the thumbnails.

Wait » The order of sheets with source files cannot be changed.
alt!
%\r‘l{? * The change of order takes place by sheet (two pages)

(You cannot change the order of front pages or back pages
separately).
E BB EEEEEEEEEEEEEEEEEEEEEHRN

Operatic@

1 « Open thumbnails on a divider sheet.
For details, refer to "7.26 Displaying Thumbnails" (Page 230).

2 « Select the thumbnails of the sheets whose order you want to
change.
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3. Drag and drop the thumbnails to the destination sheet.

L Getting Started - Rack2-Viewer

= The display order of the thumbnails is changed, and so is the order of
the sheets.

0000000000000 060000000 000
[}
Hint 7 e |
CQ) To save the changes, click %8  or save when closing the
Rack2-Viewer window. The new setting will be used to display

pages from the next startup.
0 0000000000600 000OCOCOCOGEOSSOS OO
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7.28 Rearranging the Order of Sheets
in Units of Contents

This section describes how to rearrange the display order of sheets in units of

contents.

I « If the contents order is changed, the order of the actual

Hint document is also changed.
» For details on creating a contents page, refer to "7.18
Editing the Contents List" (Page 195).

* When the contents display order is changed, if the pages to
moved are an odd number, a blank page is added.

Operati(@

1 « Open the contents page.

2. Drag and drop the items whose order you wish to change.
= | B |l

Contents

Title

[ 1 [Sales Report 2008

?  |Salez Report 2007
3 |Salesz Report 2008
4 Last Page
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Wait + Contents cannot be moved in between pages with source

alt.
file.

Qzll?

+ Pages cannot be turned when a contents page is being
dragged.

+ To move contents to another contents page, use the
following procedure.

1. On the contents page, right-click on the contents item
to be moved, and select [Cut Contents].

2. Right-click on the desired place on the contents page,
and select [Paste Contents].

I, + If a chapter contents are moved, all contents and sheets of
Hint
) that chapter are moved.
O S—
Contents IS

|Chap.| Ttem | Title Page
1 Freface 2

3 Sales Report 2006-2008 [i]
1 [Sales Report 2006 12
2 |Sales Report 2007 2
3 |Sales Report 2008 24

+ To undo the contents change, perform one of the following
operations.
- press the keyboard ESC key
- right-click the mouse, and select [Cancel]
- display a page except for the contents page

= A confirmation message appears.
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3. Click the [OK] button.

Cut Contents &J

':9] Do you want to move the sheets?

Cancel ‘

= The contents display order and actual sheet order are changed.
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7.29 Deleting Sheets

Operation in 2-Page Spread Mode

This section describes how to delete a sheet from the binder.

B Deleting a single sheet

Wait *  When a sheet with a source file is deleted, the following
alt:
Qﬂly cases may occur depending on the settings in the [Rack2-

Viewer Settings] dialog box when the sheet is imported.

- When a sheet is imported with the "Copying original
files" checkbox selected in "Retain source files by" under
the [Page Insertion] tab, the source file that is imported
at the same time is also deleted.

- When a sheet is imported with the "Linking to original
files" checkbox selected in "Retain source files by" under
the [Page Insertion] tab, the source file that is imported
at the same time is not deleted.

*  When only some of the sheets with source files are
selected, not only the selected sheets, but all the sheets
with the same source file will be deleted.

Operatic@

1 « Open the sheet to be deleted.
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2. Click D=kt in the Rack2-Viewer window.
Or right-click on the sheet and select [Delete] - [Sheet].
= A confirm deletion message appears.

3. Click the [OK] button.

Rack2-Viewer &J

l . Selected sheet(s) will be deleted. Do you want to continue?

= The sheet is deleted.

B Deleting multiple sheets

Operatio@

1 « Select the sheets to be deleted.
Refer to "7.33 Specifying Multiple Sheets" (Page 253) for help.

2 « Click bpeet= in the Rack2-Viewer window.
Or right-click on the sheet and select [Delete Pages x-xx].
x represents the first page specified.
xx represents the last page specified.
= A confirm deletion message appears.
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3. Click the [OK] button.
Rack2-Viewer w1

'h Selected sheet(s) will be deleted. Do you want to continue?

= The sheets are deleted.

( I BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN N )
I, It is possible to delete whole divider sections. Right-click on a

H@) page, and select [Delete] - [Divider Section].
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B Deleting sheets on one side all at once

Delete either front pages or back pages of the sheets in the specified range all

at once.
Front pages are odd numbered pages, and back pages are even-numbered

pages.
E BB EEEEEEEEEEEEEEEEEEEEEHRN

Wait When both sides of a sheet contain the same source file(s), the
a'%“{? sheet cannot be deleted.

Operati(@

1 «Specify the range of deletion for one side according to the
procedure for specifying multiple sheets.
For details on the procedure for specifying multiple sheets, refer to "7.33
Specifying Multiple Sheets" (Page 253).
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2 «Right-click on the sheet to be deleted, and select [Delete Front
Page x-xx] or [Delete Back Page x-xx].

Copy 4
Move 3

Delete Pages 1-4

C. Delete Front Page1-4 >
Delete Back Page 1-4

Run OCR On Pages1-4

Allocate 2 pagesinto1 1-4

Export Pages1-4...

Output to Office 3

Cancel

X represents the first page specified.
xx represents the last page specified.
= A confirm deletion message appears

Rack2-Viewer

i)

/ l & the selected sheet(s)?

Are you sure you wish to delete the front page (odd number pages) of

oK | Cancel ‘

When pages to be deleted include a page with the same source file on

both sides, the following message appears:

Rack2-Viewer

=5

I % deleted. Do you want to continue?

The page to be deleted contains some source files that cannot be

oK | Cancel

3 « Click the [OK] button.

= All the front pages or back pages in the specified range are deleted.
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7.30 Cutting Sheets

Operation in 2-Page Spread Mode

This section describes how to cut a sheet.

Wait Even if only some of the sheets with the same source file are
alt.
QW? selected, all sheets with that source file will be cut.

B Moving sheets into another binder

Operation@

1 « Select the sheets to be moved using the multi-sheet
selection procedure.

SN, « Even you want to move only one sheet, select the
Hint sheet with the multi-sheet selection procedure.
* For details about selecting multiple sheets, refer to

"7.33 Specifying Multiple Sheets" (Page 253).

2 « Drag the selected sheet and drop it onto a binder spine or a
binder page on the Rack2-Viewer window.

= The sheet is moved to the specified binder.
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B Moving a single sheet to the clipboard

Cut a sheet and move it to the clipboard.

Operatio@

1 « Open the sheet to be moved to the clipboard.

2. Click in the Rack2-Viewer window.
Or right-click on the sheet and select [Cut/Move] - [Sheet (to
Clipboard)].

= A confirm cut message appears.

3 » Click the [OK] button.

Rack2-Viewer &J

Selected object(s) will be moved to clipboard. Do you want to
continue?

= The sheet is cut and moved to the clipboard.
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SN, + |If there is already a sheet on the clipboard, a message will
Hint be displayed to confirm whether to overwrite the existing
sheet.
* The sheet moved to the clipboard can be pasted in front of
other pages.
For details, refer to "7.32 Pasting Sheets" (Page 252).
+ If the sheets with source files are included in the specified
sheets, a message will be displayed to confirm whether to
"Export Image Data and Source File" or "Export only Image
Data".
+ If the specified sheet contains a source file, all other sheets
with this source file will be moved to the clipboard.
» ltis possible to move whole divider sections to the
clipboard. Right-click on a page, and select [Cut/Move] -
[Divider Section (to Clipboard)].
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B Moving multiple sheets to the clipboard

Cut sheets and move them to the clipboard.

Operatio@

1 « Select the sheets to be moved to the clipboard.
Refer to "7.33 Specifying Multiple Sheets" (Page 253) for help.

2 « Click | Move  in the Rack2-Viewer window.
Or right-click on the sheet and select [Move] - [Cut/Move
Pages x-xx].
x represents the first page specified.
xx represents the last page specified.

= A confirm cut message appears.

3. Click the [OK] button.

Rack2-Viewer [&J

Selected object(s) will be moved to clipboard. Do you want to
l continue?

= The sheets are cut and moved to the clipboard.
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SN, + |If there is already a sheet on the clipboard, a message will
Hint be displayed to confirm whether to overwrite the existing
sheet.

* The sheet moved to the clipboard can be pasted in front of
other pages.

For details, refer to "7.32 Pasting Sheets" (Page 252).

+ If the sheets with source files are included in the specified
sheets, a message will be displayed to confirm whether to
"Export Image Data and Source File" or "Export only Image
Data".

+ If only some of the specified sheets contain source files, all
other sheets with this source file will be moved to the
clipboard.

+ Itis possible to move whole divider sections to the
clipboard. Right-click on a page, and select [Cut/Move] -
[Divider Section (to Clipboard)].
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B Moving to the WorkArea

Operatio@

1 « Open the Rack2-Viewer window containing the sheet to be
moved and the Rack2-WorkArea window.

2 « Select the sheet(s) with the multi-sheet selection procedure.

Y * Even you want to move only one sheet, select the
Hing sheet with the multi-sheet selection procedure.
* For details about selecting multiple sheets, refer to

"7.33 Specifying Multiple Sheets" (Page 253).

3 « Drag the selected sheet onto the Rack2-WorkArea window
and drop it.
= The sheet is moved to the WorkArea.

SN, + Sheets can also be moved by right-clicking on the Rack2-
Hint Viewer window and selecting [Cut/Move] - [Sheet (to
WorkArea)] (If moving whole divider sections, select [Cut/

Move] - [Divider Section (to WorkArea)]).

*  When only some of the sheets with the same source file
are selected, a message will appear to confirm that not
only the selected sheets, but all the sheets with that source
file and the page including the sheet will be moved.
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7.31 Copying Sheets

Operation in 2-Page Spread Mode

Copy sheet(s) to the clipboard or WorkArea.

B Copying a single sheet to the clipboard

Operatio@

1 « Open the sheet to be copied to the clipboard.

2. Click copy | in the Rack2-Viewer window.

Or right-click on the sheet and select [Copy] - [Sheet (to
Clipboard)].

= The sheet is copied to the clipboard.
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Y « If there is already a sheet on the clipboard, a message will
Hint be displayed to confirm whether to overwrite the existing
sheet.

* The sheet copied to the clipboard can be pasted in front of
other pages.

For details, refer to the "7.32 Pasting Sheets" (Page 252).

» If the sheets with source files are included in the specified
sheets, a message will be displayed to confirm whether to
"Export Image Data and Source File" or "Export only Image
Data".

* If only some of the specified sheets contain source files,
only the image data will be copied (source files will not be
copied).

* |tis possible to copy whole divider section. Right-click on a
page, and select [Copy] - [Divider Section (to Clipboard)].
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B Copying multiple sheets to the clipboard

Operatio@

1 « Select the sheets to be copied to the clipboard.
Specifying multiple sheets is not required when copying whole divider
sections.

Refer to "7.33 Specifying Multiple Sheets" (Page 253) for help.

2. Click ©™ | in the Rack2-Viewer window.
Or right-click on the sheet and select [Copy] - [Copy Pages
x=xx].
x represents the first page specified.
xx represents the last page specified.
= The sheets are copied to the clipboard.

SN, + |If there is already a sheet on the clipboard, a message will
Hint be displayed to confirm whether to overwrite the existing
sheet.

* The sheet copied to the clipboard can be pasted in front of
other pages.

For details, refer to the "7.32 Pasting Sheets" (Page 252).

+ If the sheets with source files are included in the specified
sheets, a message will be displayed to confirm whether to
"Export Image Data and Source File" or "Export only Image
Data".

+ If only some of the specified sheets contain source files,
only the image data will be copied (source files will not be
copied).

+ Itis possible to copy whole divider section. Right-click on a
page, and select [Copy] - [Divider Section (to Clipboard)].
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B Copying a single sheet to the WorkArea

Operatio@

1 « Open the sheet to be copied to the WorkArea.

2 « Right-click on the Rack2-Viewer window, and select [Copy] -
[Sheet (to WorkArea)].
= The sheet is copied to the WorkArea.

B Copying multiple sheets to the WorkArea

Operatio@

1 « Select the sheets to be copied to the WorkArea.
Specifying multiple sheets is not required when copying
whole divider sections.

Refer to "7.33 Specifying Multiple Sheets" (Page 253) for help.

2 « Right-click on the Rack2-Viewer window, and select [Copy] -
[Copy Pages x-xx (to WorkArea)].
x represents the first page specified.
xX represents the last page specified.
= The sheets are copied to the WorkArea.
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7.32 Pasting Sheets

Operation in 2-Page Spread Mode

This section describes how to paste the sheet(s) moved or copied to the
clipboard in front of the currently displayed page.

Wait Sheets in the clipboard or copied sheets cannot be pasted
alt.
QW? between pages with the same source file.

Operati(@

1 « Open a page to which you want to paste a sheet(s).

2. Click = ™

Or right-click on the page, and then select [Paste (from
Clipboard)].

= The sheet(s) in the clipboard are pasted.
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7.33 Specifying Multiple Sheets

Operation in 2-Page Spread Mode

The following operations are available when you specify multiple sheets:
+ Cut
+ Copy
* Move to the WorkArea
+ Copy to the WorkArea
* Run OCR to create key text blocks
* Delete
* Export
*  Output to Office
+ Allocate 2 pages into 1
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Vo Refer to the following for more detailed operations when

Hintg multiple sheets are selected:

Cut

"7.30 Cutting Sheets" (Page 242)

Copy

"7.31 Copying Sheets" (Page 248)

Move to the WorkArea

"Moving to the WorkArea" (Page 247)

Copy to the WorkArea

"Copying a single sheet to the WorkArea" (Page 251)
"Copying multiple sheets to the WorkArea" (Page 251)
Run OCR to create key text blocks

"7.19 Creating Key Text Blocks by OCR" (Page 198)
Delete

"7.29 Deleting Sheets" (Page 237)

Export

"7.24 Saving Sheets as a New File" (Page 223)
Output to Office

"7.41 Outputting Pages to Microsoft Word/Excel/
PowerPoint" (Page 274)

Allocate 2 pages into 1

"7.34 Allocating Sheets into One Page" (Page 258)

Here is an example of specifying multiple sheets and deleting them.
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Operationg

1 « Open the first sheet among the sheets to be deleted.

2 . Click 5=

Or right-click on the page, and then select [Multi-Sheet
Selection].

= The sheet is specified.
The specified page is shown in green.

LL_ New Binder - Rack2-Viewer ela] =]
=l
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3. Flip one-by-one to the last sheet among the sheets to be
deleted.

Hint > To cancel "Multi-Sheet Selection", click

Cancel

Or right-click on the sheet, and select [Cancel].

= Only flipped pages of the sheet are specified.
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4. ciick > .
Or right-click on the sheet and select [Delete Pages x-xx].

X represents the start page of the specified sheet.
xx represents the end page of the specified sheet.
= A message dialog box appears.

5. Click the [OK] button.

Rack2-\iewer &J

l Selected sheet(s) will be deleted. Do you want to continue?

—_—

= The sheets specified in Step 3 are deleted.
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1, When the specified sheets include sheets with source files, the

N
Hint Cut/Move, Copy, Delete, and Export operations are processed
as follows:
When all the sheets | When only some
contain source files | sheets contain
source files
Cut/Move Selectable Both
Copy Selectable Only images
Move to WorkArea Both Both
Copy to WorkArea Both Both
Delete Both Both (*1)
Export Selectable Only images
Allocate 2 pages into Both (*2) Both
1
Selectable:

You can choose to process either both the sheet
images and source files or only the sheet images.
Both:
Both the sheet images and source files are
processed. In this case, all sheets belonging to the
same source file are processed.
Only images:
Only the sheet images are processed.
*1: When deleting only one side of a sheet, the operation is not
processed.
*2: When the front and back pages of a sheet contain different
source files, the operation is processed with the source files
deleted.
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7.34 Allocating Sheets into One Page

Operation in 2-Page Spread Mode

This section explains how to allocate two pages of an imported sheet into one
page. Filing landscape pages such as Microsoft PowerPoint slides by allocating
two pages into one page allows you to view them easily.

1

-

(Front)

The following explains the procedure for allocating two pages into one page for
sheets that contain multiple pages, and the page display after allocation has
occurred.

B Allocating two pages into one page

Operatio@

1 « Specify the range of pages for allocating two pages into one
according to the procedure for specifying multiple sheets.

For details on the procedure for specifying multiple sheets, refer to "7.33
Specifying Multiple Sheets" (Page 253).
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2 « Right-click on the sheet and select [Allocate 2 pages into 1].

Copy 4
Move 3
Delete Pages 1-4

Delete Front Page 1-4
Delete Back Page1-4

Run OCR On Pages 1-4

Allocate 2 pages intol 1-4

Export Pages 1-4...

Output to Office 3

Cancel

= The specified page sheets are allocated into one page for every two

pages.

Note that an allocated page can only be returned to the
original two page form by right-clicking on the sheet and
selecting [Undo] immediately after allocation. If [Undo] is
not selected immediately after allocation, the allocated
page cannot be returned to its original two page form and it
is necessary to import the original file again or edit the

Wait!

original file (source file).

o

I

Paste (from Clipboard)
Display Mode

Insert

Multi-5heet Selection

Add

Copy
Cut/Move
Delete

Search For...

Manipulations

Print/Mail/Export
Export to

Output to Office

Viewer Settings...

Close Binder/Viewer

Highlight Search Results

* v v ¥
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B Allocated page display

This section describes the page display after allocating two pages into one
page.

When selecting an odd number of sheets

The last page will be a blank page.

— [N o [

(Front) (Back) (Front) (Back)

(Front) (Back) (Front) A(Back)

A blank page
is inserted.

When a divider sheet is included
A divider sheet is not allocated. When the divider sheet is included,

pages are divided on the previous or next page to the divider sheet and
output.

1 3 Divider sheet || Divider sheet A

(Front) (Back) (Front) (Back) (Front) (Back)

A blank page
is inserted.
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For a password-protected PDF file or print-restricted PDF file
The relevant page is not allocated.
~— ||\ oty < |Mm

1

"

"

"

"

print- "
restricted :
"

"

"

"

PDF file

(Front) (Back) (Front) (Back) (Front) (Back)

Password-
protected

or

print-
restricted

PDF file

2 B
(Front) /1 (Back) b(Front) 4 (Back) (Front) /1 (Back)

Not allocated

A blank page
is inserted.

A blank page
is inserted.
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For sheets/pages with source files

When the same source file exists on both of the pages to be allocated,
the source file is not deleted.

When different source files exist on the two pages to be allocated (when
a PDF file is imported with "Create PDF source files for data from
scanner & supported file formats" selected on the [Page Insertion] tab of
the [Rack2-Viewer Settings] dialog box), these source files will be
deleted, and a message appears to confirm whether to continue the
operation.

Page(s) with sourcei ‘
. filesis selected. @

Front)2 ﬁack)\ (Front)4 (Back)

A blank page
is inserted.

For sheets/pages with annotation

The annotation is deleted.

For sheets/pages run by OCR

Key text blocks created by OCR are stored. Note that if key text blocks
created by OCR for two pages exceed the limit (30,000 characters), the
extra characters will be deleted.
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Content description

When two pages are allocated into one page and only one page has
contents information, the set contents information will be used.

When the content entry type of both pages is the same (e.g. Chapter
and Chapter), the content description of the page to be allocated on the
upper half will be used. When the content entry type of pages is different
(e.g. Chapter and Item), Chapter content entry type will be used.

1 1
1 1
1 1
. .
1 1
1 1
1 1
. Content Content Content Content Content ,
! (Chapter 2)/||| (Chapter A) ||\(Chapter B (Item a) (Chapter b)) | 1
. .
1 1
1 1

(Front) (Back) (Front) (Back) (Front) (Back)

1 A

Content Content Content
(Chapter 2) (Chapter A) (Chapter b)

(Front) (Back) (Front) (Back)

The set content The content descripton | Chapter entry type
descripton is used. on the upper half is used. is used.

A blank page
is inserted.
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Pages scanned with ScanSnap

When both pages to be allocated are scanned with ScanSnap, the
allocated page is regarded as scanned with ScanSnap. When one of the
pages to be allocated is a page scanned with ScanSnap, and the other
page is not, the allocated page is not regarded as scanned with
ScanSnap. Functions for outputting pages to Microsoft Word/Excel/
PowerPoint and cropping of marked sections are not available for the

page.
o AN
HIF: 4 .
+ | Vith Scansnep | Others

(Front) (Back)

Others
(Front) (Back)

A blank page
is inserted.
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7.35 Copying Pages

Operation in 2-Page Spread Mode

This section describes how to copy the pages from a binder to the clipboard or
WorkArea.

B Copying pages to the clipboard

Operatio@

1 « Open a page to be copied to the clipboard.

2. Right-click on the page and select [Copy] - [Page (to
Clipboard)].

= The page is copied to the clipboard.

N, + Ifthere is already a page on the clipboard, a message will
H'mg be displayed to confirm whether to overwrite the existing
page.

* The page copied to the clipboard can be overwritten on
another page, or added in front of other pages.

* If only some of the specified pages contain source files,
only the image data will be copied (the source files will not
be copied).
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B Copying pages to the WorkArea

Operatio@

1 « Open the page to be copied to the WorkArea

2 « Right-click on the Rack2-Viewer window and select [Copy] -
[Page (to WorkArea)].

= The selected page is copied to the WorkArea.
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7.36 Pasting Pages

Operation in 2-Page Spread Mode

This section describes how to paste a page copied to the clipboard. The page
pasted will overwrite the currently displayed page or be added as a new page
before the currently displayed one.

Operati(@

1 « Open the page to which you want to paste the copied page.

2. Click Paste
Or right-click on the page, and then select [Paste (from
Clipboard)].

= A message appears.

3. To overwrite, click the [Overwrite] button, to add a page,
click the [Add] button.

Rack2-Viewer &J

Or to add it to the selected page?

f’\g_’“‘) Do you want to overwrite the selected page?

Gancel

= The page on the clipboard is pasted and the original page is
overwritten, or a new page is added before the destination page.

Wait Copied pages cannot be pasted to pages that contain source

alt!

' files.
\

A page can only be pasted to an existing sheet. A page cannot
be pasted to an empty binder, to a divider, or to a divider section
that contains no sheets.
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7.37 Emptying a Page (Making it
Blank)

Operation in 2-Page Spread Mode

This section describes how to delete the content of a selected page. In this
case, erased pages become blank.

Wait Pages containing source files cannot be emptied.
alt.
%zv?

Operatic@

1 « Open a page to be emptied.

2. Right-click on the page and select [Manipulations] - [Blank
Page Contents].
= The content of the selected page is emptied and the page becomes
blank.
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7.38 Deleting Pages

Operation in 2-Page Spread Mode

This section describes how to delete a selected page. After deletion, the pages
in the same divider sheet move forward, and consequently the last page

becomes blank.

N, Only pages on one side can be deleted. For more details, refer
Hmtg to "Deleting sheets on one side all at once" (Page 240).

Wait + If the next page after the deleted page is one with a source
alt!
%zll? file, the subsequent pages are not moved forward.

*  When there are over-sized pages that have been split in
the same divider sheet, sheets may not be displayed in 2-
page spread mode due to the deletion.

Operati(@

1 « Open a page to be deleted.

2. Right-click on the page and select [Delete] - [Pagel].
= The selected page is deleted.
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7.39 Adding Blank Pages

Operation in 2-Page Spread Mode

This section describes how to add a blank page in front of the currently
displayed page. This will move all the following pages back one, up to the next
divider sheet, in front of which another blank page will be added to maintain the
two pages per sheet rule.

Wait!%“l? + The blank page cannot be added between multiple pages
with source files.
) *  When there are over-sized pages that have been split in
the same divider sheet, sheets may not be displayed in 2-
page spread mode due to adding blank pages.

Operati(@

1 « Open the page in front of which the blank page is to be
added.

2. Right-click on the page and select [Insert] - [Blank Page].
= The blank page is added in front of the selected page.
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7.40 Sending Mail with Page(s)

Operation in 2-Page Spread Mode

Send mail with a page from a binder attached.

Operatio@

1 « Right-click on the page and select [Print/Mail/Export] - [Send
As e-Mail].
= The [Send As e-Mail] dialog box appears.

2. Specify the page range to send as e-mail.

Send As e-Mail [

Attach the following to an e-mail:

= e =

™ Specify file attachment name |

" Pages |l

B Ihclude annotations by flattening onto page
(Stickies, Highlighting, Hyperlinks, Stamps)

™ Also attach any source files

QK | Cance|| Help |

L, For details of the option settings, click the [Help] button in the
H'm% dialog box and refer to the "Rack2-Viewer Help" pages.

3. Click the [OK] button.
= The e-Mailer Selection dialog box appears.
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4. Set the details.

e-Mailer Selection l‘&,l

Open an e-mail and attach the specified pages.

W Usze the default e-mail program [ex. ‘Windaws Mailf

W Use thiz program every time
[Do not display this dislog again]

0k | Cancel Help

SN, For details of the option settings, click the [Help] button in the
H'ntg dialog box and refer to the "Rack2-Viewer Help" pages.

5. Click the [OK] button.
= The dialog box of the e-mailer selected in Step 4 is launched and the
specified files are attached to e-mail.
If selecting the "Also attach any source files" checkbox in Step 2, the
source file(s) will be attached.
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SN, * The "BinderTitle_(specified pages).pdf' is inserted in the
Hint "Topic" field of the send e-mail window when you use
standard e-mail software.

« If printing multiple pages from a binder that include pages
from a password-protected or print-restricted PDF, only
standard pages will be printed. The source PDF file will
also not be printed.
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7.41 Outputting Pages to Microsoft
Word/Excel/PowerPoint

Operation in 2-Page Spread Mode

When documents scanned using ScanSnap are added to a binder, they can be
output to Microsoft Word/Excel/PowerPoint, from the Rack2-Viewer window.

EEE S EEEEEEEEEEEEEEEEEEEEERN
Waiﬂ%ﬂ[? * To use this function, ABBYY FineReader for ScanSnap 3.0
or later must be installed on your computer.

) To output pages to Microsoft PowerPoint, ABBYY
FineReader for ScanSnap 4.0 or later is required.

* When using this function, an ABBYY FineReader warning
message may be displayed.

+ If the following requirements are met, pages can be output
to Microsoft Word/Excel/PowerPoint.

- Pages are scanned using the ScanSnap

- Pages are saved with Rack2-Filer version 4.0 or later

However, when the ScanSnap setting [Generate one PDF
file per {x} page(s)] is "ON", inserted pages may not be
output to Microsoft Word/Excel/PowerPoint because the
pages are not be recognized as scanned with ScanSnap.

» Card binders cannot be used with this function.

*  When the Rack2-Viewer Settings, [Place over-sized data on
facing pages] is "ON", if this function is used for multiple
sheets of oversized data inserted onto facing pages, the
pages will be output to separate sheets. Also, a blank page
may be added as the first page. If so, remove the page
manually.
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LY « For details about Microsoft Word/Microsoft Excel/Microsoft
Hint PowerPoint versions that are supported, refer to the

"ABBYY FineReader for ScanSnap User's Guide".

+ For more details about inserting scanned pages from
ScanSnap, refer to "7.2 Scanning Documents Using the
ScanSnap" (Page 161).

* To use this function, the following settings must be
specified in ScanSnap.
- Image quality: Best
- Color mode: Color

Operatio@

1 « Open a page to be output to Microsoft Word/Excel/

PowerPoint.
Y Multiple sheets can be specified.
Hint If multiple sheets are specified, they are combined into a
single document when converted.

If any pages of the specified sheets are not inserted from
ScanSnap, the sheets cannot be output in Microsoft Word/
Excel/PowerPoint.

For more details about specifying multiple sheets, refer to
"7.33 Specifying Multiple Sheets" (Page 253).
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2 « To output a page to Microsoft Word, right-click on the page,
point to the [Output to Office] - [Output to Word].
To output a page to Microsoft Excel, right-click on the page,
point to the [Output to Office] menu, and select [Output to

Excel].

To output a page to Microsoft PowerPoint, right-click on the
page, point to the [Output to Office] menu, and select
[Output to PowerPoint(R)].
= Microsoft Word, Microsoft Excel or Microsoft PowerPoint opens, and
the page is displayed as a Word, Excel or PowerPoint file.

\'I

Hintg
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If the characters on a page are not the right way up,
OCR cannot function correctly. Before outputting such
pages, right-click on a page, point to the [Output to
Office] menu, and select [Rotate for OCR]. If the page
does not need to be rotated, un-select [Rotate for
OCR].
When multiple pages are selected and the mouse is
right-clicked, [Rotate for OCR] will not be displayed.
For pages output to Microsoft Word/Excel/PowerPoint
(pages scanned with ScanSnap), the ScanSnap icon
can be displayed on the lower part of the page.
1. Right-click on a page, point to the [Output to Office]
menu, and select [Show ScanSnap Mark].
2. The ScanSnap icon is displayed on the lower part of
the pages.
If Microsoft Word, Excel or PowerPoint has not been
installed, the file is saved.
Word files are saved in RTF format (.rtf). Excel files
are saved in XLS format (.xls). PowerPoint files are
saved in PPT format (.ppt). When the "Save to"
confirmation dialog box is displayed, specify a folder
for saving files.



E B EEEEEEEEEEEEEENEEEEEEEENEDN
About the OCR function of ABBYY FineReader for ScanSnap

Wait!
3

Some types of documents are occasionally misrecognized.
Before recognition, check whether the documents you
want to convert are suitable for conversion according to the
following guidelines.

- Suitable for conversion to Word

Documents created by using simple page layout with
one or two columns

Suitable for conversion to Excel

Simple tables in which every border line connects to the
out side borders

Suitable for conversion to PowerPoint

Documents with white or faint color background,
comprised of characters and simple diagrams.

Not suitable for conversion to Word

Documents created by using complex page layout
comprised of diagrams, tables, and letters, such as a
brochure, magazine, and newspaper

Not suitable for conversion to Excel

Documents containing tables without borders, complex

tables with to many borders, convoluted tables
containing sub-tables, diagrams, graphs and charts,
photographs, and/or characters written in vertical
direction (Diagrams, graphs and charts, photographs,
and characters written in vertical direction are not
converted.)

Not suitable for conversion to PowerPoint
Convoluted documents containing characters, diagrams

and graphic, document with pictures or patterns on the
background of the characters, documents whose
background color is denser than characters
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Wait * The following parameters may not be inherited from the
alt!
Qzl[y originals during conversion. It is recommended that the

converted documents be opened with Microsoft Word,

Microsoft Excel or Microsoft PowerPoint.

- Superscript and subscript

The following parameters apply to Japanese documents:

- Font and size of characters

- Character spacing and line spacing

- Underline, bold, and ltalic

The following types of documents may be misrecognized. If

so, change the "Color mode" to "Color" and/or increase the

resolution (Image quality) to improve the results of
conversion.

- Documents containing handwritten characters

- Text including small characters (smaller than 10 points)

- Skewed documents

- Documents in languages other than the specified
language

- Documents containing characters written in an unevenly-
colored or patterned background (Characters to which
effects, such as Shadow, Outline, and Shading, are
applied.)

- Documents of complex layout and documents including
unreadable characters (It may take an extended period
of time to convert these documents.)

* Do not use Microsoft Word, Microsoft Excel or PowerPoint,
while using this function. Or do not use this function while
using Microsoft Word, Microsoft Excel or PowerPoint. If you
do so, a message such as "Call is rejected by callee" may
appear and/or the resulting document may not be
displayed.

* A converted Excel worksheet can contain up to 65536
rows.
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7.42 Modifying a Source File

Operation in 2-Page Spread Mode

When importing a file, the source file is also imported at the same time. To
modify the file, you can start up the applications associated with the file from the
Rack2-Viewer window.

Waitl *  When a source file is imported together with a file, you must
alt!
Q_{l{? first select "Retain source files by" in the [Page Insertion]

tab of the [Rack2-Viewer Settings] dialog box.
For details, refer to the "7.53 Configuring Viewer Settings"
(Page 291).

» The image files cannot be edited.

+ The Rack2-Viewer window page will be updated when the
file is saved by overwriting the file using the application
associated with it.

»  When the source file has been modified and saved, the
annotations on pages to which the source file belongs will
be deleted.

* When a source file is edited on two pages that have been
allocated into one page, allocation is canceled.

Operatic@

1 « Open the page where a file is to be edited.

L, For modifiable pages, the icons of associated applications
H'm% will be displayed at the lower part of the pages.
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2. Click it Source |

Or double-click the application icon on the page.
Or right-click on the page, and select [Manipulations] - [Edit
Source File].

= The application associated with the file is started, and the first page of
the file appears.

3. Edit the file content and save it.
= The source file is modified.
Close the associated application.
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7.43 Deleting a Source File

Operation in 2-Page Spread Mode

If you have imported a source file when a file was imported, you can delete the
source file from the Rack2-Viewer window if it is not needed any more.

Watt *  When a source file is imported together with a file, you must
alt:
Qg’? first select "Retain source files by" in the [Page Insertion]

tab of the [Rack2-Viewer Settings] dialog box.

For details, refer to the "7.53 Configuring Viewer Settings"
(Page 291).

* When a sheet with a source file is deleted, the following
cases may occur depending on the settings in the [Rack2-
Viewer Settings] dialog box when the sheet is imported.

- When a sheet is imported with the "Copying original files"
checkbox selected in "Retain source files by" under the
[Page Insertion] tab, the source file that is imported at the
same time is also deleted.

- When a sheet is imported with the "Linking to original
files" checkbox selected in "Retain source files by" under
the [Page Insertion] tab, the source file that is imported at
the same time is not deleted.

Operation@

1 « Open the page where a file is to be deleted.

2. And right-click on the page, and then select [Delete] -
[Source File Copy/Link].
= The source file is deleted.
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7.44 Creating a Card Sheet

Operation in 2-Page Spread Mode

This section describes how to create a new blank sheet to save cards.

Operatio@

1 « Right-click on a page to create a new card sheet.

2. Select [Insert] - [Blank Sheet].
= A card sheet is created.
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7.45 Turning a Card Upside-down

Operation in 2-Page Spread Mode

This section describes how to turn a card upside-down.

Operatio@

1 « Right-click on a card and select [Turn Card Upside-Down].

Y * To revert to the original orientation, right-click on the
Hint card again, and select [Turn Card Upside-Down].
+ If you save this change when you close the Rack2-
Viewer window, cards will be displayed upside-down
from the next startup.
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7.46 Cutting a Card

Operation in 2-Page Spread Mode

This section describes how to cut a card and move it to the clipboard.

Operatio@

1 « Right-click on a card and select [Cut/Move (to Card
Clipboard)].

= The card is cut and moved to the clipboard.

Ny, » Ifa card already exists on the clipboard, a message will
Hmtg be displayed to confirm whether to rewrite the existing
card.

* The card copied to the clipboard can be pasted in front
of another card, or on another card sheet.

* A card can be moved by dragging and dropping it. A
card can be moved to another card sheet by dragging
the card off the card sheet.
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7.47 Copying Cards

Operation in 2-Page Spread Mode

This section describes how to copy a card to the clipboard.

Operatio@

1 « Right-click on the card and select [Copy (to Card
Clipboard)].
= The card is copied to the clipboard.

Y + Ifacard already exists on the clipboard, a message will
it be displayed to confirm whether to rewrite the existing
card.
* The card sheet copied to the clipboard can be pasted
in front of another card, or on another card sheet.

Rack2-Filer User's Guide | 285



Chapter 7 Rack2-Viewer Window Operations

7.48 Pasting Cards

Operation in 2-Page Spread Mode

This section describes how to paste a card copied to the clipboard to the
currently displayed the card sheet.

Operatio@

1 « Open the card sheet to which you want to paste the copied
card.

2. Right-click on the card and, and then select [Paste Card
(from Clipboard)].

= The card on the clipboard is pasted.
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7.49 Deleting Cards

Operation in 2-Page Spread Mode

This section describes how to delete cards.

Operatic@

1 « Right-click on a card and select [Delete Card].
= A confirm deletion message appears.

2. Click the [OK] button.

Rack2-Viewer Ii-J

! Delete the selected card data?

= The card is deleted.
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7.50 Saving Cards

Operation in 2-Page Spread Mode

This section describes how to save selected cards as a PDF or TIFF file.
These PDF files can be displayed using Adobe Acrobat, or Adobe Reader.

Annotations will not be saved.
Wait!
%zv?

Operati(@

1 « Right-click on a card and select [Save Card As].
= The [Save as] dialog box appears.

2 « After selecting a file type (PDF or TIFF), click [Save].

288 | Rack2-Filer User's Guide



7.51 Printing Cards

Operation in 2-Page Spread Mode

This section describes how to print a card.
EEEEEEEEEEEEEEEEEEEEEEEERN

4 Annotations will not be printed.
Wait!
%zl/?

Operatic@

1 » Select a card to be printed and click i . Or right-click on

the card and select [Print Card].
= The [Print] dialog box appears.

2. Specify the printer and printing range and click the [OK]
button.

N, The printed size may be different from the cards shown in the
H'ntg Rack2-Viewer window due to the resolution of the card.
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7.52 Sending Cards as e-Mail

Operation in 2-Page Spread Mode

This section describes how to send an e-mail with a card from a binder
attached.

Operatio@

1 « Right-click on the card and select [Send Card As e-Mail].
= The e-Mailer Selection dialog box appears.

2. Set the details.

For details of the option settings, click the [Help] button in the dialog box
and refer to the "Rack2-Viewer Help" pages.

e-Mailer Selection l-if-,l

Open an e-mail and attach the specified pages.

v Use the default e-mail program [ex. \Windows Mailf

Usze thiz program every time
[Do not digplay this dislog again]

Ok | Cancel Help

3. Click the [OK] button.

= The dialog box of the e-mailer selected in Step 2 is launched and the
specified files are attached to e-mail.
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7.53 Configuring Viewer Settings

Operation in 2-Page Spread Mode

The following settings can be configured:

& General

* Opening PDF files
Choose whether to open PDF files with the current program or Rack2-
Viewer.
If Rack2-Viewer is selected, double-clicking a PDF file opens the Rack2-
Viewer window.

* Window mode in the Rack2-Viewer window
The following settings can be configured:
- Choose whether to display the operation buttons (the buttons on the left
and bottom) in the Rack2-Viewer window.
- Choose whether or not to show the binder rings of the binder.

* Opening the e-Mailer Selection window when sending e-mail
with attached page(s)
Choose whether to show the e-Mailer Selection window when you are

sending mail with attached page(s).

¢ Prompting when fewer than [N] (0-500) sheets remain available
When opening the binder (except for read-only mode), set whether to
display the number of sheets left available when the number of sheets
available is less than a certain number.
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<& Page Turning

* Enable animation for flipping between pages
Set whether to enable the animation for flipping between pages.

¢ Flip Speed
Set the flip speed.

e Inter-Flip Pause
Set the page flipping interval for continuous flipping.

< Page Insertion

» Settings for inputting files
Set the following.
- How color data in the source files is to be handled, and what resolution is
to be used when a file is imported
- Whether to include the source file (source data) when importing a file

* Place over-sized data on facing pages
Choose whether to divide A3-, B4-, or 11x17-sized files into two pages
when they are being inserted. If dividing into two pages, whether to
correct skewed data can also be set.
Depending on applications, A3- or B4- sized files may be imported
upside down. It is recommended to set to correct skewed data.

* Automatically insert divider sheet when inserting files
Choose whether or not to automatically add a divider sheet to the first
page when inserting files.

* Automatically insert divider sheet when inserting data from a
scanner
Choose whether or not to automatically add a divider sheet to the first

page when inserting data from a scanner.

* Open last page after scanning
Choose whether the first or last page is to be displayed after scanning.

If the data contains sheets which cannot be scanned at one time, it is
recommended to set to display the last page.

* Creating PDF source files for data from scanner & supported file
formats
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Choose whether PDF source files are also created automatically (one
page units) when scanning or inserting image files. This setting is not
supported when importing source files.

This function is supported by ScanSnap (including ScanSnap
Organizer).

When creating PDF source files using ScanSnap, choose whether to link
to its original file.

This function is disabled when Rack2-Viewer is not activated while
scanning data using the ScanSnap.

Automatically running OCR to create key text blocks for
inserted pages
Choose whether or not to automatically run OCR to create key text
blocks in the following situations:

Scan

Insert a file

Scan to WorkArea

Insert a file to WorkArea

Insert a file using "Rack2 Folder Monitor Software"

Insert data from other applications

N, * If using the ScanSnap S1100/S1300/S1500 marked
Hint keyword function, according to whether or not the
"Automatically create key text blocks for inserted

pages (by OCR/extraction)" checkbox is selected on
the [Page Insertion] tab of the [Rack2-Viewer Settings]
dialog box, places marked with a highlight pen are
extracted.

« After running OCR, searching for a page with a search
string becomes available.
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* Automatically correct the document orientation before running
OCR
Choose whether or not to automatically correct the orientation of a
document before running OCR. This setting is only possible for Chinese,
Korean, and Japanese versions. The document is always automatically
corrected in the English version.

* Automatically rotate landscape pages to portrait (text
orientation is ignored)
Choose whether or not to automatically rotate landscape pages to
portrait.
For this function, the ratio of the height and width of the page is the sole
determinant of whether the orientation of the page is landscape or
portrait. The page contents are ignored.
If "Allow automatic image rotation" is selected in ScanSnap, it may
cause unpredictable results.

N, Pages can be rotated 90 degrees after being imported.
Hint For details on rotating a page 90 degrees, refer to "7.7
Rotating a Page 90 Degrees" (Page 173).

* When inserting pages from password protected and
printing-restricted PDF files, attach source files instead of
showing actual contents
If this checkbox is selected, the actual document is not displayed but a
PDF icon is shown below the page. Clicking on the PDF icon starts
Adobe Acrobat. If the "When inserting pages from password protected
and printing-restricted PDF files, attach source files instead of showing
actual contents" checkbox is not selected, when importing a password-
protected PDF file, a password input window will appear.

Inputting the password imports and displays the contents of the PDF file
with Rack2-Viewer.

To import password-protected PDF files, Adobe Acrobat or Adobe
Reader must be installed. However, print-restricted PDF files cannot be
imported.To import print-restricted PDF files, remove the print restriction
using Adobe Acrobat and import files.
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< Scanner Insertion

FUJITSU fi series scanner with TWAIN driver

These functions are supported for Image Scanner fi Series scanners.
Check the ScanSnap settings for the equivalent functions.

Displaying driver screen

Choose whether the scanner driver window (TWAIN driver window)
should also be displayed during scanning operations.

The scanner to read from can be selected.

Automatically removing blank pages from scanner input
Choose whether to remove pages which are blank when scanning.

Automatically correcting for skewed scanner input
Choose whether to judge correct for skewed input data contained in an

image that has been scanned.
For card binder, this function is disabled.

Automatically correcting for upside-down scanner input
Choose whether to turn the image 180 degrees when data contained in
an image that has been inserted from a scanner has been judged to be
upside down.

ScanSnap

These functions are supported for ScanSnap.

ScanSnap settings
Show the ScanSnap Manager setup dialog box, and set the ScanSnap
scanning settings.

& Card Binder

Settings for card scanning
Choose how to place cards on the flatbed for scanning.

This can be set for a card binder.

Settings for card importing
Choose how to import card data (how many cards on one page).
This can be set for a card binder.
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< WorkArea

* WorkArea Folder
Choose the location for storing data in the WorkArea.

Wait!@“l? * Do not specify a location on the network or a
removable disk as the WorkArea folder.
\ » Do not specify a LibRoot folder and WorkArea folder
with the same path name. Also, do not specify either a
LibRoot folder or WorkArea folder as a parent folder.
Example:
- LibRoot folder is "C:\Temp1", WorkArea folder is
"C:\Temp1\WorkArea
- LibRoot folder is "C:\Temp1\DocumentRoot",
WorkArea folder is "C:\Temp1"
For details about how to change the LibRoot folder,

refer to "6.31 Setting the Rack2-Filer Options"
(Page 149).

I, If an empty folder is specified as a new WorkArea data

Hint storage folder, the previously used data can be copied and
used. Whether or not to copy the data can be selected on
the confirmation screen.

\II

Hint « For more details, click # HelP  and refer to the "Rack2-
% Viewer Help" pages.
» Click the [Help] button of each tab in the [Rack2-Viewer

Settings] dialog box for details about each item.
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Operatic@

1. Click @ setnee
Or right-click the mouse and select [Viewer Settings].
= The [Rack2-Viewer Settings] dialog box appears.

2 « Click each tab and configure the settings.

Rack2-Viewer Settings L&J

General | Page Tuming | Page Insertion | Scanner Insertion | WorkArea | About HackZ—\-‘iewer]

Windows should open PDF files using the...
f* Cument program
{Previously used program is reinstated if reverting from Rack2-Viewer)
("~ Rack2-Viewer

{Unsupported PDF versions are opened using the previously used program)

Window Mode
How should the binder be displayed?

% In window {with control icons)

" Fullscreen no control icons)

[v Show binder rings

Iv¥ Open the e-mailer selection dialog when sending pages

™ Prompt when fewerthan | 50 (0-500) sheets remain available

oK | Cancel |  Hep |

+ To configure the following settings, click the [General] tab.

Opening PDF files

Window mode in the Rack2-Viewer window

Whether to open the e-Mailer Selection window when sending e-mail with
attached page(s)
Whether to prompt when fewer than [N] (0-500) sheets remain available

* To configure the following settings, click the [Page Turning] tab.
Whether to enable the animation for flipping between pages

Flip Speed

Inter-Flip Pause
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* To configure the following settings, click the [Page Insertion] tab.

How color data in the source files is to be handled, and what resolution is

to be used when a file is imported

- Whether to include the source file (source data) when importing a file

- Whether to place over-sized data on facing pages

- Whether to rotate landscape pages to portrait before placing over-sized
data on facing pages

- Whether to automatically insert divider sheet when inserting files

- Whether to automatically insert divider sheet when inserting data from a
scanner

- Whether to open the last page after scanning

- Whether to create PDF source files for data from scanner & supported
image file formats

- Whether to automatically run OCR to create key text blocks for inserted
pages

- Whether to automatically correct the document orientation before running
OCR

- Whether to automatically rotate landscape pages to portrait

- When inserting pages from password-protected and print- restricted
PDF files, attach source files instead of showing actual contents.

+ To configure the following settings, click the [Scanner Insertion] tab.

- Which scanner to use when scanning

- Whether to show the scanner driver when scanning

- Whether to automatically remove blank pages from scanner input

- Whether to automatically correct for skewed scanner input

- Whether to automatically correct for upside-down scanner input

- Show ScanSnap Manager setup dialog box

» To configure the following settings, click the [Card Binder] tab.

- Whether to place cards at the origin or free, when cards are scanned on
the flatbed

- Whether to import four or eight cards to a page

+ Click the [WorkArea] tab when setting the location for storing data on
WorkArea.

+ To view the version information of Rack2-Viewer, click the [About
Rack2-Viewer] tab.
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3. Click the [OK] button.

= The [Rack2-Viewer Settings] dialog box is closed and the viewer
settings are set.

Wait * When "Flatbed Scanner Input" is set as "Free (Multi Card)",
alt:
Q&U? a card may not be extracted correctly depending on the

type (such as color, design).
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Chapter 8

ANANAANANANANANAN AN

Exporting to a Cloud Service/
Mobile Device

This chapter describes how to export Rack2-Filer data to a cloud storage or
mobile device as PDF files.

The collection of cloud services (Evernote, Google Docs, Salesforce Chatter,
and SugarSync) is called "Cloud service" in this manual.

Mobile devices such as the iPad/iPhone/iPod touch are called "Mobile" and
"Mobile device" in this manual.

When exporting data to a cloud service, the following services are supported.

+ Exporting to Cloud Service
- Evernote
- Google Docs
- Salesforce Chatter
- SugarSync

Watt * For the applications required to use this function, refer to
a'w "W Software required for using a cloud service/mobile

device" (Page 42).

* To save data to Evernote and a mobile device presets are
required. For details on presets, refer to "B Exporting to
Evernote" (Page 306) and "W Presets" (Page 321).

O 0000000000000 000000 OCG®OGOOSO OO
.y Click the [Help] button to refer to the Help pages for the

Himg details of each item in the dialog box.
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8.1 Selecting Data to Be Exported

There are three ways to export Rack2-Filer data to cloud service/mobile:
(1) Selecting a binder and exporting it
(2) Exporting a page
(3) Exporting a stack

B Selecting a binder and exporting it

All pages in the binder selected in the Rack2-Filer window are saved as a PDF
file.

Operatio@

1 « In the Rack2-Filer window, select the binder to be exported
to cloud service/mobile.

.,
2. Click Bmd*  or right-click on the binder spine, and select
the menus as follows:

* To export to Evernote

[Export to] - [Evernote]

* To export to Google Docs
[Export to] - [Google Docs(TM)]

* To export to Salesforce Chatter
[Export to] - [Salesforce Chatter]

* To export to SugarSync
[Export to] - [SugarSync]

* To export to mobile
[Export to] - [iPad/iPhone/iPod touch]
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3 « A dialog box related to the selected storage destination
appears.

For the subsequent operations, refer to "8.2 Exporting to Cloud
Service" (Page 306) and "8.3 Exporting to Mobile" (Page 321).

B Exporting a page

The following describes how to save the page displayed in the Rack2-Viewer
window as a PDF file.

Operatio@

1 « In the Rack2-Viewer window, open the page to be exported
to cloud service/mobile.

2. Right-click on the page and select the menus as follows:
* To export to Evernote

[Export to] - [Evernote]

* To export to Google Docs
[Export to] - [Google Docs(TM)]

* To export to Salesforce Chatter

[Export to] - [Salesforce Chatter]
+ To export to SugarSync
[Export to] - [SugarSync]

* To export to mobile

[Export to] - [iPad/iPhone/iPod touch]

3 « A dialog box related to the selected storage destination
appears.

For the subsequent operations, refer to "8.2 Exporting to Cloud
Service" (Page 306) and "8.3 Exporting to Mobile" (Page 321).
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B Exporting a stack

The following describes how to save the stacks displayed in the WorkArea as a
PDF file.

Operatio@

1 « In the WorkArea, select the stacks to be exported to cloud
service/mobile.
To select multiple stacks, click on the stacks while holding down the [Shift]
key or [Ctrl] key.

o, If multiple stacks are selected, a PDF file is created for

Hint% each stack.

-

L

2. Click ™ | orright-click on a stack, and select the
menus as follows:

* To export to Evernote

[Export to] - [Evernote]

+ To export to Google Docs
[Export to] - [Google Docs(TM)]

* To export to Salesforce Chatter

[Export to] - [Salesforce Chatter]

+ To export to SugarSync
[Export to] - [SugarSync]

* To export to mobile

[Export to] - [iPad/iPhone/iPod touch]
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3 « A dialog box related to the selected storage destination
appears.
For the subsequent operations, refer to "8.2 Exporting to Cloud
Service" (Page 306) and "8.3 Exporting to Mobile" (Page 321).
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8.2 Exporting to Cloud Service

This section describes how to export the selected data for each cloud service.

B Exporting to Evernote

When Evernote for Windows 3.5 or later is installed on Windows XP or later,
you can export the selected data to Evernote as PDF files.

A BN EEEEEEEEENEEEEEEEEEEENEDNRI
Wam%wy To use this function, you must sign in from the Sign in window
of Evernote for Windows in advance. If you have not signed
\ in, the Sign in window will be displayed in Step 2.

Select the data to be exported using one of the following procedures:

(1) Selecting a binder and exporting it

(2) Exporting a page

(3) Exporting a stack
For details on each procedure, refer to "8.1 Selecting Data to Be Exported”
(Page 302).

Operatic@

1 « Configure the settings in the [Export to Evernote - Options]
dialog box.
When the data is selected by either of the procedure (1) or (3), the
following window appears:
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™ Include annotations by flattening onto page

[Stickies, Highlighting, Hyperlinks, Stamps)

* Annotations are converted to image format, so they cannot be edited again
I” Canvert to Searchable FOF

¥ Delete blank pages

Cancel | Help |

Export to Everncte - Cptions ()

When the data is selected by the procedure (2), the following window
appears:

Target pages
+ Current page anly

" Pages 1 j b |1

L

I Specify file name |

™ Include annotations by flattening onto page
[Stickies, Highlighting, Hyperlinks, Stamps)

I” Canvert to Searchable FOF

¥ Delete blank pages

QK | Cancel Help

Export to Everncte - Cptions ()

* Annotations are converted to image format, so they cannot be edited again

2. Click the [OK] button.
= PDF file creation starts.

When the data is selected by the procedure (1), the following window
appears:

%

Rack2-Filer

Creating & POF file. Please wait a moment.

2/ 4 Pages: Processed

ENEENENER
Cancel

When the data is selected by the procedure (2), the following window
appears:
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Rack2-Viewer

Creating a PDF file. Please wait a moment.

2/ 4 Pages Processed

HEEENEENN
Cancel

When the data is selected by the procedure (3), the following window
appears:

Rack2-WaorkArea

Creating a PDF file. Please wait a moment.

2/ 4 Stacks Processed

([TTIT]]]]
Cancel

= When PDF file creation is completed, Evernote for Windows starts and the
data is exported.

W, Synchronization (upload) is performed according to the

H@) settings of Evernote for Windows.
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B Exporting to Google Docs

When .NET Framework 3.0 is installed, you can export the selected data to

Google Docs as PDF files.

For details about Google Docs, refer to the Google Docs Web site.

Wait!
3

This function is not available in a proxy environment that
requires authentication upon connecting to the Internet.

Select the data to be exported using one of the following procedures:

(1) Selecting a binder and
(2) Exporting a page
(3) Exporting a stack

exporting it

For details on each procedure, refer to "8.1 Selecting Data to Be Exported”

(Page 302).

Operati(@

1 « Configure the settings in the [Export to Google Docs(TM) -

Options] dialog box.

When the data is selected by either of the procedure (1) or (3), the

following window appears:

Export to Google Docs(TM] - Opticns

Google Account

==l

Email : I

Password : |

I Save uzer account information

™ Include annotations by flattening onto page
[Stickies, Highlighting, Hyperlinks, Stamps)

I” Canvert to Searchable FOF

¥ Delete blank pages

]

* Annatations are converted to image format,

z0 they cannat be edited again

Cancel Help
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When the data is selected by the procedure (2), the following window
appears:

.Export to Google Docs(TM] - Options ()

Google Account
Email : I

Password : |

[~ Save user account information

Target pages
+ Current page anly

L

" Pages 1 j I

I Specify file name |
™ Include annotations by flattening onto page
[Stickies, Highlighting, Hyperlinks, Stamps)
* Annotations are converted to image format, so they cannot be edited again

[ Canvert to Searchable PDF

¥ Delete blank pages

QK | Cancel Help

If the computer is shared, selecting the [Save user
account information] checkbox enables other users to log
in to Google Docs, because your account information will
be filled in from the next time.

For this reason, it is recommended that you do not select
the [Save user account information] check box on this
dialog box.

Wait!
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2. Click the [OK] button.
= PDF file creation starts.

When the data is selected by the procedure (1), the following window

appears:

Rack2-Filer

Creating a POF file. Please wait a moment.

2/ 4 Pages Processed
NENERNEEY
Cancel

%

When the data is selected by the procedure (2), the following window

appears:

-

Rack2-Viewer

Creating & POF file. Please wait a moment.

2/ 4 Pages: Processed
MENERNENN
Cancel

When the data is selected by the procedure (3), the following window

appears:

Rack2-WorkArea

Creating a POF file. Please wait a moment.

2/ 4 Stacks Processed
NENERNEEY
Cancel
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= When PDF file creation is completed, exporting starts and the following
window appears:

Export to Google Docs(TM) w

Exporting to Google Docs(TM)...

Tanget file:

— @ g |
—_— . |

File size: 0.78/0.58 MB

Processing status:

[7] Close this window when export completes

= When data exporting is completed, the following window appears:

Export to Google Docs(TM) w

Successfully exported to Google Docs{TM).

Target file:
Processing status: IR

File size: 0.98/0.598 MB

[7] Close this window when export completes

[ B BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN )
N To check the exported PDF files, start the Web browser

Hint
CQ) and log in to Google Docs.
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Exporting to Salesforce Chatter

When .NET Framework 3.0 is installed, you can export the selected data to
Salesforce Chatter as PDF files.

Wait This function is not available in a proxy environment that
alt!
QEI? requires authentication upon connecting to the Internet.

Select the data to be exported using one of the following procedures:

(1) Selecting a binder and exporting it

(2) Exporting a page

(3) Exporting a stack
For details on each procedure, refer to "8.1 Selecting Data to Be Exported"
(Page 302).
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Operatio@

1 « Configure the settings in the [Export to Salesforce Chatter -
Options] dialog box.

When the data is selected by either of the procedure (1) or (3), the
following window appears:

Export to Salesforce Chatter - Options

Uzer account

User Hame |

Pazzsward : |

Securty Token ‘

[ Save uzer account information

[ Include annatations by flattening onto page
[Stickies, Highlighting. Hyperlinks, Stamps)
*Annotations are converted ta image format, o they cannot be edited again

¥ Delete blank pages

Ok, | Cancel | Help |

When the data is selected by the procedure (2), the following window
appears:

.Export to Salesforce Chatter - Options

User account

Uszer Hame |

Password : |

Secunty Token : ‘

[ Save user account information

Target pages
* Cunent page only

' Pages 1 JZI 1 JZI

I Specify file name |

I Include annatations by flattening onto page
[Stickies, Highlighting, Hyperlinks, Stamps)
* Annotations are converted to image format, so they cannot be edited again

™ Delete blank pages

QK | Cancel Help
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) If the computer is shared, selecting the [Save user
Wait! . .
Q_{l/? account information] check box enables other users to

log in to Salesforce Chatter.

For this reason, do not select the [Save user account
information] check box on this dialog box.

2. Click the [OK] button.
= PDF file creation starts.

When the data is selected by the procedure (1), the following window

appears:

Rack2-Filer

Creating a PDF file. Pleaze wait a moment.

2/ 4 Pages Processed

When the data is selected by the procedure (2), the following window

MENEREENN
Cancel
appears:
i Rack2-Viewer

Creating a FDF file. Pleaze wait a morment.

2/ 4 Pages Processed
HENEEEENN
Cancel

When the data is selected by the procedure (3), the following window

appears:

Rack2-WorkArea

Creating a PDF file. Pleaze wait a moment.

2/ 4 Stacks Processed
(T[] ][]]
Cancel
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= When PDF file creation is completed, the [Export to Salesforce Chatter]
dialog box appears.

3. Click the [Change] button.
Pﬁ Export to Salesforce Chatter E@Iﬂ

_ Tl | B i

Posting information

Postto: My Feeds

L]

J , J ' Method: Postto Chatter
- - - =

L]

Chatter information

LS

o Message: "1

Display Name: ~ New Binder_{1)

; | Description: &
W4 . P Hae | ] (el [ssiinl]

= The [Export to Salesforce Chatter - Posting] dialog box appears.

4. Specify the post destination and method, and click the [OK]
button.

Export to Salesforce Chatter - Posting g

Posting information
Methed: Object
@ {Post 1o Chatter: [Mv Feeds ']

() Attachment

Search for destination registered in the object

Search

o) e | [ )

= Returns to the [Export to Saleforce Chatter] dialog box.
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5. Click the [Post] button.

= The posting process starts and the following window appears.

Export to Salesforce Chatter

=5

Posting to Salesforce. ..

Target file:

Processing status:

File size:

0.05/0.07MB

[7] Close this window when posting completes

= When posting is completed, the following window appears.

Export to Salesforce Chatter lﬂ
Successfully posted to Salesforce.
Target file:
. L ————— )
Processing status: ;
File size: 0.07/0.07MB
[7] Clese this window when posting completes
Close

\II

Hint

To check the posted PDF files, start the Web browser and

CQ) log in to Salesforce, or use the dedicated application.

Exporting to SugarSync

When SugarSync Manager for Windows is installed, you can export the

selected data to SugarSync as PDF files.

Select the data to be exported using one of the following procedures:
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(1) Selecting a binder and exporting it

(2) Exporting a page

(3) Exporting a stack
For details on each procedure, refer to "8.1 Selecting Data to Be Exported”
(Page 302).

Operatio@

1 « Configure the settings in the [Export to SugarSync -
Options] dialog box.
When the data is selected by either of the procedure (1) or (3), the
following window appears:

Export to SugarSync - Options
[ Include annotationg by Hattening onto page
[Stickies, Highlighting, Hyperlinks, Stamps]
* Annotations are converted to image format, 2o they cannot be edited again

W Delete blank pages

W Show preview

Ok, | Cancel | Help |

When the data is selected by the procedure (2), the following window
appears:

Export to SugarSync - Options
Target pages
(% Current page only

" Pages 1 :I_i 5P | :I_i

[~ Specify file name |

[ Include annotations by Aattening onto page
[Stickies, Highlighting, Hyperlinks, Stamps)
* Annotations are converted to image format, so they cannot be edited again

¥ Delete blank pages

W Show preview

Ok, | Cancel Help
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Ny, By clearing the [Show preview] checkbox, the [Export to
Hmtg SugarSync] dialog box is not displayed, and the file is

exported to SugarSync.

2. Click the [OK] button.
= PDF file creation starts.

When the data is selected by the procedure (1), the following window

appears:

Rack2-Filer

2/ 4 Page: Processed

NENRENEEN
Cancel

Creating a PDF file. Please wait a moment.

When the data is selected by the procedure (2), the following window

appears:

Rack2-Viewer

2/ 4 Pages Processed

EENNEEEER
Cancel

Creating & PDF file. Please wait a moment,

When the data is selected by the procedure (3), the following window

appears:

Rack2-WorkArea

2/ 4 Stacks Processed

NENRENEEN
Cancel

Creating a POF file. Please wait a moment.
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= When PDF file creation is completed, the [Export to SugarSync] dialog box
appears.

3. Check the file name and export folder and click the [Save]

button.
IT Export to SugarSync SR
Specily file name
]
File name: 1/ 1 File
(POF] -
‘ Histary
o . e i Combined file size 007 ME
- Specify destination folder
S
Specify your SugarSync folder.
Ciillsers
T T —
‘_Histow Browse...
3 [
d Ny, 7
M,
1 - ‘ @\ e [7] Da not shaw this dislog again @ bele
I, By default, the following SugarSync folder is set as the
Hint

destination folder (From the next time, the folder
previously used will be displayed):
+ For Windows 7 / Windows Vista
Drive name (e.g. "C"):\Users\User name\Documents\Magic
Briefcase\Rack2
* For Windows XP
Drive name (e.g. "C"):\Documents and Settings\User name\My
Documents\Magic Briefcase\Rack2

= After the processes complete, the following window appears and the file is
exported to SugarSync.

Export to SugarSync [ﬂ_hj

i "o § Thefile was saved successfully,

* This message will close automatically in 3 seconds..,
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8.3 Exporting to Mobile

When .NET Framework 3.0 is installed, you can export the selected data as
PDF files to a mobile device such as a tablet device or smart phone.

You need to have ScanSnap Connect Application installed on the mobile device
in order to use this function. Also, use a wireless LAN for sending and receiving
data. Download ScanSnap Connect Application for mobile devices from an
application store such as the App Store.

iOS 4.2.1 or later of the operating system is required for running ScanSnap
Connect Application for mobile devices. For more details about the features of
this function that are available on the mobile device and their usage, refer to

"ScanSnap Connect Application User's Guide".

This section describes the settings required to export data to a mobile device
and the operations to export data.

B Presets

The following describes the presets required to export data to a mobile device.

Operatio@

1 « From the Windows [Start] menu, select [All Programs] -
[Rack2-Filer] - [Rack2 Mobile Link].

= The [Welcome to Rack2 Mobile Link] window appears.
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Welcome to Rack2 Mobile Link ==

1 | This feature allows you to save files to a mobile device via a network.

1. In the computer, create & password to be shared with the mobile device in
the [Rack2 Mobile Link - Basic] dialog bos.

2. Inthe mobile device, install ScanSnap Connect Application.

3. Start up ScanSnap Connect Application in the mobile device.

4, Select a computer and then enter the password in the [Enter your
password] dialog box that appears.

Once the above procedurs is complete, the file will be sent to the mobile
device.

For more details, referto the Help.

OK | | Cancel l [ Help

2 « Check the contents of the window and click the [OK] button.
= The [Rack2 Mobile Link - Basic] dialog box appears.

T Rack2 Mobile Link - Basic ==

[¥] Start up Rack2 Mabile Link when you log on
| Wait until the [Send] button is clicked

Basic seftings
Create a password for connecting with a mabile device.

Password:

Confirm passward:

Detail settings
Part number; R2217 | Change |
| Cancel | | Help
. * When the [Start up Rack2 Mobile Link when you log
Hint

on] checkbox is selected on this dialog box, Rack2
Mobile Link automatically starts up at next logon.

*  When settings are configured on this window at the
Rack2 Mobile Link initial startup, the window does not
appear from the next time data is exported to mobile.
To show this window again, right-click on the Rack2
Mobile Link icon on the taskbar and select [Settings].
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Wait + The port number does not need to be changed unless
alt!
Qzll? the specified port number has already been used.

+ If the password set in the computer is changed, the
same password must be entered in the mobile device.
+ If the computer is shared, an unrelated user may
connect a mobile device to it. (As the password is
saved in the mobile device, an unrelated user who has
connected the mobile device to the computer can
perform the same operation unless the password in
the computer is changed.)
For this reason, it is recommended to perform either of
the following operations:
- Change the password each time after sending data.
- Select the [Wait until the [Send] button is clicked]
checkbox, and send the data after checking the
connected mobile devices.
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3. Specify the password and other settings for using a mobile
device with Rack2-Filer and click the [OK] button.

= "Rack2 Mobile Link" starts and the icon (m) appears on the taskbar.
Once you perform this step, you do not need to perform it from the next

time.

A EEEEEEEEEEEEEEENEEEEEEEETN
Wait The first time Rack2 Mobile Link is started, a firewall block
alt!
QW? warning may appear. If the warning appears, check the
\
content of the message and then choose to allow access
or accept, for example.
For more details about solutions, refer to "W Solutions to
problems" (Page 331).

B Rack2 Mobile Link icons and the right-click
menu

<& Rack2 Mobile Link icons

When Rack2 Mobile Link is running, the Rack2 Mobile Link icon appears on the
taskbar.

The icon indicates the communication status between the computer and mobile
device. The communication status icons are described in the following list.

Status Icon

Waiting m
Standby Etﬂ

Sending

Sending error ﬁ
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Status

Icon

Rejected

\'I

Hintg

When the operating system is Windows 7, clicking [é]
on the taskbar displays the Rack2 Mobile Link icon.
To always display the Rack2 Mobile Link icon on the
taskbar, drag and drop the Rack2 Mobile Link icon

onto the taskbar.

When the connection between the computer and
mobile device changes, it is notified by pop-up

balloon.

< Right-click menu

The right-click menu (below) appears when you right-click on the Rack2 Mobile

Link icon.

Open...
Settings...

Help

Exit

About RackZ Mobile Link. ..

The menu items are described below.

Item

Function

Open

box appears.

disabled.

The [Rack2 Mobile Link - Export to Mobile] dialog

If the status of the icon is "Rejected", this item is
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Item

Function

Settings

The [Rack2 Mobile Link - Basic] dialog box
appears.

Set Rack2 Mobile Link settings and basic settings
for connecting a mobile device.

If the status of the Rack2 Mobile Link icon is
"Standby", "Sending", or "Sending error", this item
is disabled.

Refresh

Opens a port when the status of the Rack2 Mobile
Link icon is "Rejected" because Rack2 Mobile Link
fails to open a port for a network.

*  When Rack2 Mobile Link successfully opens a

port
The Rack2 Mobile Link icon changes to
"Waiting".

*  When Rack2 Mobile Link fails to open a port
The Rack2 Mobile Link icon remains
"Rejected". If the status does not change to
"Waiting", check the status of the network.

This item can only be selected when the status of
the Rack2 Mobile Link icon is "Rejected", and the
[Rack2 Mobile Link - Basic] dialog box is not shown.
In other cases, this item is disabled.

A port is opened when the icon whose status is
"Rejected" is double-clicked.

Help

Shows the Rack2-Viewer Help.

Shows the [Rack2 Mobile Link - Version
Information] window.

:]I Rack2 Mobile Link - Version Information
About Rack2 Mobile =fs  Rack? Mobils Link
Link Copyright PFU LIMITED 2011
[ ok |

You can check the Rack2 Mobile Link version.

Closes the connection between the computer and

mobile device. When Rack2 Mobile Link is exited,
Exit the icon on the taskbar is also removed.

If the status of the Rack2 Mobile Link icon is
"Standby", "Sending", or "Sending error", this item
is disabled.
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B Exporting to mobile

Operation@

1 « Confirm that Rack2 Mobile Link is activated and start
ScanSnap Connect Application on the mobile device.
= When the destination is found, the password entry dialog box appears

on the mobile device.

LY If [Port number] in the [Rack2 Mobile Link - Basic] dialog box
Hint described in the procedure (3) of "B Presets" (Page 321) is
changed, connection to a mobile device is not possible.
Before starting ScanSnap Connect Application on the mobile
device, check the port number used for the mobile device.
For checking the port number, refer to "ScanSnap Connect
Application User's Guide".

2 « Enter the password specified in Step 2 of "Presets” (Page
321).
= The icon on the taskbar on the computer changes as shown below.

i S 853 AM

3 « Start Rack2-Filer and select the data to be exported.
For the procedure to select data, refer to "8.1 Selecting Data to Be
Exported" (Page 302).
= The [Export to iPad/iPhone/iPod touch - Options] dialog box appears.

4. Configure the settings in the [Export to iPad/iPhone/iPod
touch - Options] dialog box, and click the [OK] button.
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When the data is selected by e

ither of the procedure (1) or (3) described in

"8.1 Selecting Data to Be Exported" (Page 302), the following window

appears:

Export to iPad/iPhone/iPod touch - Options

=)

¥ Delete blank pages

]

I Include annatations by fatteining onto pags
{Stickies, Highlighting, Huperlinks, Stamps] :

* Annotations are converted to image format,

z0 they cannaot be edited again

Cancel | Help

When the data is selected by the procedure (2) describe in "8.1 Selecting
Data to Be Exported" (Page 302), the following window appears:

Export to iPad/iPhone/iPod touch - Options
Target pages

{* Cunent page only

" Pages

-

=

™ Specify file name |
I Include annotations by fattening onto page
[Stickies, Highlighting, Hyperlinks, Stamps)
* Annatations are converted to image farmat

¥ Delete blank pages

. a0 they canhot be edited again

Cancel ‘ Help

= When PDF file creation is completed, the [Rack2 Mobile Link] dialog box
appears, and the file sending process starts.

1T Rack2 Mobile Link b
Connected Mobile Device
|P address; Sending
=
=
File size: 1.41/2.06 MB
Document: 1/1
Computer name:
Stop Help |
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Wait When the [Wait until the [Send] button is clicked]

alt

Q_{lf? checkbox on the [Rack2 Mobile Link - Basic] dialog box is
selected, clicking the [Send] button on the [Rack2 Mobile

Link] dialog box starts the file sending process.

= After the sending process completes, the dialog box should be similar to
the following.

. Rack2 Mobile Link ==
Connected Mobile Device
Sending complete (Ready to send next file)

|P address; Sending complete

—-————,
-
File size: 2.06/2.06 MB

Document: 1/1

Computer name:

[ Cose |[ Hb |

Y * For a sending error caused by a communication
Hint disconnection, when the mobile device reconnects to
the computer, an unsent file will be automatically sent.

+ If a sending error occurs, click [Some files were not
sent (Error File List)] to show the [Rack2 Mobile Link -
Error File List] dialog box. You can check the mobile
device and file names for which sending failed in this
dialog box.
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A EEEEEEEEEEEEEEEEEEEEETN
Wait *  When the [Send] button is not shown, the available
alt.
Qzu?

PDF files are automatically sent to the mobile device
that is connected to the computer.

+ These items are disabled before a file is sent, when a
file is being sent, or when sending a file fails. Click the
[Stop] button to cancel the send process to a mobile
device and enable the [Close] button.
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Solutions to problems

< The mobile device cannot be connected.

Check the following:
» Basic setup (e.g. network setting)
* Mobile linkage setup
» Status of application for mobile linkage

* Basic setup (e.g. network setting)

Is the mobile device connected to wireless LAN?

= « |f there is more than one wireless router, confirm that the
computer and the mobile device are connected to the same
wireless router.
* Check the wireless LAN network settings, and make sure to
connect to the same network as the mobile device.

Is network connection for Rack2 Mobile Link blocked by security

software settings?

= Check your security software firewall settings. For configuring
settings such as exception registration, refer to your security
software manual or Help.
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Is "Rack2 Mobile Link" blocked in Windows Firewall?

= Unblock "Rack2 Mobile Link" in Windows Firewall. When you
start Rack2 Mobile Link, a message with an instruction for a
firewall may appear.

Rack2 Mobile Link

Dl Windows Security Alert notification may be popped up from Windows
| }
L Firewall.
In that case, click the [Unklock] button.
Mame: Rack2 Maohile Link

Lo J

For the firewall block warning that appears after clicking the [OK]
button, follow the instruction in the message.
Otherwise, perform the following.

*  When you clicked the [Cancel] button in Windows 7:

1. Select the [Start] menu - [Control Panel] - [System and
Security] - [Windows Firewall].
The [Windows Firewall] window appears.

2. In the left pane, select [Allow a program or feature
through Windows Firewall].
The [Allowed Programs] window appears.

3. Click [Change settings].

4. Select the [Rack2 Mobile Link] checkbox in the [Allowed
programs and features] list.

5. Click the [OK] button.

*  When you clicked the [Block] button in Windows Vista:

1. Select the [Start] menu - [Control Panel] - [Security] -
[Windows Firewall].
The [Windows Firewall] window appears.

2. In the left pane, click [Allow a program through Windows
Firewall].

3. Select the [Rack2 Mobile Link] checkbox in the [Program
or port] list.

4. Click the [OK] button.
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*  When you clicked the [Block] button in Windows XP:

1. Select the [Start] menu - [Control Panel] - [Network
Connections] - [Windows Firewall].
The [Windows Firewall] window appears.

2. Select the [Rack2 Mobile Link] checkbox in the
[Programs and Services] list on the [Exceptions] tab.
3. Click the [OK] button.
Note: If you selected [Ask Me Later], the firewall block
warning will be displayed again the next time the
program is started.

Wait + If anti-virus software shows a warning message, refer
alt: P
%3’? to the anti-virus software manual.

+ The name of the program which is allowed in a
warning message is either "Rack2 Mobile Link" or
"ScantoMobileTrans".

* Mobile linkage setup
Is ScanSnap Connect Application installed in the mobile device
that you are connecting the computer with?

= Install ScanSnap Connect Application in the mobile device.
ScanSnap Connect Application is for mobile devices and can be
downloaded from application markets such as the App Store.
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Is the port number configured correctly?

= Check the port number for the computer and the mobile device,
and specify an unused port number.
* Port number (computer)

1. Check the port number specified in the [Rack2 Mobile
Link - Basic] window of Rack2 Mobile Link installed in the
computer.

2. Ifthe port number is already being used, change the port
number.
Note:
- Make sure to specify the same port number for the
computer and the mobile device.
- The port number can range from 49152 to 65535.
» Port number (mobile device)
Check the port number specified in the mobile device. For
details, refer to "ScanSnap Connect Application User's
Guide".

» Status of application for mobile linkage

Is Rack2 Mobile Link running in the computer?

= Check if the "Rack2 Mobile Link" icon is displayed on the taskbar
of the computer. If not, perform the following to start up "Rack2
Mobile Link™:

1. Select the [Start] menu - [All Programs] - [Rack2-Filer] -
[Rack2 Mobile Link].

Is ScanSnap Connect Application running in the mobile device?

= Start up ScanSnap Connect Application in the mobile device,
and then connect to the computer.

Is the [Rack2 Mobile Link - Basic] dialog box displayed?

=  You cannot connect from the mobile device while the [Rack2
Mobile Link - Basic] dialog box is open.
Close the [Rack2 Mobile Link - Basic] dialog box first, then
connect from the mobile device.
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Is there a mobile device already connected?

= Only one mobile device can be connected to the computer.
Disconnect the mobile device that is already connected, then
connect your mobile device.

Is there a mobile device connected from another user account?

= Log in to the other user account, confirm that the computer can
be disconnected, and then disconnect from the mobile device.
Then, log back in to the previous user account and connect the
mobile device.

< The [Rack2 Mobile Link - Basic] dialog box does not
appear.

Does the [Rack2 Mobile Link] dialog box appear?

= When the mobile device is connected, the [Rack2 Mobile Link -
Basic] dialog box does not appear.
*  When the mobile device is connected

Perform the following.

1. Disconnect the connection from the mobile device.
2. Close the [Rack2 Mobile Link] dialog box.

3. Open the [Rack2 Mobile Link - Basic] dialog box.

¢ When the mobile device is not connected
Close the [Rack2 Mobile Link] dialog box, and open the [Rack2
Mobile Link - Basic] dialog box.
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B When exporting data to a mobile device
from a computer where Rack2-Filer and
ScanSnap are installed

For details about exporting data to a mobile device from a computer where
Rack2-Filer and ScanSnap Manager/ScanSnap Organizer are installed, refer to
the ScanSnap manual and the Scan to Mobile Help.

< Notes on installing

*  When ScanSnap is installed on a computer where Rack2-Filer has been
installed, the "Rack2 Mobile Link" settings for Rack2-Filer are carried
over.

*  When Rack2-Filer is installed on a computer where ScanSnap has been
installed, the following "Scan to Mobile" settings for ScanSnap are
carried over.

- Start up Scan to Mobile when you log on
- Wait until the [Send] button is clicked

- Password

- Port number

< Notes for uninstalling

If you uninstall either Rack2-Filer or ScanSnap Manager/ScanSnap Organizer
from a computer where both of these products have been installed, the
configured settings remain active and available.

SN, After uninstalling the product, [Start up Rack2 Mobile Link
Hint when you log on] in the [Rack2 Mobile Link - Basic] dialog
box ( [Start up Scan to Mobile when you log on] for

ScanSnap) may be cleared. If "Rack2 Mobile Link" (or
"Scan to Mobile") is not started when you log on after
uninstalling the product, select the checkbox again.
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< Notes on setting up the connection

When you set up the connection with a mobile device from the computer side,
use the [Scan to Mobile - Basic] dialog box for ScanSnap's "Scan to Mobile".
These settings are used for both Rack2-Filer and ScanSnap Manager/
ScanSnap Organizer.

< Notes on exporting to a mobile device

When exporting data to a mobile device from a computer where Rack2-Filer
and ScanSnap Manager/ScanSnap Organizer are installed, "Scan to Mobile" for
ScanSnap is started.

The displayed dialog box or icon for each operation is as follows.

*  When you select the Windows [Start] menu - [All Programs] - [Rack2-
Filer] - [Rack2 Mobile Link], the [Scan to Mobile - Basic] dialog box for
ScanSnap appears the first time Rack2 Mobile Link is started.

*  When you log on to the computer where [Start up Rack2 Mobile Link
when you log on] on the [Rack2 Mobile Link - Basic] dialog box is
selected, the [Scan to Mobile] icon for Scan to Mobile appears on the
taskbar.

Also, when connecting with a mobile device, the "Connected to a mobile
device which can be linked with ScanSnap." message appears from this
icon.
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Chapter 9

ANANAANANANANANAN AN

Creating a Photo Album

This chapter describes how to create a photo album with photos and documents
(such as brochures) imported to Rack2-Filer and how to use a photo album.

00000000000 000600000O0COC®OCO
I, Click the [Help] button to refer to the Help pages for the

H@) details of each item in the dialog box.
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9.1 Introduction to Photo Album
Function

The photo album function is used to import photos and documents to a photo
binder and create an album in Rack2-Filer.

This section describes the features of the photo album function and workflow of
creating a photo album.
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B Features of photo album function

"\ ( You can import photos and )
brochures using ScanSnap and
arrange the layout.

= "¢ Importing a source file = "< Importing a photo and

from a computer" (Page paper document (such as a
350) | brochure) using ScanSnap"

(Page 348)

(You can import digital camera
data from a computer and create
an album.

You can keep record of

memories by adding

comments to photos and

documents.

= " Editing a
comment" (Page 358) Ls5%

* You can freely arrange the location and size of photos and documents on the

page.
= "« Changing the display size/position of a photo/document" (Page 358)
* You can change the background color of a page.
= "<& Changing the background color of a page" (Page 355)
* You can export the photos or documents imported to binders as JPEG or PDF
files.
= "9.3 Exporting photos or documents from a photo binder" (Page 363)
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B Workflow of creating a photo album

1. Create a photo binder.

|"

(1) In the Rack2-Filer window, click Nl

Filer - Library Root/Library/New Cabinet

B Q B @ &

Binder Search 3-5helf Setup Help Exit

Racraruer = B

(2) In the [Binder Settings] dialog box, select [Photo] as Binder Type and
specify the binder title. To change the label type, click the [Label
Type] button to select the label type and then click the [OK] button.

Ny
MNew

Binder Settings (]
Spine ] General |

Binder Type: i Mormal " Card

(1) Select |
(2) Specify

Binder Title: ([ Album

Font/Size/Color:  Arial 12Pt

Binder Sub-Title: |

Font/Size/Colar. [Arial 2Pt e

™ Hide the binder title ¥ Hide the reference code ~ Preview -
Reference Codes

RefCode]:
RefCodet2:
RefDate: 8/ 32011 -

Label Colar: Blue hd - s d
Label Text: Label Type... . Scan Spine Image

I~ Add image to binder spine

& (e sbel € Above Tile € Belaw Tit " Whole Spine

(3) C“Ck !:atCh Erars ‘ Help ‘

When the [OK] button is clicked, the note on scanning photos with a
scanner appears.
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2. Scan a photo or paper document (such as a brochure) with
ScanSnap.

(1) Display the photo binder in the Rack2-Viewer window.

i< Double-click

Back side Before scanning photos

or documents, refer to the
TSI T notes in "M Importing a
photo and document"
(Page 347).

When scanning is completed, the scanned photo or brochure is
displayed in the binder.

L iz e =)

Y=
7]

|20

Biolelein g

frlmimre =
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3. Import a source file.

(1) Display the photo binder in the Rack2-Viewer window.

=

fricmniemioie el B

(2) Select a source file (such as digital camera data
and drag and drop it onto the page.

) on the computer

T —
When importing is completed, the source file is displayed in the

binder.
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4. Edit the page in the Rack2-Viewer window.

rChange the display size and

position of the photos.

= " Changing the
display size/position of
a photo/document”

_______ (Page 358)

Rearrange the photos.

= "< Moving photos or
documents (in the

same binder)" (Page
351)

xxxxxxxxxxxx

Enter a

comment.

= " Entering/
Adding a
comment”
(Page 358)

—

2z | P ST Change the background
- =1 color of the page.
= "<& Changing the
background color of a
page" (Page 355)

\II

' You can export the photos or documents in the photo album as
H"“%) JPEG or PDF files. For the operation, refer to "l Selecting a

photo or document and saving it" (Page 363).
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9.2 Creating a Photo Album

This section describes how to create a binder dedicated for photo albums
(photo binder) and import photos and documents and how to edit the imported
data.

B Creating a photo binder

The following describes how to create a binder to import photos and
documents.

Operatio@

1 « Select the cabinet in which you want to create a binder from
the directory tree.

= The content of the selected cabinet appears.

2. Click e
You can also right-click in an empty space in a cabinet and
select [New Binder].

= The [Binder Settings] dialog box appears.

3. Select [Photo] as Binder Type and configure other settings.
For more details, refer to "6.15 Changing Binder Settings" (Page 109).

4. Click the [OK] button.
= A photo binder is created.
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Importing a photo and document

There are two ways to import a photo/document to a created photo binder.
* Importing a photo and paper document (such as a brochure) using
ScanSnap
* Importing a source file from a computer

Wait If a photo, or thin, bent, or torn document is directly set in the
alt
%% ScanSnap and scanned, the photo or document may be

damaged and normal scanning may not be possible. It is
recommended that you use a Carrier Sheet for scanning such
documents.
For details on scanning with the Carrier Sheet, refer to the
Operator's Guide provided with the ScanSnap.
Note that the Carrier Sheet is not available for ScanSnap
S1300/S300.
Scan the photos at your own risk.
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< Importing a photo and paper document (such as a
brochure) using ScanSnap

The following describes how to import paper documents such as photos and
brochures to a photo binder.

Wait *  When scanning photos and paper documents (such as
alt
Qﬂf? brochures) to a binder using the ScanSnap, it is necessary

to use Rack2-Filer with the ScanSnap. For details about
how to link the ScanSnap with Rack2-Filer, refer to
"Chapter 5 Using the ScanSnap with Rack2-Filer" (Page
65).

*  When you scan a landscape format photo, place it
horizontally. Photos are displayed in the direction they
were scanned.

» Itis recommended to align the direction of each photo
according to the photographed image's orientation (portrait
or landscape) when scanning multiple photos at one time.

back side of the photo may also be scanned.

To not scan the back side of photos, the following settings in

ScanSnap Manager are recommended:

* Right-click the "ScanSnap Manager" icon and select
[Simplex Scan].

* In the [Scanning] tab of the ScanSnap Manager settings
window, select [Simplex Scan (Single-sided)] for [Scanning
side].

Wait When characters are printed on the back side of a photo, the
alt.
W
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Operatic@

1 « Insert a photo or paper document (such as a brochure) into
ScanSnap.

2. Open the page of the photo binder to which you want to
import the photo/document.

oy, Setting a default layout before importing photos or documents
Hint eliminates the need to change the layout after importing them.
For details about setting a default layout, refer to "< Setting a

default layout" (Page 355).

3 « With the Rack2-Viewer window displayed as the front
window on screen, press the scan button on the ScanSnap
device.

= Scanning starts and the photo or paper document (such as a brochure)
is added to the binder.

Wait When using ScanSnap S1100, press the scan button
alt!
Qzll? again after all documents have been scanned to end

scanning and add the photo or paper document (such as
a brochure) to the binder.

After importing a photo or paper document (such as a brochure) to a photo
binder, you can edit the binder pages by adding comments to the photo and
document and changing the display size and position of the photo and
document. To create a photo album, refer to "® Editing a page" (Page 351).
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Ny, You can import photos and paper documents (such as
Fint brochures) into the WorkArea using ScanSnap with Rack2-
Filer. For the procedure to import documents to the WorkArea,
refer to the following:
* "WorkArea Help" - "Scanning documents using the
ScanSnap"
+ "5.1 Using S1100/S1300/S1500 with Rack2-Filer" (Page
66) and "5.2 Using S300/S510/S500 with Rack2-Filer"
(Page 75)

< Importing a source file from a computer

The following describes how to import data, such as digital camera data stored
in a computer and source files (Word/Excel/PowerPoint document) created with
Microsoft Office products, into a photo binder.

Source files can be imported to the Rack2-Viewer window and WorkArea. For
the importing procedure, refer to the following:
* Importing to Rack2-Viewer window
"7.3 Importing Source Files" (Page 163)
* Importing to WorkArea
"WorkArea Help" - "Importing files to the WorkArea (using
Explorer)"

"WorkArea Help" - "Importing files to the WorkArea (using [Get File]
menu)"

After importing a source file to a photo binder, you can edit the binder pages by
adding comments to the photo and document and changing the display size and
position of the photo and document. To create a photo album, refer to "B Editing
a page" (Page 351).

The following file formats are supported:

BMP: Windows and OS/2 bitmap
PCX: Zsoft format (single page)
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JPG, JPEG: JPEG format

TIF, TIFF: TIFF format (Including multiple pages. Excluding
ZIP compression format.)

WMF: Windows metafile

PSD: Photoshop 3.0 format

PNG: Portable Network Graphics format

TGA: Truevision TARGA format

PCD: Photo CD format

FPX: FlashPix format

PDF: PDF files exported from Rack2-Filer or imported

using the ScanSnap (Other PDF files associated
with applications with printing functions are also
supported)
In addition to the above formats, files associated with applications with printing
functions are also supported.

B Editing a page

This section explains how to edit a page of a photo binder in the Rack2-Viewer
window.

< Moving photos or documents (in the same binder)

This section explains how to move photos or documents in the same binder by
dragging and dropping them. Movement by dragging and dropping is only
available in the same binder.

e
el
Select
Or right-click on the page and select [Photo/Document Selection

Mode].
= The "selection mode of photos, documents and comments” is

1. Click

L+
il
Select

switched to

2. Select a photo or document to be moved.

3. Drag and drop the photo or document to the new location.
= The photo or document is moved.
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< Moving photos or documents (into another binder)

This section describes how to move move photos or documents displayed in the
Rack2-Viewer window into another binder. There are two ways to move the
photos or documents into another binder.

+ Using clipboard to move the photos or documents

» Using WorkArea to move the photos or documents

Watt When using WorkArea to move the photos or

alt

w documents in a photo binder into a normal binder,
) one photo or document is imported as one page.

Also, photos or documents in a photo binder cannot
be moved into a card binder.

* Using clipboard to move the photos or documents

'y

=% . Or right-click on the page and select [Photo/Document
Select

Selection Mode].
= The "selection mode of photos, documents and comments” is

1. Click

o
sl

Select

switched to

2. Right-click on a photo or document to be moved and select [Move
Photo or Document to Clipboard].
= A message appears.

3. Click the [OK] button.
= The photo or document is cut and moved to the clipboard.
4. Display the destination binder in the Rack2-Viewer window.

5. Right-click on the page and select [Paste Photo or Document (from
Clipboard)].
= The photo or document is pasted from the clipboard.

Y If there is already a photo or document on the
Hint clipboard, a message will be displayed to confirm
whether to overwrite the existing one.
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* Using WorkArea to move the photos or documents

=
1. Click | (=% . Or right-click on the page and select [Photo/Document
Select

Selection Mode].
= The "selection mode of photos, documents and comments" is

L]
sl
Select

switched to

2. Right-click on a photo or document to be moved and select [Move
Photo or Document to WorkAreal.
= A message appears.

3. Click the [OK] button.
= The photo or document is cut and moved to the WorkArea.

4. Display the destination binder in the Rack2-Viewer window.
5. Display the WorkArea.
= The photo or document has been moved.

6. In the WorkArea, select the photo or document to be moved, and drop
it onto the destination Rack2-Viewer window.
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= The photo or document is moved from the WorkArea to the
destination binder.

s *  When photos or documents are moved, comments
Hint that are set for them are also moved.

*  When photos or documents are moved, their
borders and comments are also carried over.
However, the following information is changed
according to the layout settings of the destination
binder or page.

- The number of photos or documents that can be
allocated on a page, and whether to contain
comments

- Position and size of photos or documents

- Position and size of comments

« If there is not enough space to allocate photos or
documents on the destination page, move or
remove the allocated photos or documents from the
page, or add a new photo sheet or blank page
before moving them.

To add a new photo sheet, right-click on the page

where photos or documents are allocated and

select [Insert] - [Photo Sheet].

For details about adding blank pages, refer to "7.39

Adding Blank Pages" (Page 270).

< Changing the layout of the currently displayed page

The following describes how to change the layout pattern (the number and the
position of photos and documents allocated on one page, and whether to
contain comments) of the currently displayed page.

1. Open the page you want to change the layout and click 3;_;
Layout
Or right-click on the page and select [Manipulations] - [Page Layout].
= The [Layout Settings] dialog box appears.

354 |Racka-Filer User's Guide



2. Select a layout pattern and click the [OK] button.

N, * You can set a default layout before importing
Hint photos or documents. Setting a default layout
before importing photos or documents eliminates

the need to change the layout after importing them.
For details about setting a default layout, refer to "<
Setting a default layout" (Page 355).

* You can also change the layout of more than one
sheet by specifying multiple sheets.

1. Select the sheets for which to change the layout
using the multi-sheet selection procedure. For
details about specifying multiple sheets, refer to
"7.33 Specifying Multiple Sheets" (Page 253).

2. Right-click on the sheet and select [Page Layout
X-XX].
= The [Layout Settings] dialog box appears.

3. Select a layout pattern and click the [OK] button.

<& Setting a default layout

Setting a default layout for the binder allows you to import photos or documents
with the same layout pattern.

1. Right-click on a page of the binder for which you want to set a default
value and select [Default Layout Settings].
= The [Layout Settings (Default Value)] dialog box appears.

2. Select a layout pattern and click the [Set as Default] button.
< Changing the background color of a page
1. Right-click on the page where you want to change the background

color and select [Manipulations] - [Background Color].
= The [Set Color] dialog box appears.
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2. Select a color and click the [OK] button.

SN, You can set a default background color before
Hint importing photos or documents. Setting a default before
importing photos or documents eliminates the need to
change the background color for each page after
importing them.
You can set a default background color with the
following procedure.
1. Right-click on a page of the binder for which you
want to set a default background color and

select [Default Layout Settings].
= The [Layout Settings (Default Value)] dialog

box appears.

2. Select the [Page settings] tab and click the
[Background Color] button.
= The [Color] dialog box appears.

3. Select a background color and click the [OK]
button.
= The [Layout Settings (Default Value)] dialog

box appears again.
4. Click the [Set as Default] button.
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o * You can also change the background color of more
Hint P .
Q than one sheet by specifying multiple sheets.

1. Select the sheets for which to change the
background color using the multi-sheet
selection procedure. For details about the multi-
sheet selection procedure, refer to "7.33
Specifying Multiple Sheets" (Page 253).

2. Right-click on the sheet and select [Background
Color X-XX].
= The [Color] dialog box appears.

3. Select a background color and click the [OK]
button.
* You can also display the [Color] dialog box by doing

the following steps.
1. Open the page where you want to set the

background color and click 1|
Layout
2. Click the [Page Settings] tab and then click the
[Background Color] button.

<& Editing a photo/document

To perform the following operations, switch the "selection mode of photos,
= o

il i
documents and comments" to [F"5elect™ by clicking | Select  or right-clicking on

the page and selecting [Photo/Document Selection Mode].

¢ Deleting a photo/document
Right-click on a photo or document and select [Delete].

Ny, To restore a deleted photo or document, right-click on a
Hmtg photo or document and select [Undo].
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* Rotating a photo/document
Right-click on a photo or document and select [Right Rotated], [Half

Rotated] or [Left Rotated].

¢ Changing the display size/position of a photo/document
Select a photo or document and change the display size or move by

dragging and dropping it.

» Setting the border for a photo/document

1. Right-click on a photo or document and select [Border].
= The [Border] dialog box appears.

2. Specify whether to show the border, and configure the color and width.
Then, click the [OK] button.

SNl You can also open the [Border] dialog box with the
Hint following procedure:
1. Open the page where you want to set a border
and click @"
Layout

2. Select the [Page settings] tab and click the
[Border] button for the "Photo/Document”.

<& Editing a comment

To perform the following operations, switch the "selection mode of photos,

o o
el i
documents and comments" to I""Seleet™™ by clicking | Select | or right-clicking on

the page and selecting [Photo/Document Selection Mode]

* Entering/Adding a comment

1. Right-click on a photo or document and select [Edit comment].
You can also right-click on a comment and select [Edit].
= Comment entry becomes available.

If comments are not set, the comment field is added and comment
entry becomes available.
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2. Enter text as a comment.

After entry is finished, click on the page to confirm the text.

I, Up to 500 characters can be entered for a comment.

Hintg

Deleting a comment
After checking that the comment field is not in entry mode, right-click on
the comment and select [Delete].

L, To add a comment to a photo or document, right-click
H'mg on the photo or document and select [Edit comment].

Setting the horizontal position of a comment
Check that the comment field is not in entry mode. Right-click on a

comment and select [Align Right], [Align Center] or [Align Left].

Setting the vertical position of a comment
Check that the comment field is not in entry mode. Right-click on a

comment and select [Align Top], [Align Center] or [Align Bottom].

Changing the display size/position of a comment
Check that the comment field is not in entry mode. Select a comment
and change the display size or move by dragging and dropping it.

Changing the background color of a comment

. After checking that the comment field is not in entry mode, right-click on a

comment and select [Color].
= The [Set Color] dialog box appears.

. Specify a background color and click the [OK] button.

Changing the font type, size, and color of a comment
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1. After checking that the comment field is not in entry mode, right-click on a
comment and select [Font].
= The [Font] dialog box appears.

2. Configure the settings and click the [OK] button.

* Setting the border for a comment

1. After checking that the comment field is not in entry mode, right-click on a
comment and select [Border].
= The [Border] dialog box appears.

2. Specify whether to show the border, and configure the color and width.
Then, click the [OK] button.

SN, You can also set the border, background color, font and
Hint position of comments with the following procedure:
1. Open the page where you want to set a border

and click @"
Layout
2. Select the [Page settings] tab and configure
each setting in [Comment].

3. Click the [OK] button.

< Copying a photo or document

This section describes how to copy the photo or document currently displayed
in the Rack2-Viewer window. There are two ways to copy a photo or document.
» Copying a photo or document to the clipboard
» Copying a photo or document to the WorkArea

e Copying a photo or document to the clipboard

e
1. Click | (== . Or right-click on the page and select [Photo/Document
Select

Selection Mode].
= The "selection mode of photos, documents and comments" is

o
M
Select

switched to

2. Right-click on the photo or document to be copied and select [Copy
Photo or Document to Clipboard].
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= The photo or document is copied to the clipboard.

EEEEEEEEEEEEEEEEEEEEETRN
Wait Photos and documents cannot be copied by
alt!
%\r‘l{? selecting them and clicking %P .
A EEEEEEEEEEEEEEEENEEEENEDN

Y + |If there is already a photo or document on the
Fint clipboard, a message will be displayed to confirm
whether to overwrite the existing one.
+ To paste the copied photo or document, right-click
on the page and select [Paste Photo or Document
(from Clipboard)].

Copying a photo or document to the WorkArea

.y
1. Click | (&% . Or right-click on the page and select [Photo/Document
Select

Selection Mode].
= The "selection mode of photos, documents and comments" is

%
sl

Select

switched to

2. Right-click on the photo or document to be copied and select [Copy
Photo or Document to WorkArea].
= A message appears.
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3. Click the [OK] button.
= The photo or document is copied to the WorkArea.

.
L

Hintg

When photos or documents are copied, comments
that are set for them are also copied.

When photos or documents are copied, their
borders and comments are also carried over.
However, the following information is changed
according to the layout settings of binder or page
where photos or documents are pasted, or the
layout settings of the destination binder or page.

- The number of photos or documents that can be

allocated on a page, and whether to contain
comments

- Position and size of photos or documents
- Position and size of comments

If there is not enough space to allocate photos or
documents on the page where the copied ones are
pasted or moved, move or remove the allocated
photos or documents, or add a new photo sheet or
blank page before moving them.

To add a new photo sheet, right-click on the page
where you want to allocate photos or documents,
and select [Insert] - [Photo Sheet].

For details about adding blank pages, refer to "7.39
Adding Blank Pages" (Page 270).

In addition to the above, the following annotations can also be added.
+ "7.14 Adding a Sticky Note to a Page" (Page 185)
+ "7.15 Adding a Highlight to a Page" (Page 187)
+ "7.16 Setting a Hyperlink to a Page" (Page 189)
« "7.17 Affixing a Stamp to a Page" (Page 192)
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9.3 Exporting photos or documents
from a photo binder

You can save the photos or documents imported to binders as JPEG or PDF
files. There are two ways to save photos or documents.

+ Selecting a photo or document and saving it

» Selecting multiple photos or documents and saving them

EEEEEEEEEEEEEEEEEEEEEEEETR
Waiﬂ%ﬂ’? *  When you specify the JPEG file format to save a photo or
document, the imported data is converted to JPEG (24bit
) Color) and saved.
When you specify the PDF file format to save a photo or
document, the imported data is converted to PDF and
saved.
» Even if you rotate ([Left Rotated], [Right Rotated], or [Half
Rotated]) or run OCR on photos or documents in the
Rack2-Viewer window, the saved file will not be changed.

B Selecting a photo or document and saving it

Save a photo or document as a JPEG or PDF file.

Operati(@
> in the Rack2-Viewer window. Or right-click on

we
|

1. Click | !
Select

the page and select [Photo/Document Selection Mode].
= The "selection mode of photos, documents and comments" is switched

o
al

Select

to
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2 « Right-click on the photo or document and select [Export
Photo or Document].

= The [Save as] dialog box appears.

3. Specify the save location, file name and file type, and click
the [Save] button.

B Selecting multiple photos or documents and
saving them

You can save photos or documents across multiple pages at once.

The way the files are saved differs according to the selected file type.
+ JPEG format

One photo or document is saved as a JPEG file.
+ PDF format

Multiple photos or documents are saved as a single PDF file.

Operatio@

1 « In the Rack2-Viewer window, open a page that contains a
photo or document to be saved.

2. Right-click on the page, and select [Print/Mail/Export] -
[Export Photo or Document].

= The [Save Photo or Document] dialog box appears.

3. Select the pages and the file type of the photos or
documents to be saved, and click the [OK] button.
To save the currently displayed page only, select [Current Page Only].
To save multiple photos or documents, select [Photo and Document
Range] and specify the pages and photos. For the photo or document

number (1 or 2), check the tooltip that is displayed when you hover the
mouse pointer over a photo or document.
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The dialog box displayed differs according to the selected file type.
* JPEG 24bit Color
The [Browse For Folder] dialog box appears.
 PDF
The [Save as] dialog box appears.

4. Specify the storage location and file name, and click the
[OK] or [Save] button.
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9.4 Notes for Using Photo Binder

When you use a photo binder, there are operations that require caution or that
cannot be performed.

B Operations that require caution

< Importing and exporting a binder

* A photo binder can be exported only in "Rack2 Binder (*.rk2)" format or
"Rack2 Binder with embedded Viewer (*.exe)" format.
= "6.24 Exporting a Binder" (Page 132)

* Only "Rack2 Binder (*.rk2)" format can be imported.
= "6.25 Importing a Binder" (Page 134)

< Saving

* When all the pages in a binder are saved in the "Data File (*.pdf + *.ini)"

format, the pages are saved as a normal binder, and photos and
documents cannot be edited.
When importing a binder that was saved in the "Data File (*.pdf + *.ini)"
format, it is imported as a normal binder. A photo binder that was saved
in the "Rack2 Binder (*.rk2)" format can be imported as a photo binder.
= "7.23 Saving All Pages in a Binder as a New File" (Page 220)

* When the selected sheets are saved in the "Data File (*.pdf + *.ini)"

format, they are saved as a normal binder, and photos and documents
cannot be edited.
When importing a binder that was saved in the "Data File (*.pdf + *.ini)"
format, it is imported as a normal binder. A photo binder that was saved
in the "Rack2 Binder (*.rk2)" format can be imported as a photo binder.
= "7.24 Saving Sheets as a New File" (Page 223)
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<& Editing a sheet

*  When a sheet is moved into a normal binder, the sheet is imported as a
normal binder sheet. (*1)
= "B Moving sheets into another binder" (Page 242)

* When a sheet is moved to the WorkArea, data is moved in units of
photos or documents. Comments are carried over. (*2)
= "B Moving to the WorkArea" (Page 247)

* When a sheet is copied into the WorkArea, data is copied in units of
photos or documents. Comments are carried over. (*2)
= "W Copying a single sheet to the WorkArea" (Page 251)
= "W Copying multiple sheets to the WorkArea" (Page 251)

+ Sheets can be pasted into photo binders and normal binders (*1).
Sheets cannot be pasted into card binders.
= "7.32 Pasting Sheets" (Page 252)

<& Editing a page

+ When a page is copied into the WorkArea, data is copied in units of
photos or documents. Comments are carried over. (*2)
= "B Copying pages to the WorkArea" (Page 266)
» Pages can be pasted into photo binders and normal binders (*1).
Pages cannot be pasted into card binders.
= "7.36 Pasting Pages" (Page 267)
*1: When sheets or pages are moved or pasted from a photo binder to a normal
binder, they are imported as normal binder sheets or pages, and cannot be
edited.

*2: When sheets or pages are moved or copied from a photo binder to the
WorkArea, data is moved or copied in units of photos or documents. In this
case, comments that are set for the photos or documents are carried over
but the following information is removed.

- Divider sheets
- Blank pages
- Annotations
- Key text blocks
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< Creating Key Text Blocks by OCR

*  When creating key text blocks by OCR, the text recognition rate
achieved will be different according to the size of the photos and
documents allocated on the page. When the size of the photo or
document is small, the text recognition rate is low.

= "6.22 Running OCR on a Binder to Create Key Text Blocks" (Page
129)

= "B Run OCR on a specified region of a page" (Page 202)
= "B Run OCR on a specified sheet" (Page 203)

B Operations that cannot be performed

Although they can be performed for a normal binder, the following operations
cannot be used for a photo binder.

< Importing data

» Scanning photos or documents using an Image Scanner fi Series
Scanner

* Importing data using the print menu of another application
+ Rack2 Folder Monitor Software (automatic file import)

<& Correcting a page

+ Turn a page upside-down
* Rotate a page 90 degrees
+ Deskew the contents of a page

< Using a table of contents

+ Editing the contents list
+ Printing contents page
« Changing the order of contents on the contents page
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<& Searching

« Extracting text during import
+ Highlighting search results

< Editing a sheet

+ Deleting sheets on one side

<& Using a source file

* Importing a source file

< Using an Unread Files page

« Displaying an Unread Files page

<& Using ScanSnap data

« Outputting Pages to Microsoft Word/Excel/PowerPoint
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Chapter 10

ANANAANANANANANAN AN

Other Functions

This chapter describes other functions of Rack2-Filer.
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10.1 Sending Data from Other
Applications

Data can be sent from the print menu of other applications. This operation is
similar to that of printing using Rack2-Filer.

Operati(@

1 « Start another application (such as Word) and select "Print"
from the menu.

r .|
Print @I&J
Printer
Name: 5 RakuZ2 ImageWriter IZ| | Properties
Status:  Idle Find Printer...
Type: Raku 2 ImageWriter =
Where:  RakuZPort || Print to file
Comment: || Manual duplex
Page range Copies
@ Al 2

MNumber of copies: |1

Current page Selection

) Pages: 3 .1? 7] Callate

Type page numbers and/or page 1 1
ranges separated by commas counting
from the start of the document or the

section. For example, type 1, 3, 5-12
or pisi, pis2, pi=3-p8s3

Print what: |Document IZ| Zoom

Print: All pages in range IZ| Pages per sheet: 1page |E|
Scale to paper size: | Mo Scaling |z|

| Options... | oK | | Cancel |

= The [Print] dialog box appears.

2 « Specify "Raku2 ImageWriter" as the printer name and click
the [Properties] button.

= The [Raku2 ImageWriter Advanced Document Properties] dialog box
appears.
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3 « Configure the settings.

= Raku2 ImageWriter Advanced Document Properties &J

[ Aduanced |

= Raku2 ImageWriter Advanced Document Settings
'—@ Document Options
Lo ]

: Portrait
Color Color
Rezolution: 200
MetaFile Spooling: OFF

[ Ok ] [ Ciancal

e Paper Size

Choose the size of paper for printing.

The option may not be available for some applications.
* Orientation

Choose portrait or landscape printing.

The option may not be available for some applications.
* Color

Set the print color to black&white or color.

The option may not be available for some applications.
* Resolution

Choose the resolution.

The option may not be available for some applications.
* MetaFile Spooling

Choose "OFF", normally.
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4. Click the [OK] button.
= Returns to the [Print] dialog box.

5. Click the [OK] button.
= The [Binder Selection] dialog box appears.

A EEEEEEEEEEEEEEEEEEEEETN
Wait The display order of the [Binder List] in the [Binder

alt!

Q'{V?

Selection] dialog box may be different from that of the
binders in the cabinet. This can cause problems if multiple
binders share the same name.

6 = Select the binder to which the data is to be sent and click the
[OK] button.
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.
14 Binder Selection = B

Binderwiorkirea List

- § Library Roat
([ Server [Shared]
=

=R Server [John)

=8 E Esiness ]
1= ] Sales documentations

[ Product brochures
[ Mewspapers.. and business magazines
[ EBrochures

o[ Meeting documertation

o-[1] Customer information

7-[[] Business negatiations

b-[1] Mainterance

o-[[] Others

ling

FE= e W e

B[] Bi

Carcel

[ BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN BN I
1 * For aLibRoot folder that is not shown in the Rack2-Filer

Hint ) window, [Hidden] is displayed before the LibRoot Alias.
C » For a card binder, [CARD] is displayed before the title.
» For a photo binder, [Photo] is displayed before the title.

= Data is added to the specified binder.
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10.2 Inserting Files using Rack2
Folder Monitor Software

With Rack2 Folder Monitor Software, you can add files to a binder or to the
WorkArea (configured in advance) by dragging them to the desktop icon (Rack2
Folder Monitor Software icon) without opening the Rack2-Viewer window.

In addition, you can set a folder, and the files copied or moved to the folder can
be added to the binder automatically.

To insert files using Rack2 Folder Monitor Software, it is necessary to install
"Rack2 Folder Monitor Software" from the setup CD-ROM.

The following are the instructions for the installation, uninstallation,
configuration, and use of "Rack2 Folder Monitor Software".

Wait + This function is only for users with Rack2 Folder Monitor
alt
%\ryy Software installed.

» Confirm that you have installed both Rack2-Filer and
Rack2-Viewer. If not, install Rack2-Filer first.
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B Installing Rack2 Folder Monitor Software

Operatw

1 » Insert the setup CD-ROM into the CD-ROM drive.

Setup
CD-ROM

= The Rack2-Filer setup main window appears.

2 « Click the [Install Rack2 Folder Monitor Software] button.
= The installation wizard appears.

3. Click the [Next] button.

Rack2 Felder Monitor Software Setup L&J

Welcome to the InstallShield Wizard for Rack2
Folder Monitor Software

The InstallShield ‘izard will install Rack2 Folder Monitor
Software on your computer. To continue, click MNexst.

) o]

= The "Show product license" window appears.
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4. Confirm the terms and conditions of the "Product License
Agreement” by clicking the [Yes] button.

Rack2 Folder Monitor Software Setup

Show product licensze

Prezs the PAGE DOWN key to see the rest of the agreement.

END-USER LICENSE AGREEMENT -
FOR RACKZ FOLDER MONITOR SOFTWARE

Thiz End-User License Agreement ['EULA") is a legal agreement between
the ariginal purchaszer of this software or the purchaser's assignee

and PFU LIMITED(["PFU"] for the PFU software knawn as the Rack?2 Folder
Monitar Software, including the associated media ["Software').

BY IMSTALLING, COPYING, DR USING THIS SOFTWARE. YOU AGREE TO
BE BOUND BY THE TERMS OF THIS ELLA. IFYOLU DO NOT AGREE TO =

Do you accept all the terms of the preceding License Agreement? I pau | Brint |
select Mo, the setup will close. To install Rack? Folder Maritor S oftware, -

pou must accept this agreement.
‘ < Bacl @ Mo |

If you click the [No] button, the installation will be terminated.

To install "Rack2 Folder Monitor Software", you must accept the terms of
the product license agreement.

= The "Show README" window appears once you click the [Yes] button.

5. Confirm the content of "README" and click the [Next]

button.
"README" contains content not included in the manual, such as important
notices for installation and reference information. Make sure to confirm the

content.

=)

Rack2 Folder Menitor Software Setup

Show README .

a~

Fead README file.

Rack? Folder Moritor 5 oftware README docurnent

FFL LIMITED

- Contents -

1. Cautions for [nstallation
2. Cautions for Removal
3. Paints to note when upgrading your version of Rack2-Filer

< 1 3

Cal ) D]

——

= The "Install Option" window appears.
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6 « Select the options as necessary and click the [Next] button.

Rack2 Folder Menitor Software Setup tihj
‘@_'-h

"—A-.

Install Option

Specify ingtallation options.

[ liwtomatically run on starbug

| <Ea; “ Mest > | | Eancel |

= The "Start Copying Files" window appears.

o, The installation directory is set as the Rack2-Filer folder.

Hintg

7. Click the [Next] button.
= "Rack2 Folder Monitor Software" is installed.
The "InstallShield Wizard Completed" window appears upon completion of
installation.

8- Click the [Finish] button.
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B Uninstalling Rack2 Folder Monitor Software

Operatio@

1 «On the [Start] menu, click [Control Panel].

= The control panel is displayed.

2.Click [Uninstall a program].

= The [Uninstall or change a program] dialog box appears.

3. Select "Rack2 Folder Monitor Software™" from the list of
installed programs.

4.Click the [Uninstall] button.

= The message to confirm file deletion appears.

5.Click the [OK] button.

= Rack2 Folder Monitor Software is uninstalled.
The window showing that uninstallation is complete appears when
finished.

6.Click the [Finish] button.

= Uninstallation of Rack2 Folder Monitor Software is complete.

B Configuring Rack2 Folder Monitor Software

Operatio@

1 = Double-click the Rack2 Folder Monitor Software icon ( -:" ‘?)
on the desktop. Or double-click the icon on the taskbar.
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SR G 15014

When the operating system is Windows 7, clicking E on the taskbar

displays the Rack2 Folder Monitor Software program icon (g).

= The "Rack2 Folder Monitor Software Setting Dialog" window appears.

2 « Configure the settings.

..? Rack2 Felder Monitor Software Setting Dialog

Rack? Folder Monitar Iother Settings i

MNo. | Monitoring | D&D | Name | Monitored Folder

1 OK World Topics CUsers\center\Documents\Report

2 OK * Estimation C\Users\center\iDocuments\ScanSnap\Docu
< | 1 ] ¢
—— Mo 1 v [Select to activate this folder monitoring schemal

Monitor Mame : |W0r|d Topics

Monitored Folder : |C: WUsershcenter\Documents\Report

Erowsze.. I

Target Binder :
Ihzert new pages at : (¢ Front of binder

Check folder every :

I 0 minutes (0-360)

ILibRoot—?:Library ADocuments TWFeport B

" Back of binder

Add

I~ Default folder for drag and drop (D&D)

Select.. I

i Edit i Delete i

o]

Cancel | Apply |
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* [Select to activate this folder monitoring schema]

Used to activate this monitor setting.

¢ Monitor Name

Used to set a name in the monitoring settings.

¢ Monitored Folder

Used to select the monitored folder.
Click the [Browse] button to open the [Browse For Folder] dialog box, and
select a folder from the list.

* Target Binder

Used to select which binder will be used to store the files from the folder.
Click the [Select] button to open the [Binder Selection] dialog box, and
select a binder from the list.

* Insert new pages at

Used to set whether to insert new pages before or after current sheets in
the binder.

* Check folder every
Used to specify the monitored interval within the range of 0-360 minutes.
The default setting is 0.

* Default folder for drag and drop (D&D)

Used to select the default folder for the drag and drop function when the
files are dropped on the desktop icon of Rack2 Folder Monitor Software.

* Add

When adding settings, click after setting the "Monitor Name" and
"Monitored Folder".

Up to 30 settings can be stored.

* Edit
When changing settings, click after settings have been changed.

* Delete
To delete a setting from the list, select it and click the [Delete] button.

* Apply
Click the [Apply] button to apply the current settings.
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Settings that have been added or changed will not
become valid immediately, even if they are reflected to the
list of settings. Click the [OK] button and close the
configuration window to enable the settings.

Wait!

% Rack2 Folder Monitor Software Setting Dialag &J

Rack? Folder Monitor  Other Settines |

Incoming file auto-deletion (0="never delete”)

Delete files from “Success" folder after : 1 days (0-999)
Delete files from “Fail” folder after : 30 days (0-999)

Motification method
" Motify of the Rack? Folder Monitor Software status using pop-up balloon
&+ Do not notify of the Rack?2 Folder Monitor Software status using pop-up balloon

(0] 4 | Cancel Apply

* Delete files from "Success" folder after
If data is successfully inserted, a copy is stored in a folder created in the
"Success" folder under the monitored folder. The name of the folder
created shows the date the file was inserted. Set the storage period for the
stored file.
The storage period can be set to 0 - 999 days. The storage period is 30
days by default.
If "0" is set, the file cannot be deleted.
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* Delete files from "Fail" folder after
If data is not successfully inserted, a copy is stored in a folder created in
the "Fail" folder under the monitored folder. The name of the folder created
shows the date of the failure. Set the storage period of the stored file.
The storage period can be set to 0 - 999 days. The storage period is 30
days by default.
If "0" is set, the file cannot be deleted.

* Notify of the Rack2 Folder Monitor Software status using pop-up
balloon

Select this to notify the state of Rack2 Folder Monitor Software by a pop-up
balloon.

* Do not notify of the Rack2 Folder Monitor Software status using
pop-up balloon

Select this to not notify the state of Rack2 Folder Monitor Software by pop-
up balloon.

3. Click the [OK] button.

= The settings are configured.
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B Importing data

Operatio@

1 « Copy or move the files to be stored in Rack2-Filer to the
monitored folder.
Or drop the files on the "Rack2 Folder Monitor Software"

desktop icon L/ Y.
pi @'@[

= The files are inserted into the target binder.
If successfully inserted, a file copy will be moved to the "Success" folder. If

unsuccessful, a file copy will be moved to the "Fail" folder.

N, *  When files are dropped on the icon, they are copied to
Hint the monitored folder and inserted into the target
binder.

» To configure settings for the monitored folder and
target binder to where files are dropped, refer to
"Configuring Rack2 Folder Monitor Software" (Page
380).
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Waitl » Drop the files on the icon while the Rack2-Viewer
alt.
QE'V? window is closed.

* If you drag and drop multiple files at the same time, the
order of the files stored in Rack2-Filer is random.

* Itis recommended that all the backup files saved in
the "Success" and "Fail" folders be deleted after all
data has been stored.

* For data with high resolution (400 dpi or more) and
multiple colors, it may take longer to complete data
storage (especially for horizontal format files).

* Rack2 Folder Monitor Software will NOT import a file
into a binder if a user has the Target Binder open. The
Rack2 Folder Monitor Software program will wait until
the user closes the Target Binder before importing the
document.

* Rack2 Folder Monitor Software locks the Target
Binder until it has finished importing its documents,
preventing other users from opening the binder.

*  When importing password-protected or print-restricted
PDF files, select the "When inserting pages from
password protected and printing-restricted PDF files,
attach source files instead of showing actual contents"
checkbox on the [Page Insertion] tab on the [Rack2-
Viewer Settings] dialog box.

When importing a password-protected or print-
restricted PDF file, the contents of the file are
displayed in the Rack2-Viewer window, and the PDF
icon is displayed at the bottom of the page.

Clicking on a PDF icon starts Adobe Acrobat or Adobe
Reader.

If cleared, an error occurs during importing, and the
file will be placed in the "Fail" folder.
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Wait *  When importing password-protected Microsoft Office
alt!
Q_{l/? files, a password input dialog box appears. Entering

the password and clicking the [OK] button imports the
file. However, when the password input dialog box is
displayed, Rack2 Folder Monitor Software cannot
import files. Therefore, password protection is not
recommended.

Clicking the [Cancel] button cancels the import
process, and places the file in the "Fail" folder.
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Rack2-Filer
Backup & Restore Tool

This chapter describes how to backup and restore data.

Rack2-Filer Backup & Restore Tool allows you to backup libraries, cabinets,
and binders, and to restore binders from the backed up data.

The data in the WorkArea can also be backed up and restored.

Wait * Only users who have installed Rack2-Filer can use Rack2-
alt.
Q&U? Filer Backup & Restore Tool.

» Data backup/restoration should not be performed while the
Rack2-Filer application is running. After exiting Rack2-
Filer, backup/restore data.

* Do not launch Rack2-Filer during backup/restoration.
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11.1 Launching/Closing Rack2-Filer
Backup & Restore Tool

This section describes how to launch and close Rack2-Filer Backup & Restore
Tool.

B Launching Rack2-Filer Backup & Restore
Tool

Operatio@

1 « On the [Start] menu, point to [All Programs], and then select
[Rack2-Filer] - [Backup & Restore Tool]
= Rack2-Filer Backup & Restore Tool is started.

B Closing Rack2-Filer Backup & Restore Tool

Operatio@

1 « Click the [x] button in the upper right corner of the window.
= Rack2-Filer Backup & Restore Tool is closed.
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11.2 Opening the Backup Settings
Window

This section describes how to open the backup settings window.
The backup target and backup destination can be set in the backup settings
window.

Operation@

1 « On the [Rack2-Filer Backup & Restore Tool] dialog box, click
the [Backup] tab.

= The following window appears.

- Rack2-Filer Backup & Restore Tool &J
Mo, Target | LibRoot Path Backup To.. Last Backup Result
1 LibRoot-2 CitUsershiniD. Gi\Jsersh\ihRack?..  9/1/2009 11:27:24 AM OK
2 Wiork Area = Citlzersh, “Rack?.. 7/21/2009 5:30:34 PM 0K

Backup ] Restore | Other |

Schema Mol
Tareet LibRoot: ]LibRoot—? (C:\Uzersh “DocumentsRaku2PersonaliLibRoot?) j

Backup Targets: Select..
Backup To: 10: Wlzersh “Rack?2 backup Erowze..

Mew Schema pply C e ‘ Delete Schema |

| Fun Selected Backup Schema Mow |

oK | Cancel |
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Item

Description

Target

LibRoot folder name set in Rack2-Filer.

LibRoot Path

LibRoot folder path set in Rack2-Filer.

Backup To

Target path to save backup data

Last Backup

The last backup date

Result

The last backup result shows in either of the following:
OK (Succeeded), NG (Failed), or -- (Not complied with)

Target LibRoot

Select the target LibRoot folder to be backed up.
Select "WorkArea" to backup the WorkArea.

Backup Targets
[Select] button

Used to open the Backup ltems Selection window.
This cannot be selected if "WorkArea" is selected for the
LibRoot folder to be backed up.

Backup To

Shows the folder path to be stored backed-up data.
Click [Browse] and select the backup destination.

[New Schema] button

Used to add new backup settings.

[Apply Changes] button

Used to edit existing backup settings.

[Delete Schema] button

Used to delete backup schema according to the contents
in the Confirm Deletion window.

[Run Selected Backup
Schema Now] button

Used to back up according to the selected backup
schema in the setting list.

[OK] button

Used to save settings and close the window.

[Cancel] button

Used to close the window without saving.

[Apply] button

Used to apply and save settings.
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11.3 Adding a Backup Schema

This section describes how to add a backup schema (backup target and backup
destination).

Operatio@

1 « On the [Rack2-Filer Backup & Restore Tool] dialog box, click
the [Backup] tab.

= The menu on the [Backup] tab appears.

2. Select the LibRoot folder in which the data to be backed up
is stored for "Target LibRoot".

3. Click the Backup Targets [Select] button.
= The [Backup ltem Selection] dialog box appears.
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Backup Iter Selection

[CLibrary
[ILibrary D
[ILibrary E
[ILibrary F

I™ Backup all Libraries and Gabinets

Cabinet List:

[ 1Documents 1
[1Documents 2
[1Documents 3
[CPictures 1
[Pictures 2
[C10thers

Select All | Desslect All |

T St |

Item

Description

"Backup all
Libraries and

Cabinets" checkbox

If checked, all libraries and cabinets will be
backed up.

Library List

Shows libraries in the list.

When selecting the desired library
checkbox, all cabinets in that library will be
backed up.

Cabinet List

Shows all cabinets in the library selected
from the library list.

Select All

Used to select all checkboxes in the cabinet
list.

Deselect All

Used to deselect all checkboxes in the
cabinet list.

[OK] button

Used to save the settings and close the
window.

[Cancel] button

Used to close the window.
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4. Select the backup items.

Backup Item Selection

[~ Backup all Libraries and Cabinets
Library List: . —Cabinet List:

L [w|E=timation
library B

¥|Sales
[T [vlFeatures
[ILibrary D [¥|Scheduls
[CLibrary E [w|Members
[ILibrary F

Select All | Desslect All |

oK I Cancel I

e

To back up and restore all data in the LibRoot folder at once, check
"Backup all Libraries and Cabinets". In this case, all the data in the
LibRoot folder can also be restored from the backed up data.

When restoring a binder in the selected library or cabinet, restoration is
performed in units of binders.

5. Click the [OK] button.
= The [Backup Item Selection] dialog box will be closed.
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. * Backup can be performed in units of LibRoot folders,

Hint libraries, or cabinets.
« If "Backup all Libraries and Cabinets" is checked,

libraries and cabinets added after the setup are also
backed up.
+ Checking states in "Library List" are as follows:
Checked: Regardless of timing (before or after
selecting the library), all cabinets will
be backed up.
Unchecked: Only cabinets checked in "Cabinet
List" will be backed up. After setup,
added cabinets will not be backed

up.

6. Specify the location for the backup data in [Backup To].

7. Click the [New Schema] button.
= A new backup schema is set.
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11.4 Running a Backup Schema

This section describes how to run backup.

Operation@

1 « On the [Backup] tab, click the [Backup Now] button.
= The [Confirm Backup] dialog box appears.

Confirm Backup &J

OF to run thiz backup now?

ez o

I~ hutdown the computer after the backup finishes:

Item Description
[Yes] button Starts backup processing.
[No] button Returns to the backup setting window.
"Shutdown the If checked, computer will be shutdown
computer after the after the backup finishes.
backup finishes"
checkbox

2. Click the [Yes] button.
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Wait! )
\

If the binder is opened or edited, when clicking the [Run

Selected Backup Schema Now] button, the following

message appears and backup cannot be executed.

[

Rack2-Filer Backup & Restore Tool

‘ . Some binders are open or in registration process.
'0-' Perform the backup after the operation of binder finishes

Detection Information

Library &
Documents 1
Salez Report

Library
CGabinet
Binder

In this case, close Rack2-Filer, and then click the [Run
Selected Backup Schema Now] button to run backup.

Do not open the "Backup To" folder while backup is in
progress.

Only the libraries and cabinets specified in the backup
selection window are saved to the "Backup To" folder.

If "Backup To" folder includes libraries and cabinets that
are not specified in the backup selection window, they will
be deleted.

The amount of free space available in the drive to be used
for storing the backup folder must be at least twice the size
of the target backup data.
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11.5 Opening the Restore Window

This section describes how to open the restore window.

Operation@

1 « On the [Rack2-Filer Backup & Restore Tool] dialog box, click

the [Restore] tab.

= The menu on the [Restore] tab appears.

. Rack2-Filer Backup & Restore Tool &J
Mo, Target | LibRoot Path Backup Ta.. Last Backup Result
1 LibRoot-2 Citlsershinnh.,  GiUsershiow \Rack..  10/8/2008 10:3260 AM QK
2 Wark frea = Cizershy “Rack.. 10/8/2008 10:31:24 &AM OK
Backup FRestore ]Other |
Schema Mol
Restore From: |O: Wzersh “Rack? backup

™ Restore all Libraries and Cabinets

Erowsze...
]

Restore To: ]!?' Slzersh YDocumentziRaku?PersonalDocument RoothLibroc
Select Backup & Restore Data.. ‘
oK | Cancel
Item Description

Restore From

Shows the restore folder path of a selected row. The
data in the folder displayed is used for restoration.
Click [Browse] and change the target data for restoration.
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Item

Description

"Restore all Libraries"

Shown when all libraries have been backed up.
Checked when all cabinets of all libraries are to be

checkbox
restored.
Shown when the "Restore all Libraries" checkbox is
selected.

Restore To

Click [Browse], and specify the target folder path for
saving the restoration data.

[Select Binder to Restore
Now] button

Used to open the Select Backup & Restore Data window.

. A Y
Hint

1, Restoration can be performed in units of binders or

LibRoot folders (all libraries).
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11.6 Restoring the Data in LibRoot

Folder

This section describes how to restore all backed up data in LibRoot folder at

once.

Operati(@

1 « On the [Rack2-Filer Backup & Restore Tool] dialog box, click

the [Backup] tab.

.- Rack2-Filer Backup & Restore Tool

b Cihllzersh
Cihlzersh

[ERoot-2 C:sersy
Winrk Area Z

Backup Festore ]Other |

Schema Mol

Resztore From: JO: Wlzersh “Rack? backup

Erowsze...

2 « Select "Restore all Libraries and Cabinets" and specify the
folder to which data should be restored in "Restore To".

3 « Click the [Select Backup & Restore Data] button.
= A confirmation message for starting the restoration process appears.

4. Click the [OK] button.

= Data is restored to the folder specified in "Restore To".
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11.7 Restoring a Specified Binder

This section describes how to restore a specified backed up binder.

Operatiw

1. On the [Rack2-Filer Backup & Restore Tool] dialog box,
[Restore] tab, select a backup target from the list.

.- Rack2-Filer Backup & Restore Tool

bRoot Path

Backup Festore ]Other |

-Schema Mol

Restore From: ]Oi Wsersh, “Rack? backup Browse..

= The folder path is displayed in "Restore From".
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2. Click the [Select Binder to Restore Now] button.
= The [Select Binder to Restore Now] dialog box appears.

Select Backup & Restore Data

[SX=

(+ Binder Backup

Select a backed up binder:
{Binders must be individually restored, one by one)

»

=] Library A
] Documents 1
|_-‘ Documents 2
|| Dacuments 3
[ Pictures 1

- Pictures 2

[ [1] Others
o Librare B 57

v

Restore to the following cabinet:

W Warld Report
@ Plan 1
'] Competition Report

- :_: LibRoot Tree

Cloze

Item Description

Select a backed up
binder

Backed up libraries, cabinets, and binders are
shown in tree structure.

Restore to the
following cabinet

Shows the current configuration of Rack2-Filer.

[Restore Now] button

Used to restore a file.

[Close] button window.

Used to close the Select Backup ltem & Restore
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3. Select the backed up binder to be restored.

Select Backup & Restore Data

=5

+ Binder Backup

Select a backed up binder:

{Binders must be individually restored, one by one)

Documents 2
|_ Documents 3
|_ Pictures 1
Pictures 2
|_ Others

S Library B

\'I

Hintg
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@ cao mpetition Report

"Backup Tree" under "Select a backed up binder" has
the library and cabinet name at the time of being
backed up.

Binders for which backup failed are not shown.

For data which has not been changed a LibRoot
folder, if the WorkArea restore process is performed,
all backup data of the WorkArea folder sub folders is
replaced.



4. Select the cabinet as restore destination.

Select Backup & Restore Data L&J

" ‘Waork firea Backup
(* Binder Backup

Select a backed up binder:
{Binders must be individually restored, one by one)

EE Library & ]
Documents 1 — W world Feport
Documents 2 ‘, @ Plan1

t Epc;umen:s d [ Competition Report
| Pictures
|_ Pictures 2
|_ Others

S Library B =

¥

[t

Restare to the following cabinet:

B ;: LibRoot Tree W Mew Binder
[-{] Default Library

Restare Mow Cloze

Wait The binder name displayed cannot be selected.
alt.

N

5. Click the [Restore Now] button.
= A confirmation message appears.

6. Click the [Yes] button.
= The data is restored.
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11.8 Viewing a Restored Binder

This section describes how to view the restored binder in the Rack2-Filer
window.
A label text of the restored binder is shown as "R".

([ Rack2-Filer - Library Root/Library A/Dacuments 1

m B Q B @ &
Binder

. = = Y
New Search  3Sheff  Setup  Help Esit

Rackz-ruer 1 ‘

=] Library A

. ~_—~ Documents 1 E E E O

+ Documents 2 ] o ] o

0 Documents 3 = 3 = 3

[ Pictures 1 = N o g

| Pictures2 P -

|| Others 1] =

ElLibrary B -g [e]

{§| Library C - 3

E| Library D s ”

E| Library E _g

B E| Library F o

-

8/21/2009 5/28/2008 | || [_8/21/2009 8/21/2008
E B EEEEEEEEEEEEEEEEEEEEEEDN

Wait * The label text of a restored binder will be shown as "R".
alt.
Q‘W?

The original label text cannot be restored.

+ After restoring the backed up binder, if the original binder is
no longer required, it can be removed manually. Automatic
removal of redundant binders is NOT a supported feature.

W After restoration, the label text "R" can be changed into another

Hint
name.

406 | Rack2-Filer User's Guide



11.9 Viewing the Logfile Settings

Window

This section describes how to view the logfile settings window.

Operatic@

1 « Click the [Rack2-Filer Backup & Restore Tool] dialog box,

[Other] tab.
= The log file settings screen appears.

. Rack2-Filer Backup & Restore Tool

Mo, Target | LibRoot Path Backup Ta.. Last Backup
1 LibRoot-2 Crtlsershinh.,  GiUsersh\iow \Rack..  10/8/2008 10:3250 AM
2 Wark frea = Cizershy “Rack.. 104842008 10:31:24 AM

Backup ] Res

Loefile Settings
Fetain logfiles for:

Loefile Folder:

a0 days (0-99) (0="never delete”)

|O: “Program Files\PFUMRack2-Filer\BackupRestiLog

Erowse...

oK | Cancel
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Item Description

Used to specify the retaining period for lodfiles.
Retain logfiles for The logdfile will be deleted after the retaining period.
If "0" is set, the file cannot be deleted.

Used to select the folder to be stored logfiles.
Logfile Folder Click [Browse] to select the folder in the [Browse For Folder]
dialog box.

1, * Lodfiles include the backed up and restored results.
+ The meaning of "Success", "Fail", and "Skip" in the logdfiles
is as follows:
Success:
The number of files to be backed up and restored
Fail:
The number of failed files for backup/restoration
Skip:
The number of non-target files which has not been
changed from the previous backup or restoration

N
Hint
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Troubleshooting

This chapter gives solutions to problems that arise during the use of Rack2-
Filer.
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[Problem]
The "Raku2 ImageWriter could not be installed." message appears when
Rack2-Viewer was installed. Also, files with the exception of image files

cannot be imported.
= Follow the steps below to install the "Raku2 ImageWriter"

(The names of the buttons and options may vary according to
operating systems).
1. Restart your computer.
2. On the [Start] menu, select [Control Panel] - [Printers and
Faxes], and click [Add Printer].
The Add Printer Wizard window appears.
Select "Local Printer" and click the [Next] button.
In the "Select the Printer Port" window, select "Use the
following port" and select "LPT1: (recommended printer port)"
or "Raku2Port" from the port list.
Click the [Next] button.
Click the [Have Disk] button in the "Add Printer Wizard"
window, and select the file in the folder where Rack2-Viewer is
installed (C:\Program Files\PFU\Rack?2\).
*  For Windows XP or Windows 2000
RkImageWriter\ForWin2000Xp\RkImage Writer2k.inf
* For Windows Vista (32-bit version) or Windows 7 (32-bit
version)
RkImageWriter\ForVista\RklmageWriter2k.inf
* For Windows Vista (64-bit version) or Windows 7 (64-bit
version)
RkImageWriter\ForVista64\RkImage Writer64.inf
7. Proceed by following the screen prompts.
8. Click the [Continue] button when the hardware installation
window appears.
This adds "Raku2 ImageWriter" to the list of printers.
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[Problem]

Sheets are always scanned under the same conditions (scan pages, colors,

resolution, etc.) when using a scanner (TWAIN compatible).

= On the Rack2-Viewer Window [Rack2-Viewer Settings] dialog box,
select [Display driver screen] in the [Scanner Insertion] tab.
After this is selected, when a scan is performed, the driver screen will
appear on which you can set conditions for scanning.
If [Display driver screen] is cleared, scanning is performed with the
specified settings, without displaying the scanner driver window.

[Problem]

The pages of a document are turned upside-down when scanned.

= Refer to "7.6 Turning a Page Upside-down" (Page 172), and correct
the affected pages.
According to the document, the scan direction may not be corrected
properly. In this case, display the [Scanner Insertion] tab in the [Rack2-
Viewer Settings] dialog box of the Rack2-Viewer Window, and clear
[Automatically correct for upside-down scanner input].

[Problem]
When scanning a photo with the ScanSnap, the back side of the photo is also
scanned.
= If there is writing on the back of the photo or if the back of the photo is
dirty, the back side of the photo may also be scanned, even if [Allow
automatic blank page removal] is selected.
To not scan the back side of photos, the following settings in ScanSnap
Manager are recommended:
* Right-click the "ScanSnap Manager" icon and select [Simplex
Scan].
* In the [Scanning] tab of the ScanSnap Manager settings
window, select [Simplex Scan (Single-sided)] for [Scanning
side].
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[Problem]
When scanning a photo with the ScanSnap, there is a margin around the
scanned image and the imported image is small.

= Import the photo after editing the photo to a suitable size in ScanSnap
Organizer.

1. Import a photo to ScanSnap Organizer.
For the importing procedure, refer to the ScanSnap manual.

2. Open the imported photo in ScanSnap Organizer Viewer and
edit the photo to a suitable size using trim, for example.
For ScanSnap Organizer operations, refer to the ScanSnap
Organizer Help.

3. Save the edited photo.

4. Select the saved photo, and use [Scan to Picture Folder] in
[Actions] to save it as a JPEG file.

Be sure to save it as a JPEG file, because if you convert the
photo into a PDF file, the border will appear again when
importing the converted data to Rack2-Filer.

5. Import the converted JPEG file to Rack2-Filer.

[Problem]
The image characters on imported files are blurred or look smudged.

= Set "Page Resolution" of the [Page Insertion] tab to a higher value in
the [Rack2-Viewer Settings] dialog box of the Rack2-Viewer window.
However, in this case, the size of the data will become larger.

[Problem]
When importing a file, a file is printed without being converted to an image.

=  The application that created the target file is still running.
Exit the application before converting the image.
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[Problem]

File cannot be imported.

=  The application that created the target file is still running.
Exit the application before importing the file.

[Problem]
The files are imported too slowly.
= Perform either of the steps below in the Rack2-Viewer window.
+ Set the "Page Resolution" to a lower resolution (200 dpi
recommended) in the [Page Insertion] tab of the [Rack2-Viewer
Settings] dialog box.
» Setthe "Color Data" to "Convert to B&W" in the [Page Insertion]
tab of the [Rack2-Viewer Settings] dialog box.

[Problem]
Color images are created while importing files, even through "Color Data" is
set to "Convert to B&W" in the [Rack2-Viewer Settings] dialog box.

= In the [Rack2-Viewer Settings] dialog box, the settings of "Color Data"
and "Page Resolution" in the [Page Insertion] tab are valid only for
image conversion and file import (for files other than PDF files that are
created using ScanSnap).

[Problem]
When a file is imported, the "Raku2 ImageWriter is processing job. Please
wait until the job is completed, and try again." message appears.

= If the file is already being imported with another binder, stop that
importing process, and then try again.
If an error appears if the file is not imported with another binder, Raku2
ImageWriter may not have closed normally. Restart the system.
If the error message appears again, there may be an error with the
Rack2-Viewer installation.
Re-install Rack2-Filer.
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[Problem]
When a Microsoft Excel file (.xlIs) is imported, a single sheet spans two
pages.
=  Change the settings of Microsoft Excel with the following steps, and
import the file again.
1. Open the Excel file.

2. Select [Print] from the [File] menu.

3. Select "Raku2 ImageWriter" in the "Name" box of the "Printer"
section in the print window, and click the [Preview] button.

4. If a sheet cannot be shown in a single page, click the [Close]
button after adjusting the margins and settings.

5. Save and close the Excel file.

[Problem]
When a Microsoft Word file (.doc) is imported, the positions of images differ
from the original display.
= Change the settings of Microsoft Word using the following steps, and
import the file again.
1. Open the Word file.
2. Select [Print] from the [File] menu.

3. Select "Raku2 ImageWriter" in the "Name" box of the "Printer
section in the print window and click the [Close] button.

4. Click the Preview button.

If the content shown is different from the original display, click
the [Close] button after adjusting the margins and settings.

6. Save and close the Word file.
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[Problem]
When a PDF file is imported, part of the file is not imported.
= If the length of the imported PDF file is greater than the length of an A4
sheet, the part of the file not within the A4 size may be left out.
To import a PDF file longer than A4 size, import according to the
following procedure.
1. Open a PDF file in Adobe Acrobat or Adobe Reader.
2. From the [File] menu, select [Print].
3. Inthe "Page Handling" area on the print screen, select the
"Choose Paper Source by PDF page size" checkbox.
4. Print, and save the settings.
5. Close Acrobat or Adobe Reader, and re-import the PDF file.
If part of the file is still not imported using the procedure described
above, import according to the following procedure.
1. Open a PDF file in Adobe Acrobat or Adobe Reader.
2. From the [File] menu, select [Print].
3. Inthe "Page Handling" area on the print screen, select "Fit to
Printable Area" in "Page Scaling" and select the "Choose Paper
Source by PDF page size" checkbox.
4. Print, and save the settings.
5. From the [File] menu, select [Close].
Keep Adobe Acrobat or Adobe Reader running.
6. Import the PDF file to Rack2-Filer using the usual procedure.

[Problem]
When trying to import a file, the "Creating image data from source file. Please

wait." message appears, but the file is not imported.
=  An associated application of the file to be imported shows the windows

(e.g. print window) behind Rack2-Filer. Check whether the window
appears in the Windows taskbar. If it exists, click the window to be
displayed to the top and click the [OK] button and so on.
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[Problem]

After files were imported automatically using Rack2 Folder Monitor Software,

they were not stored in the binder.

= Check the monitored folder.
If a copy of the file is not moved to the "Success" folder and remains
with the source file, open the Rack2 Folder Monitor Settings window
and confirm that the "(Select to activate this monitor setting)" checkbox
is selected.
If a copy of the file is moved to the "Fail" folder, move the file to the
source folder and confirm the folder again.

[Problem]

When importing data from another application, scanning with ScanSnap, or
for automatic file import, the "Program could not access LibRoot Folder.
Please review LibRoot Folder setting and check its attributes." message

appears.
= Check the status of the folder specified as the LibRoot folder (e.g.

whether it exists or its attributes).
You can check the path of the folder specified as the LibRoot folder in
the [LibRoot Folders] tab of the [Rack2-Filer Options] dialog box, which

Hw

II.||

L%

is displayed by clicking **P and selecting [Options].

[Problem]
The flipping speed is very slow.

= In the Rack2-Viewer window, set the value of the "Flip Speed" to
"Quick" in the [Page Turning] tab of the [Rack2-Viewer Settings] dialog
box.
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[Problem]
Even though an original file (a source file) was changed, data was not
changed.
= Close the application used to edit the file if it is open.
Stop the background mode if the application used to edit the object is
set to background mode.

[Problem]
The PDF files saved using the export function cannot be opened in the
Rack2-Viewer window.

= In the Rack2-Viewer window, set "Windows should open PDF files
using the" to "Rack2-Viewer" in the [General] tab of the [Rack2-Viewer
Settings] dialog box.
If carrying out this setting in advance, the Rack2-Viewer window starts
up when you double-click the PDF file.
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[Problem]
The data conversion to Microsoft Word/Excel/PowerPoint is extremely bad.
=  Check that pages be to output to Microsoft Word/Excel/PowerPoint are
the following types:
- Pages are not scanned using the ScanSnap.
- Pages are not saved for Rack2-Filer version 4.0 or later.
- Pages inserted when the ScanSnap setting [Generate one PDF
file per {x} page(s)] is "ON".
The ScanSnap mark is displayed on pages that can be output to
Microsoft Word/Excel/PowerPoint.
From [Output to Office] - [Show ScanSnap Mark], check that [Show
ScanSnap Mark] is selected to show the ScanSnap mark.
If the mark is not displayed, scan documents again using ScanSnap
and save for Rack2-Filer version 4.0 or later.
If the pages cannot be output to Microsoft Word/Excel/PowerPoint
even if the mark is displayed, ABBYY FineReader for ScanSnap may
not be installed.
If so, install ABBYY FineReader for ScanSnap.
For ScanSnap S1100/S1300/S1500/S510, ABBYY FineReader for
ScanSnap is provided with ScanSnap.
For ABBYY FineReader for ScanSnap, the latest update is required.
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Chapter 13
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Messages

This chapter describes the messages shown during the use of Rack2-Filer and
how to deal with them.
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13.1 Rack2-Filer Window Messages

The following section describes the main messages shown during operation of
the Rack2-Filer window, and related solutions.

This binder was created with a later version of Rack2-Filer, therefore
information that is not supported by the current version of Rack2-
Filer may not be displayed and all functions may not be available. Do
you want to continue?

Solution The binder was created with a later version of Rack2-Filer,
therefore information that is not supported by the current
version of Rack2-Filer may not be displayed and all functions
may not be available.

To continue operation using the current version of Rack2-
Filer, click the [OK] button.

Cannot open because this binder was created with a newer version/
higher level of Rack2-Filer.

Solution Rack2-Viewer window cannot be started, because the binder
was created with a newer version/higher level of Rack2-Filer,
and uses functions that are not supported by your version of
Rack2-Filer. Check for available Update Packs, and update
the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).
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Cannot process operation because this binder was created with a
newer version/higher level of Rack2-Filer.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

Cannot select because this binder was created with a newer version/
higher level of Rack2-Filer.
Select another binder.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

Do you want to move the photo or document data saved in the photo
binder to WorkArea?

When the data is moved, the following information will be deleted:

- Divider sheets

- Blank pages

- Key text blocks

- Annotations (sticky notes, highlight, hyperlinks, stamps)

Solution ~ When photos or documents are moved from a photo binder to
the WorkArea, the following information is removed. To
continue the process, click the [OK] button.

» Divider sheets

* Blank pages

* Key text blocks

* Annotations (sticky notes, highlight, hyperlinks, stamps)
When photos or documents are moved, information in the
source photo binder is deleted.
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Do you want to copy the photo or document data saved in the photo

binder to WorkArea?

Note that the following information will not be copied:

- Divider sheets

- Blank pages

- Key text blocks

- Annotations (sticky notes, highlight, hyperlinks, stamps)

Solution When photos or documents are moved from a photo binder to
the WorkArea, the following information is removed. To
continue the process, click the [OK] button.

* Divider sheets

* Blank pages

* Key text blocks

* Annotations (sticky notes, highlight, hyperlinks, stamps)

Unable to import because of photo binder.

Solution Unable to import because of photo binder. For photo binders,
only "Rack2 Binder (*.rk2)" format can be imported.

Program encountered error during operation.
Try again.
Solution  Try the following.
* Close any unnecessary programs, or restart the system,
and try again.
* Uninstall, and then re-install Rack2-Filer.

The selected binder is currently being used.

Wait for a while and try again.

Solution  Wait for a while and try again.
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Unable to export pages because the selected binder does not have
valid pages.
Solution The selected binder does not have a page that can be
exported.
The following pages cannot be exported to a cloud service or
mobile device.
+ Contents pages
* Divider sheets
+ Password-protected/print-restricted page
* Blank pages (when [Delete blank pages] is selected)
Select a binder or page that can be exported and try again.

Unable to export pages because all the pages of the selected binder
are password-protected or print-restricted.

Solution  The selected binder does not have a page that can be
exported.
The password-protected/print-restricted pages cannot be
exported to a cloud service or mobile device.
Select a binder that can be exported and try again.

Cannot add because the destination binder was created with a newer
version/higher level of Rack2-Filer.
Select another binder.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

The cabinet name you entered already exists.

Enter another name, and try again.

Solution Enter another name as cabinet name.
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The library name you entered already exists.
Enter other name, and try again.

Solution Enter another name as library name.

Select a binder.

Solution Select a binder and try again.

Program encountered an error while operating the binder.
This may be due to the following reasons.
- Cabinet cannot be found
- Network has been cut
- Not enough disk capacity
- A read-only LibRoot folder has been specified
Check that cabinet exists, the network environment, and status of
the LibRoot folder (existence, attributes).
Solution  Check the following and try again.
* There is enough free space in the LibRoot folder or
temporary folder
* Write privilege is set for the LibRoot folder (a new file can
be created in the LibRoot folder)
* A connection is established when the LibRoot folder is on
a network
* There is a cabinet (press the [F5] key to refresh the
Rack2-Filer window)

The necessary files do not exist.
Reinstall Rack2-Viewer.

Solution Rack2-Viewer may not be installed normally.
Uninstall, and then re-install Rack2-Viewer.

Rack2-Viewer has not been installed. Install it, and try again.

Solution Install the Rack2-Viewer window.
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No LibRoot folders are set to be shown.
Check the settings.

Solution You cannot set all LibRoot folders to be hidden.
[Show contents of the LibRoot] must be selected for at least
one LibRoot folder.

Program error.
Restart the system and try again.

Solution Restart the system and try again.

Program could not move data file because the maximum number of
pages (xxx) has been reached.
Reduce the number of pages and try again.

Solution If the pages of the selected pages are moved to a binder, the
maximum number of pages allowed for the destination binder
will be exceeded. Reduce the number of pages to be moved,
or delete any unneeded pages from the destination binder,
and try again.

For xxx, the maximum number of pages selected in "Max
Binder Size" in the [General] tab of the Rack2-Filer [Binder
Settings] dialog box is displayed. Either of the following
values is displayed depending on the setting of the dialog
box:
When "250 sheets (500 pages)" is selected: 500
When "500 sheets (1000 pages)" is selected: 1000

Unable to execute because the same operation is already running.

Please wait for the other process to complete and try again.

Solution  After the process is completed, try again.
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Cannot search because binder(s) was created with a newer version/
higher level of Rack2-Filer.

Solution Cannot search because the binder was created with a newer
version/higher level of Rack2-Filer, and uses functions that
are not supported by your version of Rack2-Filer. Check for
available Update Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

The page to be added was created with a later version of Rack2-Filer,
therefore the binder will update and all functions may not be
available. Do you want to continue?

Solution When adding pages imported with a later version of Rack2-
Filer to the current version of Rack2-Filer by copying and/or
transferring, the current version binder where the pages are
added is also updated to the later version. Therefore, all
functions may not be available. To continue operation using
the current version of Rack2-Filer, click the [OK] button.

Error occurred while creating the PDF.

Try again.

Solution ~ Check the following.
* There is enough space in the temporary folder.
» Write privilege is set for the temporary folder.
* Encryption software is not installed.
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13.2 Rack2-Viewer Window Messages

The following section describes the main messages shown during operation of
the Rack2-Viewer window, and related solutions.

Program encountered error while printing.

Solution  Close the program and print again.

Program encountered error while zooming.

Solution  Close the program and zoom again.

Program encountered error while copying.

Solution Close Rack2-Viewer and copy sheet to clipboard again.

Cannot process operation because this binder was created with a
newer version/higher level of Rack2-Filer.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

Cannot select because this binder was created with a newer version/
higher level of Rack2-Filer.
Select another binder.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by the
current version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).
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No more photo or document data can be added to the page.
Move or delete the photo or document data currently on the page or
add a new page before moving additional data.

Solution  The photos or documents cannot be moved because the

maximum data capacity of the destination page is reached.

* Move the photos or documents from the destination page
before moving.

* If there are unncessary photos or documents on the
destination page, remove them before moving.

* Insert a photo sheet or blank page before and after the
target location and add a destination page and then move
the photos or documents.

The page to be deleted contains some source files that cannot be
deleted. Do you want to continue?

Solution ~ When the front page or back page of sheets are deleted,
some pages are not deleted because the same source file
exists in both the front page and back page.

To continue operation, click the [OK] button.

Unable to export pages because the selected pages do not have
valid pages.
Solution  The selected binder does not have a page that can be
exported.
The following pages cannot be exported to a cloud service or
mobile device.
+ Contents pages
* Divider sheets
* Password-protected/print-restricted page
* Blank pages (when [Delete blank pages] is selected)
Select a binder or page that can be exported and try again.
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Unable to export pages because all the selected pages are
password-protected or print-restricted.

Solution The selected binder does not have a page that can be
exported.
The password-protected/print-restricted pages cannot be
exported to a cloud service or mobile device.
Select a page that can be exported and try again.

Unable to move to the specified location. Click OK after opening
another page.
Solution Open another page and click the [OK] button.

Drag and drop the file anywhere other than the contents page
or inside front cover of the Rack2-Viewer binder.

For bottom tab position, tab size must be set to between 10% and
30%.

Solution Specify the length of divider sheets to between 10% and 30%
of the length of the divider sheet itself.

Program failed to save the photo or document data.
Solution  Try the following.
* Change the save location and try again.
» Close any unnecessary programs, or restart the system,
and try again.
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Do you want to move the photo or document data to WorkArea?
When the data is moved, the following information will be deleted:
- Divider sheets

- Blank pages

- Key text blocks

- Annotations (sticky notes, highlight, hyperlinks, stamps)

Solution  When photos or documents are moved from a photo binder to
the WorkArea, the following information is removed. To
continue the process, click the [OK] button.

» Divider sheets

* Blank pages

* Key text blocks

* Annotations (sticky notes, highlight, hyperlinks, stamps)
When photos or documents are moved, information in the
source photo binder is deleted.

Do you want to copy the photo or document data saved in the photo
binder to WorkArea?

Note that the following information will not be copied:

- Divider sheets

- Blank pages

- Key text blocks

- Annotations (sticky notes, highlight, hyperlinks, stamps)

Solution When photos or documents are moved from a photo binder to
the WorkArea, the following information is removed. To
continue the process, click the [OK] button.

* Divider sheets

* Blank pages

* Key text blocks

* Annotations (sticky notes, highlight, hyperlinks, stamps)
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Program encountered error during operation.
Try again.
Solution  Try the following.
» Close any unnecessary programs, or restart the system,
and try again.
* Uninstall, and then re-install Rack2-Filer.

The selected sheet(s) is associated with source file. Requested
operation is impossible to be processed on a part of source file.
To continue, scope of this operation will be changed to all sheet(s)
associated with the source file. Do you want to continue?

Solution Since the selected sheet(s) includes part of a source file, the
requested operation will also be applied to the source file and
associated pages (pages with the same source file). To
continue the operation, click the [OK] button.

The selected binder is currently being used.
Wait for a while and try again.

Solution  Wait for a while and try again.

The selected page(s) is associated with source file. Requested
operation cannot be processed on part of a source file. To continue,
scope of this operation will be changed to all sheet(s) associated
with the source file. Do you want to continue?

Solution  Since the selected page(s) includes part of a source file, the
requested operation will also be applied to the source file and
associated pages (pages with the same source file). To
continue the operation, click the [OK] button.
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The selected sheet(s) are password-protected or print restricted, or
only the divider sheet(s) has been selected. Page allocation cannot
be performed.

Solution There is no allocatable sheet in the selected sheet(s).
The following cannot be allocated:
* Divider sheets
» Password-protected or print-restricted pages
Select allocatable sheet(s), and try again.

The selected sheet(s) are allocated, therefore the following
information may be deleted. Do you want to continue?

* Annotation

» Source file

* Data scanned with ScanSnap

* Contents information

* Key text blocks

Solution  When two pages are allocated into one page for the sheet(s),
the following information that is contained in the sheet(s) may
be deleted. To continue operation, click the [OK] button.

* Annotation

* Source file

+ Data in which the pages are scanned with ScanSnap

* Contents information

* Key text blocks

For conditions under which the information is deleted, refer to
"Allocated page display" (Page 260) in "7.34 Allocating
Sheets into One Page" (Page 258).
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Cannot add because the destination binder was created with a newer
version/higher level of Rack2-Filer.
Select another binder.

Solution Cannot search because the binder was created with a newer
version/higher level of Rack2-Filer, and uses functions that
are not supported by your version of Rack2-Filer. Check for
available Update Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

The data will be saved as a normal binder.
If you want to save it as the original binder type, select [Rack2 Binder
(*.rk2)] for the file type and export it.

Solution When a card binder or photo binder is saved in the "Data File
(*.pdf + *.ini)" format, it is converted and saved as a normal
binder.

To import the exported binder files again and manage them
with Rack2-Filer, save them in the "Rack2 Binder (*.rk2)"
format, or use the export function on the Rack2-Filer window
and select the "Rack2 Binder (*.rk2)" format to export them.

The page cannot be displayed because the PDF file of the page to be

opened is corrupt.

Solution Inconsistencies in the management information may have
occurred when creating a folder or file in a LibRoot folder, or
when directly editing data saved in a LibRoot folder in
Explorer.

Contact your service center ?

Unable to move between pages with electronic data. Click OK after
opening another page.

Solution Drag and drop a file to the page without the source file, and
click the [OK] button.
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Program encountered error while modifying source file.

Solution  Close Rack2-Viewer and modify the source file again.

Program encountered an error while operating the binder.

This may be due to the following reasons.

- Cabinet cannot be found

- Network has been cut

- Not enough disk capacity

- A read-only LibRoot folder has been specified

Check that cabinet exists, the network environment, and status of
the LibRoot folder (existence, attributes).

Solution Check the following and try again.

* There is enough free space in the LibRoot folder or
temporary folder

* Write privilege is set for the LibRoot folder (a new file can
be created in the LibRoot folder)

* A connection is established when the LibRoot folder is on
a network

* There is a cabinet (press the [F5] key to refresh the
Rack2-Filer window)

Password-protected or print-restricted PDF files cannot be imported
to the photo binder.

Solution Password-protected or print-restricted PDF files cannot be
imported to the photo binder.

Program encountered error while pasting.

Solution Close Rack2-Viewer and paste the sheet again.

Error occurred when pasting data.
Check disk status (space, attributes, connectivity) and try again.
Solution Check the following and try again.
* There is enough free space in the temporary folder
* Write privilege is set for the temporary folder (a new file
can be created in the temporary folder)
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The necessary files do not exist.
Reinstall Rack2-Viewer.

Solution

Rack2-Viewer may not be installed normally.
Uninstall, and then re-install Rack2-Viewer.

Program failed to write to data file. Check that sufficient free disk
space is available, and that the output directory and file are not
write-protected.

Solution

Check the following, and save the file again.

Check the amount of free space in the drive where the
system drive or LibRoot folder exist, and save the file
again.

To check the amount of free space in a drive, run
Explorer and click [Computer].

= [ ] [
& W v [ 43| searcn |
U@ [%y Computer » [ 43| seard £
BZ Views ~ @ System properties gl Uninstall or change a program  #8 Map network drive >
. Name Type TotalSze  Free Space
Do Hard Disk Drives (3] ~
B Pictures %@ i ‘DATAPARTl ©)
B Music 206 GB free of 50.0 GB S0 169 GO fres of 170 GE
More » RECOVERY (E)
Folders v | € 1oobteciioneg
4 [l Desitop * | Devices with Removable Storage (5) %
- L R DVD RW Drive (F) ~— Removable Disk (G)
s DATAPARTL (D:) - Removable Disk (H:) ~ Removable Disk (i)
(- RECOVERY (E) -— -
&5 DVD RW Drive (F2)
= Removable Disk (G - Removable Disk (1)
= Removable Disk (H:) =
Ay Processar: Intel(R) Core(TM)2 CPUL.. Memory: 4.00 GB

Right-click the drive in the displayed window and select
[Properties]. Clicking the [General] tab displays the
amount of free space.

When there is not much free space, delete unnecessary
files or perform disk cleanup.
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* Check if the file is write-protected.
To check if the file is write-protected, select [Properties]
from the menu that appears by right-clicking the file. If
"Read-only" of "Attributes" in the [General] tab is
selected, clear it.

UsersGuide Properties &J

Genersl |FDF | Sacurity | Detsilz ; Previous ‘u‘ersions%

UsersiGuide

Type of file: Adobe Acrobat Document (pdf)

Opens with: | Change...

Location:
Size: 155 MB (16,336,435 tytez)

Size on diske 155 ME (16,338,944 bytes)

Creatad: Thursday, April 02, 2010, 2:51:53 P
todified: Today, May 20, 201 0, 2 hours ago

Accessed: Today, May 20, 2010, 1 hour ago

Attribute [ Read=aonly | Hidden Advanced..

[ [a]4 J | Cancel Apply

Program encountered error while saving data file. Check disk status
(space, attributes, connectivity), and try again.

Solution Check the following, and try saving the file again.
* There is enough free space in the LibRoot folder or
temporary folder
» Write priviledge is set for the LibRoot folder (a new file can
be created in the LibRoot folder)
» A connection is established when the LibRoot folder is in a
network
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Program encountered error while reading or inputting files. Check
file contents and amount of free disk space, and try again.

Solution Check the following, and read the file again.

* The file can be accessed

* The file is not opened by other applications

* The file size is not zero

* The file path does not exceed the maximum length
allowed (256 characters)

» The file is not corrupted (the file can be opened with the
associated application)

Program encountered error while saving sticky note.

Solution Close Rack2-Viewer and add the sticky note again.

Program error.
Restart the system and try again.

Solution Restart the system and try again.

Program could not move data file because the maximum number of
pages (xxx) has been reached.
Reduce the number of pages and try again.

Solution If the pages of the selected pages are moved to a binder, the
maximum number of pages allowed for the destination binder
will be exceeded. Reduce the number of pages to be moved,
or delete any unneeded pages from the destination binder,
and try again.

For xxx, the maximum number of pages selected in "Max
Binder Size" in the [General] tab of the Rack2-Filer [Binder
Settings] dialog box is displayed. Either of the following
values is displayed depending on the setting of the dialog
box:
When "250 sheets (500 pages)" is selected: 500
When "500 sheets (1000 pages)" is selected: 1000
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Program could not save data file because the maximum number of
pages (xxx) has been reached. Reduce the number of pages and try
again.
Solution Delete unnecessary pages so that the number of pages does
not exceed the maximum after import, and import again.
For xxx, the maximum number of pages selected in "Max
Binder Size" in the [General] tab of the Rack2-Filer [Binder
Settings] dialog box is displayed. Either of the following
values is displayed depending on the setting of the dialog
box:
When "250 sheets (500 pages)" is selected: 500
When "500 sheets (1000 pages)" is selected: 1000

The layout could not be changed because the maximum number of
pages (XXX) has been reached.
Delete any unnecessary pages, and try again.

Solution If the layout pattern is changed in the [Layout Settings] dialog
box to a setting that allocates a small number of photos or
documents on a page, a new page may be added to allocate
the imported photos or documents. With this process, the
maximum number of pages may be reached.

In this case, reduce the number of pages for which the layout
is changed or remove unnecessary pages, and try again.

For xxx, the maximum number of pages selected in "Max
Binder Size" in the [General] tab of the Rack2-Filer [Binder
Settings] dialog box is displayed. Either of the following
values is displayed depending on the setting of the dialog
box:
When "250 sheets (500 pages)" is selected: 500
When "500 sheets (1000 pages)" is selected: 1000
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Highlight, hyperlink, sticky or stamp could not be added, as the total
number of such items on this page has already reached the
maximum allowed (10). Delete any unnecessary highlights,
hyperlinks, stickies and stamps, and try again.

Solution Up to ten annotations (sticky notes, highlights, hyperlinks, or
stamps) in total can be added per page.
Delete unnecessary annotations (sticky notes, highlights,
hyperlinks, or stamps) and add again.

Unable to execute because the same operation is already running.
Please wait for the other process to complete and try again.

Solution  After the process is completed, try again.

Cannot search because binder(s) was created with a newer version/
higher level of Rack2-Filer.

Solution Cannot search because the binder was created with a newer
version/higher level of Rack2-Filer, and uses functions that
are not supported by your version of Rack2-Filer. Check for
available Update Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

The page to be added was created with a later version of Rack2-Filer,
therefore the binder will update and all functions may not be
available. Do you want to continue?

Solution  When adding pages imported with a later version of Rack2-
Filer to the current version of Rack2-Filer by copying and/or
transferring, the current version binder where the pages are
added is also updated to the later version. Therefore, all
functions may not be available. To continue operation using
the current version of Rack2-Filer, click the [OK] button.
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Program could not continue to process due to insufficient memory.
Please close other applications and try again.

Solution Close any unnecessary applications, and try again.

Resource file could not be found.

Uninstall Rack2-Filer, reinstall, and try again.

Solution The necessary file for running Rack-2 Filer could not be
found. Restart the system.
If the error still remains, there may have been an installation
failure. Re-install Rack2-Filer.

Unable to move pages in Page Width Mode or Rotate Mode. Click OK
after switching to 2-Page Spread Mode.

Solution Open the page in 2-page spread mode and click the [OK]
button. Move a page in 2-page spread mode.

Program failed to load necessary DLL. Uninstall this program, restart
computer and install this program again.

Solution Rack2-Viewer may not be installed normally.
Uninstall, and then re-install Rack2-Filer.

Error occurred while creating the PDF.

Try again.

Solution Check the following.
* There is enough space in the temporary folder.
» Write privilege is set for the temporary folder.
* Encryption software is not installed.
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Raku2 ImageWriter is processing job. Please wait until the job is
completed, and try again.

Solution If another binder is importing files, wait until the importing
process is completed and try again.
If this error message appears even though no other binders
are importing files, Raku2 ImageWriter may have closed
abnormally. Restart the system. If the error still remains, there
may have been a Rack2-Filer installation failure. Re-install
Rack2-Filer.
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13.3 Rack2-WorkArea Window
Messages

The following section describes the main messages shown during operation of
the Rack2-WorkArea window, and related solutions.

The specified pages could not be retrieved because the number of
specified pages exceeds the maximum number of pages that can be
retrieved at a time (1000 pages).

Solution Divide the file so that the maximum number of pages for a file
is not exceeded, and try again.
Or directly open the file, specify Raku2 ImageWriter as the
printer, divide the file into files within the maximum number of
pages limit, print the file, and import on the Rack2-WorkArea
window.

Unable to get the file because print operation was not performed. If
the related application is running, exit the application.

Solution  Try the following.

* Close any related applications in operation, and try again.

» Directly open the file, specify Raku2 ImageWriter in the
application print function, and import to the WorkArea.

*  When importing password protected or print-restricted
PDF files, if the [Cancel] button on the password input
screen is clicked, this message appears.

* Enter the password when importing the PDF file, or on the
[Rack2-Viewer Settings] dialog box, select the "When
inserting pages from password protected and print-
restricted PDF files, attach source files instead of showing
actual contents" checkbox, and try again.
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Could not find some pages of the source file. The file may have been
deleted or moved after it was inserted. Do you wish to continue?

Solution ~ When sending an e-mail with source files specified as
attachment files, a page for which no source file could be
found was detected.

If the source files are link information, check that the link
source exists.

To continue the process with some attachment files missing,
click the [Yes] button.

Cannot move because this binder was created with a newer version/
higher level of Rack2-Filer.
Select another binder.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

Cannot process operation because this binder was created with a
newer version/higher level of Rack2-Filer.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).
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Cannot select because this binder was created with a newer version/
higher level of Rack2-Filer.
Select another binder.

Solution The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).

Could not crop marked text as page is password protected or print-
restricted.

Solution Pages of a password-protected or print-restricted PDF file
cannot be cut using the ScanSnap marked text crop function.
Specify different pages (only pages imported with ScanSnap),
and try again.

Program could not perform the specified operation because the
maximum number of thumbnails (XXX thumbnails) has been
reached. Reduce the number of thumbnails and try again.

Solution Delete any unnecessary stacks, and try again.
If splitting the target stack causes the maximum number of
stacks to be exceeded, this operation is not possible.
In this case, delete any unnecessary pages, or merge split
pages into a stack so that the maximum is not exceeded.

Program could not perform the specified operation because the
maximum number of thumbnail pages (XXX pages) has been
reached. Reduce the number of pages and try again.

Solution Reduce the number of pages to within the maximum, and try
again.
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Could not process operation as there is not enough free system

memory. Close any unecessary programs, or restart the system, and

try again.

Solution Close any unnecessary programs, or restart the system, and
try again.

Cannot print as pages from the specified print range do not exist.
Check that the specified pages are not password/print protected or
blank pages.

Solution There are no printable pages among the specified pages.
The following types of pages cannot be printed.
+ Blank pages (if not printing blank pages)
+ Password-protected/print-restricted pages
Specify printable pages, and try again.

Unable to export pages because the selected pages do not have

valid pages.

Solution There is no page that can be exported in the selected pages.
The following pages cannot be exported to a cloud service or
mobile device.

+ Contents pages

» Divider sheets

+ Password-protected/print-restricted pages

» Blank pages (when [Delete blank pages] is selected)
Select a page that can be exported and try again.

Program encountered error during operation.
Try again.
Solution  Try the following.
+ Close any unnecessary programs, or restart the system,
and try again.
* Uninstall, and then re-install Rack2-Filer.
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The selected sheet(s) is associated with source file. Requested
operation cannot be processed on part of a source file. To continue,
scope of this operation will be changed to all sheet(s) associated
with the source file. Do you want to continue?

Solution To move the source file and all the related pages, click the
[Yes] button. To cancel the operation, click the [No] button.

"Output to Office" function cannot be used because selected stack

contains pages not scanned with ScanSnap, or pages insterted with

a version of Rack2-Filer prior to V4.0L10.

Solution Pages that can be used with "Output to Office" functions are
those imported to Rack2-Filer version 4.0 or later using

ScanSnap.

Detach pages that are not imported using ScanSnap and try
again.

Clicking "™  and selecting [Show ScanSnap Mark]

displays the ScanSnap mark at the bottom of pages scanned
with ScanSnap.

The selected binder is currently being used.
Wait for a while and try again.

Solution  Wait for a while and try again.

Unable to move to the photo binder because the selected stack
contains a page that is password-protected or print-restricted.

Solution Password-protected or print-restricted PDF files cannot be
imported to the photo binder.
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Target pages of selected stack for marked text cropping do not exist.
(Pages were not scanned with ScanSnap or are password protected
or print-restricted.)

Solution Check the following.
* |If pages shown in the selected stack are scanned with
ScanSnap.

ooo| -

Clicking View  and selecting [Show ScanSnap Mark]
displays the ScanSnap mark at the bottom of pages
scanned with ScanSnap.

* That the page is not imported from a password protected

or a print-restricted PDF file.

Could not print as specified pages of selected stack do not exist.

Solution  The specified pages do not contain pages which can be
printed.
Pages which cannot be printed are as follows.
+ Blank pages (if not printing blank pages)
» Password-protected/print-restricted PDF file pages
Specify pages which can be printed, and try again.

Could not save as specified pages of the selected stack saved do not
exist.

Solution Check whether the selected stack contains any pages.
Stacks containing only a divider sheet cannot be saved.

Could not send e-mail as target page/source file of the selected stack
does not exist.

Solution Check whether the selected stack contains any pages.
Or, if a source file is specified as an attachment, check
whether the selected stack contains a source file.
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Cannot delete selected pages with source files because source files
are password protected or print-restricted for the selected stack.

Solution Source files attached to pages from password protected or
print-restricted PDF file cannot be deleted.
The selected stack does not contain source data which can
be deleted.

Cannot print as all pages of the selected stack are password
protected or print-restricted.

Solution Pages from password protected or print-restricted PDF files
cannot be printed.

Unable to export pages because all the pages of the selected stack
are password-protected or print-restricted.

Solution  The selected stack does not have a page that can be
exported.
The password-protected/print-restricted pages cannot be
exported to a cloud service or mobile device.
Select a stack that can be exported and try again.

Could not send e-mail as all pages of selected stack are password/
print protected.

Solution Pages from password protected or print-restricted PDF files
cannot be sent as an e-mail.

Cannot print as number of pages of selected stack is greater than
1000 pages. Select a stack with fewer than 1000 pages, and try again.

Solution Reduce the number of pages to within the maximum, and try
again.

448 | Rack2-Filer User's Guide



The selected stack will be imported to the photo binder as photo or
document data.

When the stack is imported, the following information will be
deleted:

- Divider sheets

- Blank pages

- Key text blocks

- Annotations (sticky notes, highlight, hyperlinks, stamps)

Note that the pre-import state can be restored by executing [Undo].

Solution When a stack is moved from the WorkArea to a photo binder,
the following information is removed. To continue the
process, click the [OK] button.

* Divider sheets

* Blank pages

* Key text blocks

* Annotations (sticky notes, highlight, hyperlinks, stamps)
When a stack is moved, information in the source stack is
deleted.

Cannot add because the destination binder was created with a newer
version/higher level of Rack2-Filer.
Select another binder.

Solution  The binder was created with a newer version/higher level of
Rack2-Filer, and uses functions that are not supported by
your version of Rack2-Filer. Check for available Update
Packs, and update the program.

Note: If the message appears even after updating the
program, it is necessary to upgrade Rack2-Filer (Paid
Version).
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Program encountered error while saving data.
Check disk status (space, attributes, connectivity), and run again.

Solution  Check the following.
* The WorkArea storage location has enough free disk
space.
» Write permission exists for the WorkArea storage location.
* The network connection, if the LibRoot folder is specified
on the network.
* Whether encryption software is installed.

The pages that contain source data cannot be imported to the photo
binder.

Solution Delete the source data before importing pages to a photo
binder.
If you do not want to delete the source data from a source
page or stack, make a copy of the page, delete the source
data, and import it to a photo binder.

Program could not insert sheet(s) between pages containing source
files.

Solution Insert into a a page that is not between pages containing
source files.

Cannot send e-mail because the maximum number of attachment
files (10 files) has been reached.

Solution There is a limit to the number of files that can be attached to
an e-mail.
If PDF files are specified as attachment files, files are created
in thumbnail units. Reduce the number of attachment files to
within the maximum by combining the thumbnails or dividing
the process, and try again.
If source files are specified as attachment files, all source files
in the selected thumbnails are attached to the e-mail. Reduce
the number of files to within the maximum by splitting the
thumbnails, and try again.
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Program encountered an error while operating the binder.

This may be due to the following reasons.

- Cabinet cannot be found

- Network has been cut

- Not enough disk capacity

- A read-only LibRoot folder has been specified

Check that cabinet exists, the network environment, and status of
the LibRoot folder (existence, attributes).

Solution Check the following and try again.

» There is enough free space in the LibRoot folder or
temporary folder

» Wirite privilege is set for the LibRoot folder (a new file can
be created in the LibRoot folder)

» A connection is established if the LibRoot folder is on a
network

* There is a cabinet (press the [F5] key to refresh the
Rack2-Filer window)

Backup or restoration operation is being performed. WorkArea
cannot be started.

Solution Wait until the backup or restoration operation is complete, and
try again.

The necessary files do not exist.
Reinstall Rack2-Viewer.

Solution Rack2-Viewer may not be installed normally.
Uninstall, and then re-install Rack2-Viewer.
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Program failed to import file(s).
Check file contents and amount of free disk space, and try again.

Solution Check the following, and import the file again.

* The file can be accessed

* The file is not opened by other applications

* The file size is not zero

* The file path does not exceed the maximum length
allowed (256 characters)

* The file is not corrupted (the file can be opened with the
associated application)

* Write permission exists for the WorkArea storage location

Program error.
Restart the system and try again.

Solution Restart the system and try again.

Program could not move data file because the maximum number of
pages (xxx) has been reached. Reduce the number of pages and try
again.

Solution If the pages of the selected thumbnails are moved to a binder,
the maximum number of pages allowed for the destination
binder will be exceeded.

Reduce the number of pages to be moved, or delete any
unneeded pages from the destination binder, and try again.
For xxx, the maximum number of pages selected in "Max
Binder Size" in the [General] tab of the Rack2-Filer [Binder
Settings] dialog box is displayed. Either of the following
values is displayed depending on the setting of the dialog
box:

When "250 sheets (500 pages)" is selected: 500

When "500 sheets (1000 pages)" is selected: 1000

Unable to execute because the same operation is already running.
Please wait for the other process to complete and try again.

Solution  After the process is completed, try again.
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Data is being updated. Operation cannot be performed.
Please wait, and try again later.

Solution  Please wait, and try again later.

The page to be added was created with a later version of Rack2-Filer,
therefore the binder will update and all functions may not be
available. Do you want to continue?

Solution  When adding pages imported with a later version of Rack2-
Filer to the current version of Rack2-Filer by copying and/or
transferring, the current version binder where the pages are
added is also updated to the later version. Therefore, all
functions may not be available. To continue operation using
the current version of Rack2-Filer, click the [OK] button.

Rack2-Filer User's Guide | 493



Chapter 13 Messages

Specified file is currently not supported.

Solution  The file format is not supported, or the print function does not
exist in the related application.
For Rack2-Filer, the image formats supported are:

BMP:

PCX:

JPG, JPEG:
TIF, TIFF:

WMF:
PSD:
PNG:
TGA:
PCD:
FPX:
PDF:

Windows and OS/2 bitmap

Zsoft format (single page)

JPEG format

TIFF format (Including multiple
pages. Excluding ZIP
compression format.)

Windows metafile

Photoshop 3.0 format

Portable Network Graphics format
Truevision TARGA format

Photo CD format

FlashPix format

PDF files exported from Rack2-
Filer or imported using the
ScanSnap (Other PDF files
associated with applications with
printing functions are also
supported)

Specify the file in explorer, and check if the print menu is

displayed.

If the print menu is not displayed, the file can be imported by
opening the file with the associated application and setting
"Raku2 ImageWriter" as a printer.

Error occurred while creating the PDF.

Try again.

Solution Check the following:

* There is enough space in the temporary folder.
* Write privilege is set for the temporary folder.
* Encryption software is not installed.
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Cannot access WorkArea folder. Check the status of the specified
folder. To check the WorkArea folder, select [Settings] from the
[Edit] menu to show the [Rack2-Viewer Settings] dialog box, and
then select the [WorkArea] tab.

Solution Check the following:
* A WorkArea folder exists
* A new file can be created in the folder
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