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Welcome!

Thank you for purchasing the Canon CD-4070NW.

Two manuals are provided for the Canon CD-4070NW: Instructions (Hardware Version) and Instructions
(Software Version). This manual describes how to operate the CD-4070NW Software.

Instructions (Hardware Version) describes the general features of the CD-4070NW. It also explains how
to scan documents and troubleshoot problems, such as paper jams.

Instructions (Software Version) explains screen displays and how to use the touch panel.
Please read these manuals thoroughly before operating the document in order to familiarize yourself with

its capabilities, and to make the most of its many functions. After reading the manuals, store them in a
safe place for future reference.



Read Me

To Ensure Safe Management of Recorded Data

1. Do not subject discs to shock.
If you subject a CD-R disc to shock while data is being written to it, the data currently being written,
including data that is already on the disc can be lost, and other errors may occur. If this happens, the lost
data cannot be recovered. Canon cannot assume any responsibility for lost data. Therefore, please pay
careful attention to subjecting the document recorder to shock during operation and, in particular, during
writing to a CD-R disc.

2. Do not allow the label side of the CD-R to become dirty or scratched.
Data is recorded onto the label side of the CD-R. If the label side of the CD-R becomes dirty or scratched,
any data on the disc may be lost. Also, writing on the label side of the CD-R with a ballpoint pen or a
sharp instrument will damage the recording layer of the CD-R, and result in data becoming unreadable.

In either case, it is impossible to retrieve data from a damaged disc. If you must write on the disc, always
use a felt-tip pen or a pen with a soft point. Also, please be careful when handling discs.

3. Make backup discs.
CD-R discs can store a large volume of information. Therefore, a scratch on the disc can result in a large
amount of data being lost. We strongly recommend making frequent backup discs using the disc copy
function. (See “Copying Backup Data,” on p.30.)

4. Prepare spare discs
Always keep at least one spare disc for backups, or if a disc becomes unusable.

5. Use only suitable discs.
Use only appropriate high-quality discs that are compatible with the CD-R document recorder drive. For
details, contact your local authorized Canon dealer.

6. Be careful when using CD-R discs that have been written onto by this document
recorder when used in other CD-R or CD-rewritable drives. If write operations are
performed on discs using other drives, there is a possibility that discs could become
unusable with the document recorder.

7. Always wait at least 10 seconds after turning the power OFF before you turn the
power back ON.
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Conventions

The following symbols are used in this manual to explain procedures, restrictions, handling precautions, and
instructions that should be observed for safety.

A WARNING

Indicates a warning concerning operations that may lead to death or injury to persons if not
performed correctly. In order to use the machine safely, always pay attention to these warnings.

A\ cauTion

&

Indicates a caution concerning operations that may lead to injury to persons, or damage to
property if not performed correctly. In order to use the machine safely, always pay attention to
these cautions.

DISC SECURITY
Indicates a precaution that you must observe to ensure that data recorded on a disc is safely
managed.

IMPORTANT
Indicates operational requirements and restrictions. Be sure to read these items carefully in order
to operate the machine correctly, and to avoid damage to the machine.

NOTE

Indicates a clarification of an operation, or contains additional explanations for a procedure.
Reading these notes is highly recommended.






Before Recording

Overview of the Main Screen

The Main screen is the basic operations screen. It is used for recording, searching and basic setup operations.
When Network or Mail is selected in the Tool box, the corresponding Main screen is displayed.

This document recorder is operated via a touch panel screen. This screen can be operated by lightly touching the
keys displayed on the screen. Grayed out keys cannot be used.

Field
Displays the name of the field set in Field setup. (See “Field Setup,” on p.33.) The items under the field keys are
cabinets, folders, document icons, and preset keywords. Press the field key to sort the keywords underneath.

Quit
Press to exit the CD-4070NW
software program.

Tab
Displays the currently inserted disc, name of open
cabinets, folders and documents, and connection on the

network.
Text 1 Text 2 [vo. | |~ [4>]
Highlight Cabinet Press to move the
: field key and field to
Displa i
It pth‘: @ Cabinet? the left and right.
ems that you press catalog Sales 00001
with your finger are :
highlighted to i, Report Factory 00001 Scroll Bar
indicate that they are a:: Report ¥ Factory 00002 Press to scroll
selected. ; through the field
Report Factory 00001 items.
ailnvoice Service 00001
%Invoice Service 00002 ‘ Pointer
This is displayed
S | when you touch the
=)
Open ) ﬁ % e @ jf i v touch panel with your
Press to open Ca.bmets Open Record Eject Tool Set finger. Normally, this
or folders, gnd display pointer is not dis-
document images. played.
Record (See “Setting the
Press to record images. (See “Recording Data,” on p.44.) Pointer,” on p.18.)
[A]V]
Eject Press to select and scroll through the
Press to eject discs. (See Chapter 3, “Getting Started,” in the “CD-R Document cabinets, folders, and documents.
Recorder CD-4070MW Instructions (Hardware Version).”
Tool
Press to create cabinets and folders, change cabinet and folder names, Set
delete cabinets and folders, search for documents, change document names, Press to set the date and time, date format,
copy discs, access the network, and send e-mail messages. touch panel tone, maximum recordable size,
write speed, pointer, and fields. (See “Basic
Setup,” on p.12, and “Field Setup,” on p.33.)
A\ cauTion

* Be sure to press the touch panel only with your fingertip. Do not touch it with a sharp-pointed object,
such as your fingernail or a ball point pen. Doing so may scratch the touch panel and cause the screen
to malfunction.

* When pressing keys on the touch panel, make sure to press only the required areas. Pressing other
areas on the touch panel may cause a malfunction.




Tab

Displays the currently accessed network.

Network Main Screen

Disconnect
Terminates the connection to a shared folder on the network, and returns you to the
Main screen. (See “Recording to Shared Folders,” on p.84.)

Field
Displays registered e-mail addresses and distribution lists.
(See “Registering E-Mail Addresses and Distribution Lists,” on p.91.)

Tab
Indicates the number of the currently registered mail addresses or distribution lists.

alfred@anywhere.com

. Benjamin somewh... benjamin@somewhere.com

u- Alfred/Benjamin somewhere.com

Mail Main screen

Disconnect
Quits the Mail Main screen and returns you to the Main screen.
(See “Sending E-Mail Messages Directly,” on p.99.)



Chapter 1. Before Recording

Selecting ltems

To select items on the screen, press the desired item or key with your fingertip. You can also select items by
pressing [A] or [V].

1 Nothing is selected.

2 Press [A] to select the first displayed item.
The top line is selected.

3 Press [¥] to select items below the first item.

NOTE

Press [A] or [ V] to scroll through a list of items. When the desired item is highlighted, that item is selected.



You can also touch the screen with your finger to
select an item.

If you touch an area where characters are not
displayed, the selection is canceled.

10




Chapter 1. Before Recording

How to Use the Keyboard Screen

The Keyboard screen is displayed when you change the names of cabinets or folders, and when you enter text
such as keywords. This Keyboard screen is operated very much like the keyboard you find on a word processor
or computer keyboard.

Enter cabinet name.

‘ 1123|4567 )89 0|Back

‘qwertyuiop

a|ls|d]|]f|lg]|h j k |

‘Shiﬁ z|x|c|v|b]|n]|m Symbol

<L | 2>

Cancel OK

[Back] : This key deletes all selected (inverted) text. If text is not selected, this key
deletes the character to the left of the cursor.

[Shift] : This key toggles between lower case and upper case alphabet characters. Press
once to enter upper case characters, and touch again to enter lower case
characters.

[Symbol] : This key selects the alphabetic screen or symbol screen. When one symbol is
entered, the symbol screen is canceled, and the alphabet screen is displayed.

[OK] : The Main screen is displayed.

[Cancel] : All entered characters are deleted, and the Main screen is displayed.
[<<] [>>] : These keys move the cursor one character to the left or right.

[ ] : This key is used for entering spaces.

11



Basic Setup

This section describes the basic setup of the CD-4070N'W.

1 Display the Main screen.

2 Press [Set].
The Set Press screen is displayed.

3 Press [Basic setup].
The Basic setup screen is displayed.

4  Set cach item.
See “Setting the Date and Time,” on p.13. See “Setting the Date Format,” on p.13.
See “Setting the Touch Panel Tone,” on p.15. See “Setting the Maximum Recordable Size,” on p.16.
See “Setting the Write Speed,” on p.17. See “Setting the Pointer,” on p.18.

12



Chapter 1. Before Recording

5 Press [0K].
The Main screen is displayed.

NOTE

« If you Press [Cancel], the basic settings are not
changed, and the Main screen is displayed.
« To carry out other operations, Press [Update].

Setting the Date and Time

You can change the date and time. The date and time set here indicate the current date and time.

1 Press [Change] for Current date on the Basic
setup screen.
The Calendar screen is displayed.

2 Set the date and time.
Press [ 4] or [P ] for each of the date and time
items to set the current year, month, hour, and
minutes.
Set the day by pressing the desired date on the
calender. The selected day is highlighted on the
calendar.

13



Chapter 1. Before Recording

3 Press [OK].
The Basic setup screen is displayed and the clock
is set to 00 second.

Enter current date and time.

2 <|>||2004 quI
Sun Mon Tue

Wed Thu Fri Sat
1 2 3 4 5 6 7
8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 26 27 28

o ol v ] [«]*]

=i

Setting the Date Format

You can change the format of the date and time.

1 Press [Change] for Date format on the Basic
setup screen.
The Date format screen is displayed.
The currently selected format is highlighted.

Set

Basic setup | Field sstup | Temp\ate' Disc Info | System Info |

Language English Change

Current date 02-22-2004 05:26:52 Change

Date format mm-dd-yyyy hh:mm:ss

18

Change

%
=——
Touch panel Tone OFF
- Disc: 100 MB
Maximum Size Mail- 1 MB
Write speed b2x
V Pointer ‘ Cancel || Updaie | 0K |

2 Select the format of the date and time by pressing

[A]or [V].

The format of the Date format screen is as

follows:
yyyy - year hh - hour
mm - month mm - minute
dd - day ss - second

pm - am/pm.
The selected format is highlighted.

NOTE

Date format

@Daie @Time

mm-dd-yyyy hh:mm:ss
dd-mm-yyyy hh:mm:ss pm
yyyy-mm-dd

PN N
) i)

N >4 N >4

Cancel I OK

The date format set here is used for displaying CD-4070NW. A file name has a format of yyyy-mm-dd as a
keyword when you search for the file with your personal computer.

14
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3 Press [0K].
The Basic setup screen is displayed.

Setting the Touch Panel Tone

You can set the touch panel tone so that the document recorder sounds or not when a key on the screen is
pressed. (The factory default setting for touch panel tone is “ON”.)

1 Press [Change] for Touch panel on the Basic
setup screen.

Ef) NOTE
‘When you press [Change], “Tone OFF” or “Tone
ON?” are displayed alternately and the <Touch
panel> message screen is displayed.

2 Press [OK].
The Basic setup screen is displayed.
After you have changed the touch panel tone, the
new setting is enabled when you next start up the
system.

15
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Setting the Maximum Recordable Size

You can select and choose from one of four sizes (10MB, 20MB, 50 MB, or 100MB) as the maximum size that
can be recorded to a disc.

Also, you can select and choose from one of six sizes (50KB, 100KB, 1MB, 2MB, 5MB, or 10MB) as the

maximum size that can be sent by e-mail.

1 Press [Change] for Maximum Recordable Size on Set
[he Basic Setup screen. Basic setup | Field setup | Temp\ate' Disc Info | Systern Info |
The Maximum Size screen is displayed. R—— .
Currentdate 02222004  05:26'52
Date format mm-dd-yyyy hh:mm:ss
Touch panel Tone OFF Change
) __ Disc: 100 MB q
Maximum Size Mail- 1 MB Change
Write speed b2x Change |
V Pointer ‘ Cancel | | Updaie | 0K |
2 Select the Maximum Size of a disc by pressing . Maximum Size
[A]or [V]. $#0ADisc [ mail
e 100 MB 10 MB
The selected record size is highlighted. 50 MB .
20 MB 2 MB
NOTE
. . X 10 MB 1 MB
The setting of the Maximum Recordable Size of an 100 KB
e-mail will influence the mailing system. Therefore,
.. o 50 KB
only the administrator of the mailing system should
perform this setting. 2 ¥ Al
o
3 Press [OK] Maximum Size
The Basic setup screen is displayed. #4Disc (A wai
100 MB 10 MB
50 MB 5 MB
20 MB 2 MB
10 MB 1 MB
100 KB
50 KB
B [a]~]
Lo (o)

16
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Setting the Write Speed

The maximum speed that data can be written to a disc is set to 52x at the factory. You can adjust the CD-R
drive’s actual write speed depending on the disc you are using, however errors may occur. If this happens,
reduce the maximum write speed and then write the data to the disc.

1 Press [Change] for Write speed on the Basic setup Set
screen. Basic setup [ Field seiup| Temp\aie| Disc Info | System Info |
The CD drive speed screen is displayed. — a—
Current date 02-22-2004 05:26:62
Date format mm-dd-yyyy hh:mm:ss
Touch panel Tone OFF
. Disc: 100 MB é
Maximum Size Mail- 1 MB Change
Write speed 52 x Q Change
[v" Pointer ‘ cancel ” Updaie ” 0K |
2 Select the write speed by pressing [A] or [V]. CD drive speed
The write speed that you select is highlighted. WD EPEd
b2 x
A\ cauTion w0
If write errors continue to occur after you have 32x
changed the write speed, contact your local 24 %

authorized Canon dealer. /—I—l/ v
|

3 Press [OK] . CD drive speed
The Basic setup screen is displayed. write speed
b2 x
40 x
32x
24 x

/ | Vl
e )

17



Setting the Pointer

You can set so that the pointer is displayed or not. (The factory default setting for Pointer is no checkmark
(pointer is not displayed).)

1 Press [Pointer] on the Basic setup screen.
Each time you press [Pointer], the checkbox
toggles between checked (pointer is displayed)
and not checked (pointer is not displayed).

2 Press [OK].
The pointer is displayed and the Main screen is
displayed.

18
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CD-R Discs
This section describes the CD-R discs that are used with the document recorder.

NOTE

* Scanned documents are saved as backed up data, and the data is written to a CD-R disc when [Eject] is pressed to
remove the disc from the drive. (See “Backing Up Data,” on p.28.)

* You cannot change the names or delete cabinets or folders that have been written to a disc. (See “Cabinets and
Folders,” on p.40.)

* You cannot change the names of documents that have been written to a disc. (See “Changing the Name of
Recorded Documents,” on p.54.)

* Discs created with the CD-4050 become read-only and further documents cannot be recorded.

1 Display the main screen and insert a CD-R disc. ~
Qo‘ 20040222(0) ’
Text 1 [rext 2 [vo. [ [r]

‘ [

Gpen

%‘%‘@‘ﬁ/’

Record Eject Tool Set

The disc icon displayed in the upper left side of the screen changes, as shown below, according to the
disc that was inserted.

@200401 260 (Blank diSC)
Today’s date is assigned as the initial value for the disc’s name. For details on how to change disc names,
see “Changing Disc Names,” on p.20.

#3450 (Loaded disc)
The volume of data on the disc is displayed in blue.

(qeomsoes (Protected or Locked disc)
You cannot write documents to a disc indicated by this icon. (See “Ejecting a Disc,” on p.27.)

m% Unttitled(0) | (Abnormal disc)

The CD-4070NW cannot recognize or use this disc. Replace the disc with a different disc.

19



Changing Disc Names

If you insert a new disc, today’s date is set as the name of the disc. You can change the name of the disc if it is
necessary.

NOTE

You can also change the name of the disc after it has been removed from the drive.

1 Display the Main screen and insert a disc.

2 Press [Tool].
The Tool box screen is displayed.

3 Press [Rename].
The Keyboard screen is displayed.

20



4 Enter the name that you want to set or change.
(See “How to use the Keyboard Screen,” on p.11.) 20040222
You can enter disc names up to 11 characters long.

B note 1 lzfsfalsfef]a]ofo]eu
¢ The “+” and “=" symbols cannot be used in disc |—|—|—|—|—|—|—|—|—’—
names.
¢ Use umlauts and accents only in English, French, |—|—|—|—|—|—|—|—’—
German, Italian, and Spanish environments.
Umlauts and accents may not be legible in other rrrrrrr
language environments. |7|7 li

5 Press [OK].
The disc name is set, and the Main screen is 20040222

- [ fzfefafsfefafefeofes]
BEEnRRRREE
BBRERRNNRN
[ [= = o [e][o o] [ Sm= |
)
| Cancel | ok ]

Disc Information

The volume of data and the space available for the disc in the drive are shown in a pie graph.

1 Display the Main screen — insert a disc — press
[Set].
The Set screen is displayed.

21
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2 Press [Disc Info].
Information on the disc currently in the drive is
displayed.

@ If the disc is write protected, it is displayed as
“Read-only disc.”

NOTE

When you remove a protected disc from the drive,
the available space is displayed as 0.0 MB.

Set

Basic 591up| Field setup | Template Disc Info | stem Info |
@My Disc {Serial number 2C13-

Recordable disc.

B Used space - 673 MB
I Free space 6367 MB
|7 Pointer ‘ Cancel | | Updaie | 0K |

Set

Basic 591up| Field setup | Termplate DiscInfo. | System Info |
@My Disc (Serial number 293A-0AE5)

Read-only disc.

I Used space : 294.7 MB
I Free space 0.0 MB

Password|

|7Poin1er ‘ Cancel || Update || OK

Setting the Password

You can set passwords for discs used with the document recorder. When you have set a password for a disc, you
need to enter the password when you copy or delete backed up data or view backed up data from the web. Be
careful not to forget the password after you have set it. (For information on setting up the document recorder for

use over a network, see “Network Connection Functions,” on p.81.)

1 Display the Main screen — insert a disc — press
[Set].
The Set screen is displayed.

Open

%‘%‘W AR

Tool Set

Record Eject

€04 2004022216) ’
Text 1 [rext 2 [vo. [ [r]
SN
(-

22




Press [Disc Info].
Information about the disc that has been inserted
is displayed.

Press [Password].
The Enter new password. screen is displayed.

Enter a password — press [OK].

You can enter up to 8 single-byte characters for
the password.

The Enter again for confirmation. screen is

displayed. rrrrrrrrrr
E) noTE Lol s ]n]i]<]]
Passwords are case sensitive. ’—’_’_’_’_’— |—’—
I
=

[ilefeTals fo v felfe T e

Enter the password again — press [OK].

The disc’s password is set and the Set screen is -

displayed. rrrrrrr’—rrh
{\:(y)o.lll-Epress [Cancel] the password is not set and r’i’i’irrr’i’ir
the Set screen is displayed. rrrr ’7’7’—’—’7
otz |x|cfvfofn]m| | smeol |
]
[ Cancel | OK |

23
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B The password that has been set is needed in the following situations:

* The enter password screen is displayed when
you copy or delete backed up data on a disc
for which a password has been set.

(See “Deleting Backup Data,” on p.31.)

* You need to enter the password that has been
set for the backed up data when you view the
backed up data with a web browser.

Delete the backup data. Enter Password.

|
e s [e 5o 760 o0 o]
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Changing the Password

You can change the password for a disc by following the procedure below.

1 Display the Main screen — insert a disc for
which a password has been set — press [Set].
The Set screen is displayed.

2 Press [Disc Info.].
Information about the disc that has been inserted
is displayed.

3 Press [Password].
The Enter current password. screen is displayed.

25



Enter the current password — press [OK].

The Enter new password. screen is displayed.

I
[ [z [e fafe]e [ e fe [ofe=

[afwfelcfelsfufifo]e]
BB E iR
[snfzx]c]vfofn]m] [ omeo]
I
EEVE

Enter the new password — press [OK].
The Enter again for confirmation screen is
displayed.

I—
[0 [z [efa ] [F e fe [o]e=
[afwfefrfefsfuf ]o]e]
[=llelfe e faleifnife ]
sz [ e [o]fs [o [o] [eme=

)
Ea&

Enter the new password — press [OK].

The new password is set and the Set screen is

displayed.

NOTE

If you press [Cancel] the password is not set, an

the Main screen is displayed.

d

[ —
[ = e ol o =y
[ e I Y
Lelefelefo]n]ife]]
e ) I ol e
21 I—
el
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Ejecting a Disc

Documents that have been scanned are written to the disc when the disc is ejected.
For more information, see “Backing Up Data,” on p.28.

NOTE

* You cannot change the name or delete cabinets or folders that have already been written to a disc. (See “Cabinets
amd Folders,” on p.40.)

* You cannot change the name of documents that have already been written to a disc. (See “Changing the Name of
Recorded Documents,” on p.54.)

1 Display the Main screen — press [Eject]. @20040222(0)’
Toxt 1 [vext 2 [vo. [ [r]|
/—\\
="
‘ | &2 - || % ‘ 7 -
Gpen Record Eject Tool Set
N 4
2 Set whether to enable or disable rewriting to the Eject disc
disc — press [OK]. Volume label #0820040222
~ (Serial number 131D-0CDE)
If you check “Inhibit re-write,” you cannot @

overwrite what is on the disc. { )
Cancel OK

Data that has not been written to the disc is

written to the disc. 1S09660

N OTE Writing

Writing data to the disc may take a few minutes

depending on the amount of data. Do not touch the I

disc drive until the data has been written Cache - )
successfully to the disc. ‘

3 When the data is written to the disc, the disc drive

opens. --
Remove the disc from the tray, put it in a case, N A
and store it.
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Backing Up Data

Backup data is always created on the hard disk drive in the CD-4070N'W. Documents that are scanned are saved
as backup data before they are written to a CD-R disc. The data is written to a CD-R disc when the eject button
is pressed to remove the disc from the drive. (See “Ejecting a Disc,” on p.27.)

The backup data is the same as the data saved to the CD-R disc. If the CD-R disc is damaged and
the data cannot be read, you can make a new copy of the CD-R disc from the backup data.

@® Creating backup data
Backup data is not created as soon as a new
disc is inserted. Backup data is created when
the name of the disc is changed, a cabinet is
created, or some other change is made to the
content of the disc.

When you insert a disc that was created on a Backup

CD-4050 or another CD-4070NW, then the Reading backup data from disc.

backup data is created when the disc is 000100013 (V]

. . ) « 300High_single_ad-3_00003 Abort
inserted. For more information, see “Backup

Data Management,” on p.29. ——

@ The number of discs on which backup data

Delete backup data

can be saved Select data to be deleted.
The maximum amount of backup data that can Volume label | Serial number | Used space Backup Date
be saved on the CD-4070NW is fixed. Refer to @_320040422 131D-0CDE 526 MB 04-22-2004
. . My Di 1976-0D0B 1466 MB 02-23-2004
the hardware manual for information about the v 0isc
. %Document 3672-0DED 452.0 MB 01-23-2004
maximum amount of data that can be backed 6% Document2  334D-08D4 2145 MB 03-10-2004
up, @ISOQOOO 2C74-08E3 50.7 MB 03-23-2004
%IS(N 4000 382B-08FD 236 MB 03-23-2004

When the backup data reaches the set limit,
the Delete Backup Data screen appears when \IE

you try to create new backup data. For more

information, see “When the Backup Data Has

Reached the Maximum Number of Discs,” on
p-32.

® Copying backup data Copy disc

@ New serial number is 28300B0C.

When you copy backup data, the disc on
which the data is copied is assigned a different
serial number from the original disc.
Therefore, new backup data is created when
you insert a copied disc. For more

information, see “Copying Backup Data,” on
p-30.
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Backup Data Management

This section describes how to copy and delete backup data.

1 Press [Tool] on the Main screen. @20040222(04
The Tool box screen is displayed. _
Text 1 [Text2 [vo. |- [r]
AN
=
L = I (I | I/ | R I
Qpen Record Eject Tool Set
N 7
2 Press [Backup]. Tool box

The Backup management screen is displayed.

Disc not inserted

@ @ £ © |
Create Rename Confirmation: Backup v

IS I & 7
Sedrch [Jeleie Network Mail

Cancel

(3 MPORTANT
Abnormal backup data
A Caution icon & appears over the backup
data icon when leftover backup data has not
been written to the disc. If a Caution icon

& appears over the backup data icon, for S
any data other than the disc that has been kﬁ 20040422 131D-0CDE
»

2

Backup mai

Duplicating/Deleting Backup data is a

Yolume label Sernal number | U

inserted, insert the relevant disc, or insert a
< 1976-0D0B

new disc, and copy the data.

G Document 3b72-0DED
Backup data is created when you insert a ﬁ Document? 334D-08D4
disc that was created on a CD-4050 or an -
other CD-4070NW. If you do not want to ﬂ 1S09000 2C74-08E3
create backup data, press [Abort]. The icon T
for the backup data is highlighted ', and < 15014000 382B-08FD

the backup data is not created. To cdmplete
backing up the data, insert the relevant disc, & DATA UNWRITTEN TO DISC
create and finish the backup.

When the backup data is abnormal
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B Copying Backup Data

1 Display the Backup management screen.
If necessary, see steps 1 and 2 of “Backup Data
Management,” on p.29.

2 Select the backup data — press [Duplicate].
The Copy disc screen is displayed.

NOTE

« If the backup data is protected by a password, the
password entry screen is displayed when you
press [Duplicate]. Enter the correct password
then proceed to the next step. For more
information, See “Setting the Password,” on p.22.

o If “Inhibit re-write” is checked, then you cannot
rewrite to this disc.

Backup management

Duplicating/Deleting Backup data is available

Volume label | Serial number | Used space Backup Date
6&20040422 131D-0CDE 525 MB 04-22-2004
Q&My Disc 1976-0D0B 146.6 MB 02-23-2004
aDocumeni 3572-0DED 452.0 MB 01-23-2004
@Documenm 334D-08D4 2143 MB 03-10-2004
ggISOQOOO 2C74-08E3 50.7 MB 03-23-2004
@ISO] 4000 382B-08FD 23.6 MB 03-23-2004 ’»

Delete |

Duplicate

Copy disc

Insert blank disc.

l_ Inhibit re-write E

3 Insert a new disc.
The new serial number is displayed.

Copy disc

@ New serial number is 283

00BOC.

o

4 Confirm the new serial number — press [OK].
Copying starts.

NOTE

Writing data to the disc may take a few minutes
depending on the amount of data. Do not touch the
disc drive until the data has been written
successfully to the disc.

1ISO9660

Writing

|

Cache :
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5 1 you want to create another copy of the disc, Copy disc
press [OK] @ Make another copy?
If you do not want to create another copy of the

disc, press [Cancel].

Lo |

H Deleting Backup Data
NOTE

¢ Create a duplicate of the backup data on a CD-R disc before deleting it from the hard disk. (See “Copying
Backup Data” on p.30.)

* Once backup data is deleted from the hard disk it cannot be restored from the CD-4050NW. Load the CD-R disc
containing a duplicate of the backup data into a computer, and create the backup data from scratch.

* You cannot recover data from a disc that has been damaged. If you delete the data from the hard disk, we
recommend making two CD-R discs to protect the data if you intend to keep all the data on CD-R discs only.

1 Display the Backup Management screen.
If necessary, see steps 1 and 2 of “Backup Data Management,” on p.29.

(3 MPORTANT
* You cannot delete backup data that has a Caution

icon & over the backup data icon. Insert the
relevant disc or a new disc to make a copy.

2 Select the backup data to delete — press [Delete]. Backup management
The Delete backup data screen is displayed. Duplicating/Delsting Backup data is available.
Volume label Serial number | Used space Backup Date
6&20040422 1310-0CDE 525 MB 04-22-2004
(C:%My Disc 1976-0D0B 146.6 MB 02-23-2004
@Document 3572-0DED 452.0 MB 01-23-2004

.:h NOTE @Dncumenﬂ 334D-08D4 2143 MB 03-10-2004

341509000 2C74-08E3 50.7 MB 03-23-2004
If the backup data is protected by a password, the g
password entry screen is displayed when you press 5913014000 3828-08FD 236 MB 03252004
[Delete]. Enter the correct password then proceed \IIZ‘

to the next step. For more information, See

“Setting the Password,” on p.22. ( Delete ' Close | Duplicate

3 It you want to delete the backup data, press [OK]. Delete backup data
The backup data iS deleted. @ Delete "Document”. Are you sure?

=1 )
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B When the Backup Data Has Reached the Maximum Number of Discs.

32

There is a limit to how much backup data can be
stored on the internal hard disk. When the amount
of backup data reaches this limit no more backup
data can be stored, so a screen prompting you
delete backup data is displayed. For more
information, see “Backing Up Data,” on p.28.

If you know which backup data you can delete,
select the backup data, and press [OK]. The
backup data you select is deleted, and the new
backup data is created.

If you do not know which backup disc you can
delete, press [Cancel] to stop the job. Remove the
CD-R disc, organize your backup data, and then
restart the job.

NOTE

Delete backup data

Select data to be deleted

Volume label | Serial number | Used space Backup Date
%20040422 131D-0CDE 525 MB 04-22-2004
ﬁMy Disc 1976-0D0B 146.6 MB 02-23-2004
@Document 3572-0DED 452.0 MB 01-23-2004
@ Document2 334D-08D4 2143 MB 03-10-2004
@ISOQOOO 2C74-08E3 50.7 MB 03-23-2004
@ISO] 4000 382B-08FD 23.6 MB 03-23-2004

Delete backup data

Select data to be deleted.

Volume label Serial number | Used space Backup Date ‘ ‘
.&20040422 131D-0CDE 525 MB 04-22-2004 =
.&My Disc 1976-0D0B 1466 MB 02-23-2004
.& Document 3572-0DED 452.0 MB 01-23-2004
.& Document2 334D-08D4 2143 MB 03-10-2004
.&ISOQOOO 2C74-08E3 50.7 MB 03-23-2004
’&ISOMOOO 382B-08FD 23.6 MB 03-23-2004

Delete backup data

Select data to be deleted.

Volume label Serial number | Used space Backup Date
ﬂ20040422 131D-0CDE 525 MB 04-22-2004
@My Disc 1976-0D0B 146.6 MB 02-23-2004
@ Document 3572-0DED 452.0 MB 01-23-2004
Qa Document?2 334D-08D4 2143 MB 03-10-2004
QISOQOOO 2C74-08E3 50.7 MB 03-23-2004
@ISO] 4000 382B-08FD 23.6 MB 03-23-2004

Com Yo

¢ Create a duplicate of the backup data on a CD-R disc before deleting it from the hard disk. (See “Copying

Backup Data” on p.30.)

¢ For details on the maximum number of backup discs, see Chapter 1, “Overview of the CD-4070NW,” in the

Instructions (Hardware Version) Guide.

* Backup data cannot be created and CD-R discs cannot be used, if you are using the maximum number of CD-R
discs. We recommend organizing your backup data periodically.
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Field Setup

This section describes the procedure for setting fields. Fields can be set for each disc, cabinet, and folder that is
open. It is possible to set a maximum of three field keys.

1 Display the Main screen — press [Set]. 08 4y e |

The Setup screen is displayed.

NOTE

« If you press a field key on the Main screen, and
the order of the keywords below that key changes.
Before you press the field key, the order of
keywords is not sorted. At the first press of the
key, the keywords are sorted in ascending order.
At the second press of the key, the keywords are
sorted in descending order.

« Press [ 4] or [ ] to display the document size and §

= |
B

i}
7

Text 1 Text 2

date created information. =
2 = =T 2 |7 | O
Open Record Eject Tool Set
2 Pressthe [Field setup] tab. -
The Field Setup screen is dlSplayed Basic 59Tup@emplﬁe| Disc Info | System Info |

NOTE Language English Change
* The field is set to the default setting (Text 1, Text 2)

when no disc is inserted.
* The field is set to open each cabinet and folder on Date format  mm-dd-yyyy hhimm:ss Change

an inserted disc.

Current date 02-22-2004 05:26:62 Change

« The field is set to open each cabinet and folder on Touch pansl  Tone OFF Change
the shared folder when you are connected to the Maximum Size 3;9 ]‘ %OBMB Change
shared folder on the network. :

Write speed B2x Change
|7 Pointer | Cancel | ‘ Updaie ‘ 0K |
3 Perform the field settings. Set
To change the field name, see “Changing Field Basic setup  Field setup |Temp\are| Disc Info | System Info |
Names” on p34 ﬁ Current location: Root
To change the field attributes, see “Changing fiold name | tongtn | atmbuto |
. . . Text 1 26 Text
Field Attributes” on p.35. ° °
Text 2 25 Text
To change the number of keyword characters, see
“Changing the Number of Keyword Characters”
on p 35 ‘ Rename ” Addition ” Delete: | ‘ A | v |
To delete a field, see “Deleting Fields” on p.37. [Betupfor Detate) | attioute |
. 3 M . 9’
To add a field, see “Adding Fields” on p.38. [ pointer ‘ ool | | e ‘ or |

4 Press [OK].
The Main screen is displayed.

NOTE

* The changes you make to the field settings will influence the default settings.
« If you press [Cancel], the field settings are not changed, and the Main screen is displayed.
« To carry out other operations, press [Update].
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Changing Field Names

1  Select the field name to change — press [Rename].
To Keyboard screen appears.

2 Enter the new field name — press [OK].
E) NoTE

* You can enter up to 16 characters for the field
name. [ [2feafs[efrfelofo]em
changed, and the Field Setup Screen is displayed.

« If you press [Cancel], the field name is not

[l e efe ool ]v]
[ [= [ o [e][o o] [ sm= ]
Iy

| Cancel |_oK_|

34



Chapter 1. Before Recording

Changing Field Attributes

Set

1 Select the field name whose attributes you want

to Change —> press [Attr]bute] TemplaTe' Disc Info | System Info |

Basic setup Field setup

The Attribute screen is displayed. /> current location: Root
Field name Length Attribute |
25 Text

Text2

| Rename H Insert | Delete | A | Vl
Setup for Detallsli Attribute »

A —
[ Pointer | Cancel H Update oK |
2 Press [A] or [¥] to select the desired field Attribute
attribute (Text string, Date, OCR, MICR, Text
BarCode) — press [OK]. Date
The Field setup screen is displayed. zT:R

NOTE BarCode
[T

« If you select OCR, MICR, or BarCode (optional),
refer to “Recording Using the Automatic
Keyword Recording Functions,” on p.59.
* For details on barcodes, contact your local
authorized Canon dealer, or see “Using BarCode

Information (Optional),” on p.59.
« If you press [Cancel], the attributes are not

changed.

Changing the Number of Keyword Characters

1 Select the field name whose number of keyword Set
characters you want to change — Press [Setup for Basicsetup Field sefup Temp\ate' Disc \nfo.| System mfo|
Details]. & current locafion: Root
The Setup for Details screen is displayed. Field nan {Lengin [  atribute |

Text 1 25 Text

NOTE Text 2 26 Text

¢ The Setup for Details screen changes according to

the set field attributes.
* When “Date” is set as the field attribute, the ‘ M| Insert | ‘ Delete | . | v |
details setup is not available because the number (ISemp o Detail‘ﬂ| Atbute |

of characters is fixed to ten.

|7Pmnter ‘ Cancel ” Update || OK |

35



Chapter 1. Before Recording

2 Set the values for the details.

@ When “Text” is the selected attribute:
Press [A] or [¥] to select the number of
keyword characters — press [OK]. The Field
Setup screen is displayed.

NOTE

¢ Set the number of keyword characters using
single-byte characters. This number can be set
using two-byte characters, however, the number
of characters will be halved. For example, if you
enter “07,” the number will be shown as “7”.

* You can set the number of characters between five
and 50.

® When “BarCode” is the selected attribute:
Press [A] or [ ¥] to select the number of
keyword characters that matches the barcode
details setup — press [OK].

NOTE

For more information on setting up BarCode
details, see “Setting Barcodes,” on p.59.

@® When “MICR?” is the selected attribute:
Press [A] or [ ¥] for Number of Characters in
This Field, and make sure it matches the MICR
details setup — press [OK].

NOTE

For more information on setting up MICR details,
see “Setting MICR,” on p.66.

® When “OCR?” is the selected attribute:
Press [A] or [ ¥] to select the number of
keyword characters that matches the OCR
details setup — press [OK].

The Field setup screen is displayed.

NOTE

For more information on setting up OCR details,
see “Setting OCR,” on p.72.

Setup for Details

Keyword |
25

o (o

Setup for Details

[ Interleaved 2 of & (ITF)
[ code 33
[ Full Ascii
[v" code 128
[ Nw-7 (Codabar)
[v" upca
[v" uPcE
[v" EAN-8 1 JAN-8
[v" EAN-13 7AN-13

Check Digit | none
Check Digit | none

Check Digit | none
[v" Add-on
[v" Add-on

I_‘/ Add-on Keyword,
25
v~ Add-on

Lo o)

Setup for Details

Fields Not for Use

Fields for Use

Number
Augiliary On-Us of All Characters
Transit No. 25

Amount
3

I~ On-Us Total of Characters
in The Fields

Number of Characters
in This Field

- ——
LD
~—

D)

Setup for Details

Character for Recognition
|7 Numeric

|7 English Character

|7 Symbol

l_ Space

Keyword lg:
25

|7 Check character length

E
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Field setup

3 Press [OK].

Too many characters in field. Reduce

The Main screen is displayed. by 10 characters.
NOTE

Set the number of keyword characters so that the

total number of keyword characters in all of the q - P

fields is 50 or fewer. If the total number exceeds 50,
a message prompting you to decrease the total
number of characters is displayed after you press
[OK].

Deleting Fields

Set

1 Select the field name that you want to delete — press

[Delete].

A screen appears asking you to confirm that you _ Curent location: Root

want to delete the selected field. _ Fodpame | length |  Atfbute |
25 Text

Text 2

‘ Rename || Insert M Delete " ’ |V|
\—/

‘SeTup for Detailsl | Afttribute |

Temp\aie' Cisc Info. | System Info |

Basic setup  Field setup

|7 Pointer ‘ Cancel ” Updaie || oK |
2 Press [OK] Field setup
The Field setup screen is displayed. /i DertetTe
NOTE
« If you press [Cancel], the selected field is not —

deleted. 0K

* To delete a field, more than one field must be
setup. When there is only one field, that field
cannot be deleted.
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Adding Fields

You can insert three fields.

1 Display the Field setup screen.
If necessary, see steps 1 and 2 in “Field Setup,”
on p.33.

E) noTE
* [Addition] is only displayed when a field name is
not selected, and a new field name is added at the
bottom of the Field Name list.
« [Insert] is only displayed when a field name is e
selected. A new field name is inserted above the Setupifor Detais||  Attribute
currently selected field name.

[eme | [ @ ]

2 Press [Addition] or [Insert].
The Keyboard screen is displayed.
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3 Enter the field name — press [OK].

NOTE

* You can enter up to 16 characters for the field
name.

The Field setup screen is displayed.

ER) noTE
« If you press [Cancel], the field is not added, and
the Field setup screen is displayed.
« If you add fields, the number of keyword
characters changes. (See “Changing the Number
of Keyword Characters,” on p.35.)

Field 3

[ 2 T [l e o s oo ]
Lafwfelefifvfufie]e]
BRERE BN
[ [= [oe o e foffu] [ sme ]
I
| Gancel (_ oK

4 Press [OK].
The Main screen is displayed.
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Cabinets and Folders

This section describes the concept behind “cabinets” and “folders,” and how to create them.

What Are Cabinets and Folders?

40

If you organize documents in binders according to their purpose, you can easily search for the
required information. Likewise, on this unit, image files are recorded to and managed in cabi-
nets and folders according to their purpose.

The following diagram illustrates the relationship between cabinets, folders and documents.

Example: When technical documents (e.g., specifications) from various departments are
organized by division.

]Cabinetname\ ] Folder name \ ] Document name \

XXX Division Development Dept. Product Specification Sheet (20 pages)
Product Specification Sheet (150 pages)
Production Procedures Sheet (120 pages)
Production Dept. T Production Inspection Results (60 pages)
Product Shipment Report (30 pages)
Quality Assurance Dept. — Product Quality Report (50 pages)

000 Division —I: Sales Dept. ————————— Market Survey Results Report (100 pages)
Production Dept. T Production Inspection Results (90 pages)
Product Shipment Report (70 pages)

NOTE

¢ Create cabinets and folders before you start recording documents.

* Documents cannot be moved on this system.

* Documents can be made at the same level as cabinets and folders. However, we recommend creating
this hierarchy - ‘“‘cabinet — folder — document” - to ensure efficient processing.

* Limit the total number of documents, folders, and cabinets in a single hierarchy to 200.

¢ Change the names or delete cabinets or folders before writing to a disc. You cannot change the
name of cabinets and folders that have been written to a disc.
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Making Cabinets or Folders

This section describes the procedure for making cabinets or folders. Make cabinets in the My Disc screen, and
folders in the screen where the cabinet is opened.

1 Insert the disc — press [Tool].
. . MyD\SC(O)| = Quit
The Tool box screen is displayed. =
Text 1 Text 2 [vo. [ [r]
/7 N
=
‘ @ | & ‘ SI% N7 |-
Dpen Record Eject Tool Set
2 Press [Create cabinet] or [Create folder].
The Keyboard screen is displayed.
3  Enter the cabinet or folder name — press [OK]. Enter cabinet name
NOTE
* Immediately after you have made the cabinet or
folder, it is selected. ‘ 1 | 2 | 3 | 4 | 5 | ) | 718 | 910 |Back
* You can enter up to 20 characters for the cabinet ;
or folder name. ‘ q | w | e | r | t | ylu]it]Joe|p |
‘ a|s|d | f | g | h i | k | |
‘Shiftlz x|c|v|b|n|m| ‘ Symbol |
<[>] | |
N\
Cancel(|_oK )
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Changing Cabinet and Folder Names

You can change the names of folders and cabinets before they are written to a disc.

E:) noTE

Cabinet and folder names cannot be changed after the disc has been removed from the drive.

1 Select the cabinet or folder whose name you want
to change — press [Tool].
The Tool Box screen is displayed.

2 Press [Rename].
The Keyboard screen is displayed.

3 Enter the new cabinet or folder name — press
[OK].

NOTE

* Immediately after you have changed the cabinet
or folder name, it is selected.

* You can enter up to 20 characters for cabinet or
folder name.

Caoin- I

[ T2 T T T Tl o e
[afwfefefe]s[ulifo]e]
BRERBRnRD
[sa [ [a [olfe o [o] [ enta]
el
| Gancel (0K
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Deleting Cabinets and Folders
You can delete the cabinets and folders you have created.

Er) NoTE
* Documents cannot be deleted once they are recorded to a disc. Cabinets and folders also containing documents cannot
be deleted.
* Cabinets and folders cannot be deleted once they are recorded to a disc.

1 Select the cabinet or folder that you want to
delete — press [Tool].
The Tool Box screen is displayed.

2 Press [Delete].
A screen asking you to confirm that you want to
delete the cabinet or folder is displayed.

3 Press [OK].
The select cabinet or folder is deleted.
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Recording

Recording Data

This section describes the procedures for recording data to a CD-R.

NOTE

¢ For information on document handling, refer to Chapter 2, “Overview of the CD-4070NW,” in the Instructions

Hardware Version Guide.

* Set the brightness, paper size, and other recording items before you start recording.

1 Display the Main screen.

2 Insert the disc to record the document.

NOTE

If the icon for the inserted disc is @ or {157, data cannot be recorded on this disc. Eject the disc and insert another

disc or a new disc. (See “ CD-R Discs” on p.19.)

3 Select and open the cabinet and folder to which
you want to record.

@MyD\sc

@Cabmet ﬂFo\der(O) |

The following description is made on the

assumption that the cabinet name is “CABINET”,
the folder name is “FOLDER?”, and the field
settings are “Text 1” (attribute: character string)
and “Date” (attribute: date).

Text 1 [Date [vo. | [»]
‘ = ‘ = ‘ |7 |-
Open Record Eject Tool Set

4 Press [Record].
The Set recording name screen is displayed.

@MyD\sc

@(:abmet gﬂfo\der(o) |

Text 1 |Date |No I -l | - |
N\
=)= ‘ ¥ | 7| |
Qpen Record Eject Tool Set
7
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5 Press the Text 1 text box — press [New].

6 Enter the new keyword — press [OK].
The new keyword is set.

NOTE

* Do not use the following characters:
s ¥[1/?2<>_,

* Press [None] on the set recording name screen to
omit the keyword.

Ropon
[ [z [o [o]fs [ [v s o o[

[ o o v [ Tollv =]
== TeTele fo ol ]v]

Lot [z] <[ cfv]eln[m] [ Smbol ]

1 3

| Cancel (_oK_|

7 Press [New] under the Date field.
The Calendar screen is displayed.

8 Select the year, month, and day — press [OK].

E:) noTE

 Press [None] on the set recording name screen to
bypass entering keywords — proceed to step 9.

o [l o [a]]
N I O N R N
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Chapter 2. Recording

9 Press [Mode] Set recording name.
The Set recording mode screen is displayed. Arexti [*-pate
|Repor1 |02—22—2004
Report 02-22-2004

New Cont. | ( Mode }‘ Cancel ” Start |
10 Set the recording mode.
@ Mode Screen
Set recording mode
Mode Biw Error Diffusion Text | Gray | Color
Resolution 100dpi | 200dpi | 240dpi | 300dpi 300dpi (high-speed)
Brightness| 128 ‘ Darker | J ‘ Lighter
Contrast | Auto ‘ LLow: | ‘ Hrgh
Paper size| Auto = B4 | Al | B5 | A5 | Lenerl Legall
Scan " .
method One-sided Double |[Skip Blank Page
Document I i
o Onefjob |Multiplefjob
File Type TIFF JPEG | PDF | More |
| Preview || Cancel ” OK |
Mode: Select the scan mode according to the document you are scanning.
[B/W]: Scans lines and documents in black-and-white.

[Error Diffusion]: Use for documents that have many photographs. The document will be scanned in
black-and-white.

[Text]: This mode emphasizes text, in documents that are printed on a dark background, or
written in pencil with faint text. The document will be scanned in black-and-white.
[Gray]: Documents are scanned in 256 level grayscale.
[Color]: The fronts of documents are scanned in 24 bit color, and the backs of documents
are scanned in 256 level grayscale.
Resolution: Select the resolution for scanning.
Auvailable scan resolutions depend on the scanning mode:
Mode 100dpi | 200dpi 240dpi 300dpi 300dpi (high-speed)
B/W
Error Diffusion X O @) O O
Text
Gray X O O O X
Color O @) X X X

If you select [300 dpi (high-speed)], images scanned at 300 dpi (horizontal) x 150 dpi (vertical) are
output as 300 dpi (horizontal) x 300 dpi (vertical). This will slightly reduce the
quality of the image, but the scanning speed is faster.
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Brightness:

Contrast:

Paper size:

Scan method:

Document type:
[One/job]:

[Multiple/job]:

File Type:
[TIFF]:
[JPEG]:
[PDF]:

[More]:
[OCR Setup]:
[Preview]:

NOTE

Chapter 2. Recording

Select the brightness in 255 steps. Press [Darker] to lower the brightness, and press
[Lighter] to lighten the brightness of the image.

If the scan mode is set to [Gray] or [Color], there are seven adjustment levels. Press
[Low] or [High] to adjust the contrast. The contrast for other modes is set
automatically.

Select the paper size. If you select [Auto], the document is automatically scanned
according to its size.

Specify whether you are scanning a one-sided or two-sided document. If you select
[Skip Blank Page], blank pages are not saved when both sides of the document are
scanned.

Select the method for recording documents.

When you scan a document that has two or more sheets, one document is made for
each sheet.

When you scan a document that has two or more sheets, all of the sheets are
processed as a single document.

Select the file format in which to save the document.

Select [TIFF] if the scan mode is set to [B/W], [Error Diffusion] or [Text].

Select [JPEG] if the scan mode is set to [Gray] or [Color].

Select [PDF] for any scan mode. If you save the document as a PDF, and press
[OCR Setup], type fonts in images are recognized as text, and they are attached to
the PDF file as text data. For more information on OCR Setup, see “OCR Setup,”
on p.47.

Opens the More Settings screen. See p.48 for details.

Opens the OCR Setup screen. See p.49 for details.

Opens the Preview screen. See p.50 for details.

« If you select [Multiple /job], it is possible to make large documents into one document, but it may take a long
time to open the document file depending on the settings and the volume of the document.

« If you select [One/job], one folder is automatically made for every 100 sheets. You cannot change the name of
folders that are made automatically.
Example: Saving 120 Sheets

Folder Name Document Name
OOOProduct Procedures —— 00001-00100 —— OOOProduct Procedures (1)
#You cannot - OOOProduct Procedures (2)
change the '
folder name. . (1t0 100
. documents)
- OOOProduct Procedures (99)
~ OOOProduct Procedures (100) |
L 00101-00120— OOOProduct Procedures (101))
*You cannot L ()Opyaduct Procedures (102)
change the \
folder name. ! (1010 120
! documents)
- OOOProduct Procedures (119)
L OOOProduct Procedures (120) |

« If [One/job] is selected, you cannot use [Batch separation] when you press [More] on the Set recording mode

screen.

* You cannot use the Automatic Keyword Recording Functions if the scan mode is set to [Skip Blank Page].
For details, see “Recording Using the Automatic Keyword Recording Function,” on p.59.
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Chapter 2. Recording

* The recording parameters you set is registered in folders or cabinets. When you record a document in an existing
folder or cabinet, the recording parameters you set for that folder or cabinet previously are reproduced.
* Adobe Acrobat Reader is needed to open PDF files on a personal computer.
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@ More Settings Screen

More Settings

IPEE Standard | Manual Auto
supply

Delay I 0 sec | - | | ‘ + |
Color None Red | Green Blue Red Enhance
Drop-out

SkipBlank

Factor | 20% | _ ||

‘ i |

BEE . None Auto | Patchcode|Auto and Patchcude|
Separation

Patchcode
Orientation! 0 degrees 90 degrees

180 degrees| 270 degrees

Deskew NO YES

Border NO YES
Removal

Paper supply:
[Standard]:

[Manual]:
[Auto]:

Delay:

Color Drop-out:
Skip Blank Factor:
Batch Separation:
[None]:
[Auto]:

[Patchcode]:

[Auto and Patchcode]:

Patchcode orientation:
Deskew:

Border Removal:
[OK]:

Select the way to feed documents.

Documents are fed in batches, and scanning ends when there are no documents
left in the paper feed tray.

One document is fed at a time in the manual bypass and scanned. Scanning
continues until [Abort] is pressed.

Documents placed in the paper feed tray are detected and scanned
automatically. Scanning continues until [Abort] is pressed.

Press [—] or [+] to set the time the document will be fed when [Auto] is
selected for the paper supply. The delayed time can be set from O to 60
seconds.

Set the scanner to not recognize (drop-out) one color (red, green, or blue), or to
emphasize red.

Press [—] or [+] to set the proportion of black in the document when [Skip
Blank Page] is selected as the scan method.

Select the batch separation method.

Batch separation is not performed.

Enabled when [Auto] is selected as the paper supply method. Each document
placed in the paper feed tray is separated into a batch automatically.

Available when [Standard] or [Auto] is selected as the paper feed method, this
function segments files when patch code sheets are detected.

Enabled when [Auto] is selected as the paper supply method. Each document
is separated into a batch when it is placed in the paper feed tray, as well as
every time a patch code sheet is detected.

Select the orientation of the patch code sheet when performing a batch
separation.

Detects scanned images that are skewed. Select [YES] to straighten out the
image, or select [NO] to leave the image skewed.

Select whether to remove the black border around images.

Press [OK] to validate all settings and changes made in the More Settings
screen.



NOTE
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Deskew is enabled when OCR, MICR, or barcode (option) attribute fields are set on files in the cabinet or folder in
which you are recording documents, or when OCR (— p. 49) is enabled.

® OCR Setup Screen
QCR Setup
PDF Settings
Compression High Standard

OCR ON OFF

QCR Language
English

‘When recording error occurs

Stop recording ?: g;%?;:

‘ Cancel

[ ]

PDF Settings:
Compression:

OCR:

When recording error
occurs:

[Stop recording]:
[Complete recording]:

NOTE

Sets the compression ratio and OCR function On or Off for PDF files
when [PDF] is selected as the file format.

Setting the compression ratio to [High] reduces the image quality, but
keeps the filesize small.

Setting OCR to [ON] recognizes an attached PDF file with text data.
When OCR is set to [ON], [Change] is activated, and you can select
the language in which OCR processes text. For more information, see
“Recording Using the Full Text OCR Function,” on p.56.

Select the method to handle errors when using the Automatic Keyword
Recording Function to scan. For more information, see “Recording
Using the Automatic Keyword Recording Function,” on p.59.

Stops recording when an error occurs during scanning.

Continues to record when an error occurs during scanning.

The following characters have a low recognition value when OCR is set to “ON”:
Characters that are similar to !, 1,1 and 0, and O among others.
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1 1 Press [OK].

The Set recording mode screen is displayed.

12 Place your document — press [Preview].

“Previewing” allows you to check the image that
you are about to scan before you record the
document to a disc. The image is previewed in the
set recording mode.

We recommend previewing images before you
record them to a disc.

Set recording mode

Mode B/W ErrnrDiffu5i0n| Text | Gray | Color |

Resolution 100dpi | 200dpi | 240dpi | 300dpi  300dpi (high-speed)

Brightness| 128 ‘ Darker J ‘ Lighter

Contrast Auto‘ Loy | ‘ High'

Ad | B5 | A5 |Letter Legal

Paper size| Auto B4

Scan :
method One-sided Double |Skip Blank Page

Document lof
Onefjob |Multiplefjob
i i I plefj
A e TFF e | POF |

AN
‘ OCR Setup | q Previewu Cancel || OK

1 3 Check the image.

The following keys can be used to check the image:

Enlarges the currently displayed image.

Reduces the currently displayed
image.

o p: Shifts the image to the left or right if
part of the currently displayed image
is hidden on the screen.

A T Shifts the image up or down if part
of the currently displayed image is
hidden on the screen.

NOTE

Preview

Coo . ot o ke ave T07 o shor |t e L reand ) o g
A " Sue 2 reprisania La 1re oure
Fametion B4/ pour b vakaurs nume-

s
nq..:',.la'ﬂ,p..,.w... anen
i P [r..f-_']f..l;’
N o E1 et pham c bimn Noppost de /67
L - & un diphasags: comtnt peés (aans. Irpartansel
A t 30w 7, e b,
T o Un signal ukile ST wvinant ¥
somm Ve ot T b o 5 S
= S Fourhr ol TheRe, sonee e 1o 48 o 42
e .‘a-.n....a.;..mf.wm
L id de fréquens Wi{u‘,“w !I
1= 6 can e s ndnp e s contids | oM. Femviogge €12 foeme 2 e 5
Phrrichoborgi il oy utotriphwidboss o Ton L mprtnt s nmml--unm

feas1 11 eneresmomdant skizan 3 I sori

ESEYE
‘ Cancel || Start H 0K |

¢ Only the image on last page can be checked when previewing multiple pages.
 To continue previewing images, place the document — press [Start].
* You can preview a document as soon as it is set in the Auto or Manual mode.

14 Press [OK] or [Cancel].

The Set recording mode screen is displayed.
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1 5 Press [OK] Set recording mode
The recording setup is complete. Mode BW  Error Diﬁusionl Text | Gray | Color |
Resolution 100dpi | 200dpi | 240dpi | 300dpi 300dpi {(high-speed)
NOTE |
« If you press [Cancel] before pressing [OK], the Brightnoss| 128 ‘ Darker | J | Lightor
settings set in step 10 is not fixed, and the Set Contrast | Auto ‘ Low | | High
recording name screen is displayed. The previous )
. . . Paper size| Auto B4 | A4 | B5 | A5 | Letter| Legal |

recording setup remains as is.

Scan . i
method One-sided Double |Skip Blank Page

Document 2 " .
Onefjob |Multiplefjob
e i pledj

File Type TIFF JPEG PDF More |

‘ OCR Setup | ‘ Preview ” Cancel n 0K )

16 Press [Start].

Set recording name

Recording starts, and the scanned image is Aot (& pate
displayed on the screen. ’Repo 0 |02—22—200 "
¢ In the standard paper feed mode Report 02-22-2004

Scanning stops when there are no more
documents left in the paper feed tray.

* In the manual bypass mode
One document is scanned as it is placed in the
paper feed tray at a time. Scanning continues
until [Abort] is pressed.

¢ In the automatic paper feed mode Now font | moso ||~ cance |( Start D

Documents are scanned as they are detected.

Scanning continues until [Abort] is pressed. oh i ’ e ’WF - pAGE5’
e . e o | e Ve & ot - o a7
m:\.w’:ﬂlﬂ/ﬂwmwm“- - -ZKJ" £

P —n[m%]i—x%/‘

Bt eotte phase st bich [oppnss 48 63
4 on dipbaape contiant B CIMRS Iportuace)
“R m reiand T, priu (editabiey.

Un signal uile ST truetsan. un wl Flre adaped

z.x

BiW. 300dpi. Brightness 127. Paper size Auto. One-sided

M
Dpen Abort Eject

‘ i

Sel

Tool

Screen During Recording
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NOTE o4 ’@c |ﬁF Llreport:02-02-2 00001’

« If you press [Abort], recording is canceled.

¢ In the Automatic feed mode, the paper feed
entrance of the paper feed tray is lowered when it v s b o A ot pk | e g & e i o O
the document is removed. ot G iy Lok b v it

« If a system error occured during scanning, please

+
riquts IAiquier pags précidente. v-—hLT-M

ST Tr
oot v —z.[mﬁ]:—xﬁl
make sure that the document was recorded s - o xe s o e oo 6 11
properly. If the document was not recorded / E g gl aiasininl
. = ar Un sigred adllo S(7) travemsam wh 12l Allre adupst
properly, scan the document again.

dowrs & 14 107t (L un yerd Ty
sage préx

2t 4 un gépha-
e oan o S Som .

ramformde

B/w. 300dpi. Brightness 127. Paper size Auto. One-sided

-

%‘%‘W‘ff

Open Record Eject Tool Set
Screen After Recording
17 Press [Record] if you want to continue recording. et caaliig REDD
@® Adding to documents Arext [ pate

Press [Cont.]. |Repur1 |02—22—2004
The recording name becomes the same name Report ]
as an already registered document.
You cannot set the recording name in this
operation.
[Cont.]: The page is added to the document that

you saved earlier. =
[New]: Records the page to a new document.

. . New Cont. ) ‘ Mode ” Cancel || Start |
You can reselect the keyword in this case.

® Adding to a document before it is recorded to a disc

To add to a document before it is recorded to a disc, first open the Main screen, select the document to
which you want to add the page, and press [Record].

NOTE Record

This document can not be added
You cannot add to a document that is already saved because it has beon recorded on the

disc already.
to a disc.

1 8 Press the [Folder] tab.
The Main screen is redisplayed.

@ My Disc @Cabmet @
Text 1 [Date [vo. |- [»]
NOTE i, Report 02-22-2004 00001

The document that you saved before is selected.

Open Record Eject Tool Set

%‘%‘W‘/f
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Checking Recorded Images

This section describes how to display recorded images.

1 Select the document —> press [Open].
The selected image is displayed. The tabs

@My Disc @Ca‘bmet ﬁFo\der(l) ’

displayed on the screen indicate the document’s <Tex: : IE:Z — |N0:0m | [r]
epol -22-;
name and number of pages out of the total R

number of pages.

=] %‘%‘W‘/f

4 v
QOpen Record Eject Tool Set
Document’s name Number of pages /
all pages

@M ’@C |£7F EIRQPOF! 0..:00001 1/12’

“alable qur T4 plis | el Tigre & retard et donnbe par ¢
)
s el ity pags préosdemsn. --—szTAU
VP
ool = —u[mﬁ"]/ﬂ: s
i e Bt cotts phaxc est bien Voppont b 19011,

& wn dighasngr conslant pris (smss ibportancg
b un e T Grb Goiviteble).
Un i 4

Domss cv cu, o e wdopit pourrn etre conass,
contoméncar & s Bpure 3. par ln crorade
— dun Sitre pessa-bende do tramdirt unié vour

TR EERRE

2 Check the image.
The following keys can be used to check the image, and move pages and documents:

Displays the previous document.

Displays the next document.

Displays pages in this order: back — front — back of previous page — front...
Displays pages in this order: front — back — front of next page — back....
Enlarges the currently displayed image.

Reduces the currently displayed image.

Rotates the currently displayed image 90° at a time to the left.

Rotates the currently displayed image 90° at a time to the right.

LgeoLTEL

> Shifts the image to the left and right if part of the currently displayed image is hidden on
the screen.
A YT Shifts the image up and down if part of the currently displayed image is hidden on the

screen.
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Changing the Name of Recorded Documents

Follow this procedure to change the name of a recorded document.

NOTE

It is possible to change the name of documents that are on shared folders on the network or documents that have not
been saved to a disc. You cannot change the name of documents that have already been saved to a disc.

1 Select the document whose name you want to
change — press [Tool].
The Tool box screen is displayed.

@My Disc

@Camnet ﬁFo\derU)|
Text 1

!Date |Nn I ~ | > |

g

02-22-2004 00001

2 Press [Rename].
The Rename screen is displayed.

NOTE

A message is displayed when a document that has
already been saved to a disc is selected.

@ (=S| S(®)NL| |~
Open Record Eject Tool Set
Tool box

Current location
Folder

Selected document
Report : 02-22-2004: 00001

& 2y = =)
Credie Rename Confimmation Backup
G & &9
Search Delete Network Send

Rename

The change of the name for this
document is not available because it
has been recorded on the disc already.
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3 Change the name. 7
Press [A] or [ ¥] to select a name from the ; o
keyword candidate list. The selected keyword is
highlighted.
If the desired name is not on the list, press [New] Report2
to open the Keyboard screen. Enter a new
keyword — press [OK]. If you want to omit the
keyword, press [None].

4 Press [OK].
The Main screen is displayed.
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Recording Using the Input Support Functions

Input support functions are the Full Text OCR function or the Automatic Keyword Recording function. Documents
that have been recorded with the Full Text OCR function are recorded as documents that include text data.
Therefore, you can search for documents in which a keyword has not been recorded or has been forgotten,
allowing you to use an arbitrary text string to find a document. The Automatic Keyword Recording function
automatically records a keyword and recognizes text data according to specified field attributes, BarCode
(optional), MICR, or OCR information. Either function can be used independently, or they can be used together.
Using these functions when scanning documents enables a reduction in keyword recording work.

Recording Using the Full Text OCR Function

The Full Text OCR function uses optical character recognition to recognize text in all pages of a document. This
function is enabled when the file is in the PDF format. To save a document as a PDF file that includes text
information, and is recognized by OCR processing, select [PDF] in the Set recording mode screen, and set the
character recognition OCR setting to [ON]. (See “Recording Data” on p.44)

1 Display the Main screen — insert a disc.

2 Press [Record]. 04 200402220) ’

The Set recording name screen is displayed.

Text 1 [rext 2 [vo. [ [r]

N

@%%‘@

Tool ‘ Set

s

/ v
Gpen Record Eject
3 Set the keyword.
If necessary, see steps 5 and 6 of “Recording
Data,” on p.45.
4 Press [Mode] Set recording mode
The Set recording mode screen is displayed. Mode Bw  EworDiftusion|  Text | eray | cotor

Resolution 100dpi | 200dpi | 240dpi | 300dpi 300dpi (high-speed)

Bnghlneas’?‘ Darker J ‘ Lighter
Contrast ’E‘ Low; ‘ Hight
Paper size| Auto B4 | Ad | BS | AS | Letterl Legal |
fﬂ“e‘;']‘nd One-sided Double |Skip Blank Page

ggg”me"t Oneijob IMuItipIteob

File Type | TIFF JPEG PDF

‘ OCR Setup | | Preview || Cancel || OK |

56



B Select [PDF] as the file type — press [OCR Setup].
The OCR Setup screen is displayed.

o s [ s ]
[os [omar][ [ [uone]
[oor o [ o] on | o o] o]
swomrad

s s

6 Press [ON] next to OCR.
OCR Language is enabled.

7 Press [Change]
The OCR Language screen is displayed.

8 Setthe OCR language according to the
document’s language — press [OK].
The OCR Setup screen is displayed.

Japanese

English and Japanese
French

Italian

9 Press [OK].
The Set recording mode screen is displayed.
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10 Press [OK].
The Set recording name screen is displayed.

11 Place your document — press [Start].
Scanning starts, and a PDF file that includes the information as text is created.

NOTE

* You cannot check OCR results on the CD-4070NW.
* You can check the text information included in the PDF file by opening the file in an application that supports
PDF files. For more information, see “Viewer Applications,” on p.113.
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Recording Using the Automatic Keyword Recording Function

The Automatic Keyword Recording functions recognize the information on the front of the document as text
according to the field attributes (BarCode, MICR, OCR), and automatically records a keyword. By specifying
the attributes for each field, a maximum of three keywords can be recorded automatically. BarCode, MICR, and
OCR are explained separately in this manual; however, depending on the field settings, a mixture of BarCode,
MICR, and OCR can be recognized.

Using BarCode Information (Optional)

By installing the optional BarCode module, the scanner can recognize barcodes in the document as text infor-
mation. BarCode information is saved in a keyword field with a “BarCode” attribute. For details on installing
the BarCode module, contact your local authorized Canon dealer.

H Setting BarCodes

1 Display the Main screen — insert a disc.

2 Selectand open the cabinet and folder to which

#34 Document [EBARCODE [/ Foider(0)

BarCode [Date [vo. |- [»]

you want to record.

The following description is made on the
assumption that the cabinet name is
“BARCODE,” the folder name is “FOLDER,”
and the field settings are “BarCode” (attribute:
barcode) and “Date” (attribute: date).

=
@ % = W /f i T
Open Record Eject Tool Set
3 Press [Set] — select the [Field setup] tab. Set
The Field setup screen is dlsplayed Basic seiwgzmp\aiq Disc Info | System Info |
ﬁ Current ~Folder
Field name | Length | Attribute |
BarCode 26 BarCode
Date 10 Date
‘ Rename || Addition H eleie | | A | v |
‘Setup Tor; Deiailsl | Altribute |
|7 Pointer ‘ Cancel | ‘ Update ‘ OK |
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4  Select a field name whose attribute is barcode —
press [Setup for Details].
The Setup for Details screen is displayed.

Set

Basic setup Field setup TemplaTe' Disc Info | Systern Info |

ﬁ Current location: Folder

NOTE Field name |_tength Attribute |

If there is no name for the field whose attribute is baels 2o BarCode
barcode, select a field or add a new field change the
attribute to “BarCode”. (See “Field Setup,” on
p.33.)

Date Date

| Rename‘” Insert ” Delete | / | Vl

|€etup for Details.?}‘ Attribute |

|7 Pointer | Cancel | ‘ Update ‘ QK |
5 Select the type of barcode to be scanned from the ——
Setup for Details screen — check the checkbox. [V Intorieaved 2 of 5 (TF) | Check Digit | nono
[¥ code 38 Check Digit | none
[ Fun Ascii
[ code 128
[ Nw-7 (Codaban) none
[ urca [y Add-on
[¥ urcE [ Add-on
[v" EAN-8 1 JAN-8 [ Add-on Keyword lottors
[ EAN-13 10AN-13 [v" Add-on l? EE

NOTE

« If it is necessary to change the check digit, press Check Digit
[Check Digit].

¢ In the case of Interleaved 2 of 5 or Code 39, the
check digit is displayed when [Check Digit] is
pressed.

¢ Only in the case of Codabar (NW-7), the check Modulus 11
digit selection screen is displayed when [Check DR
Digit] is pressed. Select the type of check digit — n

press [OK].

Check Digit Screen for Codabar (NW-7)

none
Modulus 16
Modulus 10

6 Set the number of Keyword Letters — press [OK].
The “Field setup screen” is redisplayed.

NOTE

For instructions on setting the number of keyword letters, see ‘“Changing the Number of Keyword Characters,” on
p.35.

7 Press [OK].
The Main screen is displayed.

60



B Using Barcode Information for Recording
Eh NOTE

The following symbols are converted to blank spaces when they are contained in a barcode:
[IN/5:,%2%<>1_#%

1 Dsplay the Main screen.

2 Press [Record].
The Set recording name screen is displayed.

3 Set the keyword.
If necessary, see Steps 5 and 6 of “Recording Data,” on p.45.

4 Press [Mode].
The Set recording mode screen is displayed.

[

l—!— l—!—
(_tooe ) omen ][ o |
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5

Set the recording parameters — place your
document — press [Preview].

The document is scanned, and the Preview screen
is displayed.

NOTE

Set the recording mode as follows when scanning

barcodes:

* Mode: [B/W] (recommended)

* Resolution: [200 dpi] or [300 dpi (high-speed)]
The vertical barcode cannot be scanned with the
resolution set to [300 dpi (high-speed)]

¢ Scan method: [Skip Blank Page] disabled.

¢ Only barcodes on the front of the document are
recognized even when the scan method is set to
[Double].

* For instructions on setting the recording
parameters, see step 10 on p.46.

Set recording mode

Mode B ErrorDiffusion| Text | Gray | Color |

Resolution 100dpi|200dpi 24Udp||300dp| 300dpi (hlgn—speed)|

Brightness| 128 | Darker | J ‘ Lighter
Confrast Auto | Low! | ‘ Hiaghi
Paper size| Auto B4 | A4 | B5 | A5 Letter | Legal

Scan
method One-sided Double |[Skip Blank Page
Document A
Onefjob |Multiplefjob
type i} I plef

File Type TIFF JPEG | PDF |
7/

N
(Prewew I} Cancel ” OK |

‘ OCR Setup |

Select the area in which barcode information is to
be recognized.

Touch the start of the area on the preview screen
with your finger and drag it to the end of the area.

The area you selected is indicated by diagonal lines.

NOTE

Preview

AR CARGE RECEPY

» Canon

ESERP TR OF CERTENTS

afal-[-[-[-]

5656742295
[Code 39]
Horizontal

’ BarCode
[BarCode]

| Cancel ” Start ” oK |

« If you do not specify an area, all barcodes in a document are scanned. Specify an area if there are multiple

barcodes.

* To select the area again, touch outside the selected area to cancel the area selection.
* You can change the size of the area by touching the l in the bottom right corner of the specified area and move

it.

* You can move the area by touching inside the selected area with your finger and moving your finger to the

desired area.

* The recognition result is displayed in the bottom left.

* When “BarCode” is set with multiple field attributes, the [A] in the lower left corner of the Preview screen is
enabled. Pressing [A] displays the Select field screen. In this screen, you can select the field to be recognized. A

maximum of three fields can be selected.

Press [OK] or [Cancel].
The Set recording mode screen is displayed.
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8 Press [OK] . Set recording mode
The Set recording name screen is displayed. Mode B ErrorDiffusion| Text | Gray | Color |
Resolution 100dpi | 200dpi | 240dpi | 300dpi 300dpi {(high-speed)
NOTE |
Brightness| 128 ‘ Darker | J | Lighter
« If you press [Cancel] before you press [OK], the
recording mode is not set. Contrast | Auto ‘ Low | | High

Paper size| Auto B4 | A4 | B5 | AS | Letter| Legal |
Scan . i
method One-sided Double |Skip Blank Page

Document 2 " .
Onefjob |Multiplefjob
e i pledj

File Type TIFF JPEG PDF More |

‘ OCR Setup | ‘ Preview ” Cancel ”( OK D
9 Place your document — press [Start]. Set recording name
Recording starts, and the scanned image and the IMlsarcode £ pate
BarCode results are displayed. Barcode 0222:2004
Barcode 02-22-2004

New

(S ’@B ’WF %1PAGES|

565742295

f " CANENrEs

ACCOUNTING CORY.
TR

29

Wi

= 2 i AT o=

Sel

Tjool

EEE

Gpen Abort
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10 When recording is finished (aborted) an image of ALl e A

DATE rs

the barcode on the first page of the document is

displayed on a screen to confirm the results of the

scan. BarCode

Compare the image and the keyword. If they do 565742295

not match, you can correct them on the keyboard ‘ 1 | 2 | 3 | 4 | 5 | 6 | 7 | 8 | 9 | 0 |Back|
it ppens Colw e[ [y [o] i [o]o]

) noTe afsfofrfafn]ifx[1]

* The Automatic Keyword Recording Function ‘ Shift | 2 | < | c | v | b | n | m | ‘ e — |
records the scan result on the first page as a
keyword. ‘ End | << | 5> | | ‘ Prev | Next |

« In the automatic paper feed mode, recording
continues until there is no paper in the feed tray,
and the Keyboard screen is displayed.

¢ In the manual bypass mode, the Keyboard screen
is displayed when [Abort] is pressed.

11 Check the other barcodes and images.
You can use the following keys to check the other scanned barcodes and images:
Enarges the currently displayed image.
Reduces the currently displayed image.
Rotates the currently displayed image 90° to the left.
Rotates the currently displayed image 90° to the right.
Shifts the image to the left and right if it does not fit on the screen.
Shifts the image up and down if it does not fit on the screen.
Enabled when there are multiple areas. Press to display the next area.

FzrA@@oL
S EAY

Enabled when there are multiple areas. Press to display the previous area.

12 Press [End]. 59 ’@B ’ﬁrz L 1665742095 0000 |

The Main screen and the recorded image is
displayed. Ccanon

L] —
NOTE - 565742295

AIR CARGO RECEIP] ACCOUNTING COPY
ATe

FROM | I
If there is a system error during a scan, be sure to e
confirm that the document has been recorded ‘;zj -
correctly. If the document was not recorded e
properly, scan the document again. " il e [ Pux

B/W. 300dpi. Brightness 127, Paper size Auto, One-sided

[~

Open

%‘%‘W‘lf

Record Eject Tool Set
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Using MICR Information

E13-B fonts in a selected area of a scanned image are read, and the results are saved as a field keyword with
“MICR?” as the field attribute.

Bl MICR Characters

The part enclosed by .I' and |II on the right side of a MICR character is called the “Amount Character,” and

the part enclosed by I = and I g is called the “Transit No. Character.” The part between the Amount Character
and the Transit No. Character is called the “On-Us Character.” The left side of the Transit No. character is
called the “Auxiliary On-Us Character,” and is not printed sometimes.

The Amount character is also not printed sometimes. If it is not printed, the right side of a Transit No.
character becomes an On-Us character.

Example
700200 w4 e50000L ™ OOLOOE70O= 45" O¢ +0LO0CO0000.
Aux. On-Us Transit No. On-Us Amount

In the case above, the characters are as follows:
Auxiliary On-Us character: 1" Y00 200
Transit No. character: l 250000LY
On-Us character: OOLOOcBTOw LG O
Amount character: 0L00000000

On the CD-4070NW, ||¥is replaced with X and nn1 is replaced with -.

Auxiliary On-Us character: X700200

Transit No. character: 125000047
On-Us character: 004002870-15X02
Amount character: 0400000000
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H Setting MICR

1 Display the Main screen.

2 Insert the disc to record the document.

3 Select and open the cabinet and folder to which
you want to record.
The following description is made on the
assumption that the cabinet name is “MICR,” the
folder name is “FOLDER,” and the field settings
are “MICR” (attribute: MICR) and “Date”
(attribute: date).

59 My Do [gemick ﬂwder(o)|

MICR [ate [vo. | [»]

=13
@ % = @ /f i 5
Gpen Record Eject Tool Set
4 Press [Set] — select the [Field setup] tab. et
The Fleld Setup screen 1s dlsplayed. Basic setufy Field setup emp\aie' Disc Irfo. | System Info |
ﬁ Current locafion: Folder
Field name | Length | Attribute |
MICR 25 MICR
Date 10 Date
‘ Rename: || Addition H [Deleie | | A | v |
‘Setup Tor; Detailsl | Altribute |
|7 Pointer ‘ Cancel | ‘ Update | | OK |

5 Select a field name whose attribute is MICR — a0
press [Setup fOr DEtails]' Basic setup Field setup Temp\aie' Disc Infa | System Info |
The Setup for Details screen is displayed. 4 Gurent location: Folder

A Mﬁmnbme |
NOTE L
If there is no name for the field whose attribute is

Date 10 Date
MICR, select a field or add a new field — change
the attribute to “MICR.” (See “Field Setup,” on

p.33.) ‘ Rem‘u Insert ” Delete | / | Vl

ya N
‘éetup for Detail5)| Attribute |

|7P0inter ‘ Cancel ” Update || OK |
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6 Select the unwanted field types from the “Fields
for Use” list — press [ 4.

Setup for Details

Fields Not for Use

Fields for Use

Auxiliary On-D%

Transit No.

M Number
of All Characters

25

Total of Characters
in The Fields

3

Number of Characters
in This Field

| [l ]

7 Press [A] or [¥] to set the “Maximum Number
of All Characters.”
The maximum number of characters that can be
saved to the currently selected field is displayed.

Setup for Details

Fields Not for Use

Fields for Use

Auzxiliary On-Us

Transit No.

On-Us

E Amount

(<]

Number
of All Chaga

= GIY)

Total of Chireste
in The Fields

2

Number of Characters
in This Field

[ [a[<]

8 Sselect the field you want to use from the “Fields
for Use” list — press [A] or [¥] to set the
“Number of Characters in This Field”.

The maximum number of characters that can be
saved to the currently selected field is displayed.

NOTE

* The total number of required characters for the
selected field and the number of characters that
can be saved to the currently selected field is
displayed in “Total of Characters in The Fields”.

« If the “Total of Characters in The Fields” exceeds
the “Maximum Number of All Characters”, the
total is displayed in red. In this case, set the
“Maximum Number of All Characters” or
“Number of Characters in This Field” again.

« If the number of character in the field is
unknown, set the numbers of all the fields in
“Fields for Use” to zero, and set a larger number
for “Maximum Number of All Characters”.

Setup for Details

Fields Not for Use

Fields for Use

Auxiliary On-Us

[~
L]

Transit No.
On-Us

Amount

Number
of All Characters

25

Total of Characters
in The Fields

2

Number of Characters

9 Press [OK].
The Fields setup screen is displayed.

10 Press [OK].
The Main screen is displayed.
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H Using MICR Information for Recording
Er) noTE

* When two or more MICR fields are set for use, delimit each MICR field with a ¢, (comma).
* Stroke 12 (]|¥) in E13-B fonts is recognized as the “X” symbol,” and stroke 13 (RNl ) as the (-) symbol.

1 Display the Main screen.

2 Press [Record].
The Set recording name screen is displayed.

3 Set the keyword.
If necessary, see steps 5 and 6 of “Recording Data,” on p.44.

4 Press [Mode].
The Set recording mode screen is displayed.

MICR 02-22-2004

|

l—!— l—!—
[T | (G ) omn ][ oon ]
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5 Setthe recording parameters — place your Set recording mode
document — press [Preview]. Mode BW  Eror Diffusionl Text | Gray | Color |
The document is scanned, and the Preview screen Resolution 100¢pi | 200dpi | 240dpi | 300dpi | 300dpi (high-speed)
is dlsplayed Brightness| 128 | Darker | J | Lighter
Contrast | Aut L fHigh
NOTE ontras uto | ow! | | 11¢]
Set the recording mode as follows when scanning Rate R Auro EE | i | (£ | s | Lef‘e’l el |
MICR characters: 3‘;‘20 4 |One-sided  Double |Skip Blank Page
* Mode: [Text] (recommended)
. . Document 0701 IMuIlipIteob
* Resolution: [300 dpi] type
MICR cannot be scanned with a resolution other File Type | TIFF JPEG | PDF |
than 300 dpi.
* Scan method: [Skip Blank Page] disabled. ‘ OCR Setup | Q Preview )‘ Cancel ” OK |

Only MICR characters on the front of the
document are recognized even when the scan
method is set to [Double].

* MICR characters are scanned only in the
following direction.

1?00 ¢00 124 250000L 71z

Feed direction ——»

Feed Direction of MICR Characters to Be Scanned

* For instructions on setting the recording
parameters, see step 10 on p.46.

6 Sclect the area in which MICR information is to Proview

be recognized.
Touch the start of the area on the preview screen .

(EANYTONN Usa 12565 -

e
T3

B e No.0100881

with your finger and drag it to the end of the area. Al L —— ; o
. . . . . TOQ THE ORDER OF; ik X
The area you selected is indicated by horizontal lines. || xoom aswisse

ANYSTREET AVENUE,
‘CANQNSVILLE, NEW YORK

NOT NEGOTIABLE

CANON nona b
AL MAJOR OITES
GHECK YDUR YELLOW PAGES

125000047 00400287015 . ‘@l al - | ~ | / | v |
Dl e o o]
E:) NoTE

* MICR information cannot be scanned unless you specify an area.

« If you specify an area, you can scan and recognize all MICR information in that area.

* To select the area again, touch outside the selected area to cancel the area selection.

* You can change the size of the area by touching the l in the bottom right corner of the specified area and move
it.

* You can move the area by touching inside the selected area with your finger and moving your finger to the
desired area.

* The recognition result is displayed in the bottom left.

* When “MICR?” is set with multiple field attributes, the [A] in the lower left corner of the preview screen is
enabled. Pressing [A], displays the Select field screen. In this screen, you can select the field to be recognized. A
maximum of three fields can be selected.
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7 Press [OK] or [Cancel].
The Set recording mode screen is displayed.

8 Press [OK].
The Set recording name screen is displayed.
NOTE 2
If you press [Cancel] before your press [OK], the _r_
recording mode is not set. ’T _ ’Tyn
[~ | B5 | a5 |roter] e
e _onat [ e
owm |

T R e R G,

9 Place your document — press [Start].
Recording starts, and the scanned image and the

MICR results are displayed.

|

l—!— l—!—
ENETN N

125000047 00400287015X02 00000..

T2 AN STREET
HHTOM, USA 2805

No 0106001

PAT ERAGTLY e - ) AHOUNT
ZERO DOLT.ARS AND ZERO CENTS E
TO THE QRDER OF: . . Skk000.00

MR. NOONE ANYWHERE

ANYSTREET AVENUE
CANONSVILLE, NEW YORK

Ao o s NOT NEGOTIABLE
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10 When recording is finished (aborted) an image of

A
the MICR infi ti the first f th
e }n(?rmalonon e firs pageo. e " L 350000L 70 00U < | -
document is displayed on a screen to confirm the =

results of the scan. MICR
Compare the image and the keyword. 1If they do 125000047 00400287015X02 0000000000

not match, you can correct them on the keyboard ‘1'2 | 3 | 4 | 5 | 6 | 7 | 8 | 9 | 0 |Back|
that appears. ‘Q|W|E|R|T|Y|U|I|O|P|
E) note Als|ofFfe]nfyfx]L]
" Fetords the scan resnton the st e nen St [2[x]c]v]e[n]mM] [ symbol |
keyword. ‘ End |<<|>>| | ‘ Prev | Next |

« In the automatic paper feed mode, recording
continues until there is no paper in the feed tray
and the Keyboard screen is displayed.

« In the manual bypass mode, the Keyboard screen
is displayed when [Abort] is pressed.

11 Check the other MICR and images.
You can use the following keys to check the other scanned MICR information and images:
Enlarges the currently displayed image.
Reduces the currently displayed image.
Rotates the currently displayed image 90° to the left.
Rotates the currently displayed image 90° to the right.
Shifts the image to the left and right if it does not fit on the screen.
Shifts the image up and down if it does not fit on the screen.
Enabled when there are multiple areas. Press to display the next area.
Enabled when there are multiple areas. Press to display the previous area.

SZrA@ROS
g E‘ '. ee ee ee e

12 Press [End]. @M ’@M |WF L 1126000047 004 00001 |

The Main screen, and the recorded image is

displayed. P - gres
o von e S .
N o R No.010000%
NOTE L. oo
. . ZERO DOLLARS AND ZERO CENTS 100,00
If there is a system error during a scan, be sure to TO'THE OROER OF: frant

confirm that the document has been recorded R AR
CANONSYILLE, NEW YORK
correctly. If the document was not recorded CANOT v e NOT NEGOTIABLE

properly, scan the document again. e YO L owpacES

|BIW, 300dpi. Brightness 127, Paper size Auto, One-sided

7

Set

=
e

Eject

M
=1

Record

¥

Tool

=

Open
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Using OCR Information

Text information in a selected area can be read, and the results saved as a field (part of a file).

H Setting OCR

1 Display the Main screen.

2 Insert the disc to record the document.

3 Select and open the cabinet and folder to which
you want to record.
The following description is made on the
assumption that the cabinet name is “OCR,” the
folder name is “FOLDER,” and the field settings
are “OCR” (attribute: OCR) and “Date”
(attribute: date).

@Documeﬂt

@ocrz gFo\der(U) ’

OCR

|Dale |Nu I ~J | B |

==
[ = | 0 | I/ | A
Opern| Record Eject Tool Set
4 Press [Set] — select the [Field setup] tab. st
The Field setup screen is displayed. Bag‘cgefu@empmq Bl o | - \mfo|
ﬁ Current’ der Folder
Field name | Length | Atiribute |
QCR 25 OCR
Date 10 Date
| Rename H Addition H melete | ‘ 'y | v |
|Setup for Detallsl ‘ Attribute |
|7 Pointer | Cancel | ‘ Update ‘ 0K |
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5 Select a field name whose attribute is OCR —
press [Setup for Details].
The Setup for Details screen is displayed.

NOTE

If there is no name for the field whose attribute is
OCR, select a field or add a new field — change the
attribute to “OCR”. (See “Field Setup,” on p.33.)

Set

Basic setup  Field setup |Temp\ate| Dis¢ Irifo. | System Info |

ﬁ Current location: Folder

Field pame ! Length Attribute |
ocr 25 OCR
Date 10 Date

‘ Rename || Insert ” Delete | / | vl
tgetup for Deta%l | Attribute |
N pd

‘ Cancel ” Update || oK |

|7 Pointer

6 Select the type of character to be recognized
under “Character for Recognition.”

NOTE

« If the type of character whose checkbox is not
marked exists in the area in which OCR
information is to be recognized, an error is
generated.

« If the “Space” checkbox is not marked, spaces are
deleted.

Setup for Details

Keyword letters
|7 Numeric
|7 English Character
|7 Symbol

25

|7 Check character length

7 Press [A] or [¥] to set the number of keyword letters.

NOTE

« If the “Check character length” checkbox is marked, the number of recognized characters is checked when
characters are actually recognized. If the number of characters is different, an error is generated.
¢ For more information on setting the number of keyword letters, see ‘“Changing the Number of Keyword

Characters,” on p.35.

8 Press [OK].
The Field setup screen is displayed.

NOTE

If you press [Cancel], the OCR setup details are not set.

9 Press [OK].
The Main screen is displayed.

NOTE

To make another setting, press [Update].
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H Using OCR Information for Recording
NOTE

It is sometimes difficult for the OCR function to recognize the following characters:
!, 1,10r 0, O (or similar)

1 Display the Main screen.

2 Press [Record]. 08 vzt |

The Set recording name screen is displayed.

Text 1 [rext 2 |

=
o
Y
5

Gpen Record Eject Tool Set

w (| = %‘W‘ff

Set recording name.
AGOCR @Date

New None

‘
H

‘
EI

New Cont. Mode ” Cancel ” Start

3 Setthe keyword.
If necessary, see steps 5 and 6 of “Recording Data,” on p.45.
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4 Press [Mode] Set recording name.
The Set recording mode screen is displayed. AgocR [-pate
ocR |02—22—2004
0OCR 02-22-2004

=5 BE
New Cont. | ( Mode I Cancel | Start |

5 Setthe recording parameters — place your Set recording mode
document — press [Preview]. Mode bW EnorDiftusion|  Tod | Gray | color
The document is scanned, and the Preview screen Resolution 100dpi | 200dpi | 240dpi | 300dpi  300dpi (hlgn—speed)l
is displayed. Brightnessl?| Darker | J | Lighter

Contrast Aulo| Loy’ | | High
NOTE Paper size| Auto B4 | Ad | B5 A5

Set the recording mode as follows when scanning
Scan One-sided Double |[Skip Blank Page
documents to be recognized by OCR: method

* Mode: [B/W] (recommended) ggg“me"‘ Oneljob IMuIllpItenb
* Resolution: [200 dpi] or [300 dpi] File T - e POF
« Scanning method: [Skip Blank Page] disabled. e vpe _l_l

Letter | Legal

* Only characters on the front of the document are

N . ‘ OCR Setup | ‘ Preview ” Cancel | ‘ OK |
recognized even when the scan method is set to
[Double].
* For instructions on setting the recording
parameters, see step 10 on p.46.
6 Select the area in which OCR information is to be EED

recognized.
Touch the start of the area on the preview screen

with your finger and drag it to the end of the area.
The area you selected is indicated by horizontal

lines. AMOUNT

$xkx000.00
No 0100001 ‘@l@l « | > | A | v |
[%%';] ‘ Cancel ” Start ” 0K |

Eh) NnoTE

« If you specify an area, you can scan characters in that area and save them as keywords.

« To select the area again, touch outside the selected area to cancel the area selection.

* You can change the size of the area by touching the l in the bottom right corner of the specified area, and move
it.

* You can move the area by touching inside the selected area with your finger and moving your finger to the
desired area.

* The recognition result is displayed in the bottom left.

* When “OCR?” is set with multiple field attributes, the [A] in the lower left corner of the Preview screen is
enabled. Pressing [A] displays the Select field screen. In this screen, you can select the field to be recognized. A
maximum of three fields can be selected.
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7 Press [OK] or [Cancel].
The Set recording mode screen is displayed.

8 Press [OK].
The Set recording name screen is dispayed.

NOTE

If you press [Cancel], before you press [OK], the
recording mode is not set.

Set recording mode

Mode B/W ErrnrDiffu5i0n| Text | Gray | Color |

Resolution 100dpi | 200dpi | 240dpi | 300dpi  300dpi (high-speed)

Brightness| 128 ‘Darker | J ‘Lighter

Contrast Auto‘ Loy | ‘ High'

Paper size| Auto B4

Scan One-sided Double |Skip Blank Page

Ad | B5 | A5 |Letter Legal

method
Document lof
Onefjob |Multiplefjob

i i plefj

File Type TIFF JPEG PDF
~

‘ OCR Setup | | Preview || Cancel n OK |
A

9 Place your document — press [Start].

Recording starts, and the scanned image and the

OCR results are displayed.

Set recording name.
AGOCR Date

’OCR ’02—22—2004

QOCR 02-22-2004

New
New Cont. | ‘ Mode | ‘ Cancel ﬂ Start
- i |2 S
No0100001 — T
T
125 MAM BTREET
ABYTOMY, LA 12308
No.0100001
FAY ECACTLY, g AMOUNT
o o 180 GRS _ 00000
MR. NOONE ANYWHERE
ANYSTREET AVENUE
CANONSVILLE, NEW YORK
CABO oo sux NOT NEGOTIABLE
ALL MAIOR GITES
B/W. 300dpi. Brightness 169. Paper size Auto. One-sided

[ %‘ i
Qpen Abort Eject; Tiool Set
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10 When recording is finished (aborted) an image of n
the OCR text on the first page of the document is
| o No0.0100001 | *[*
displayed on a screen to confirm the results of the 0. =
1
scan e
Compare the image and the keyword. If they do No0100001 E.
not match, you can correct them on the keyboard ‘ 1 | 2 | 3 | 4 | 5 | 6 | 7 | 8 | 9 | 0 | Back |
that appears. afwlelefefylulifo]er]
) noTe alsfafefafnfife]1]
* The Automatic Keyword Recording Function ‘ Shift | 2 | < | c | v | b | n | m | ‘ FE— |
records the scan result on the first page as a
keyword. ‘ End | << | >> | | ‘ Prey | Next |
¢ In the automatic paper feed mode, recording
continues until there is no paper in the feed tray,
and the Keyboard screen is displayed.
¢ In the manual bypass mode, the Keyboard screen
is displayed when [Abort] is pressed.
11 Check the other OCR information and images.
You can use the following keys to check the other scanned OCR information and images:
Enlarges the currently displayed image.
Reduces the currently displayed image.
Rotates the currently displayed image 90° to the left.
Rotates the currently displayed image 90° to the right.
q > Shifts the image to the left and right if it does not fit on the screen.
ATY: Shifts the image up and down if it does not fit on the screen.
[Next] : Enabled when there are multiple areas. Press to display the next area.
[Prev] : Enabled when there are multiple areas. Press to display the previous area.
12 Press [End]. fod ’ [feo | (/7. lnooionoot - -oo00r | - Qult
The Main screen and the recorded image is =
displayed. e i
= No, 0100001
NOTE g A
If there is a system error during a scan, be sure to b S ‘
confirm that the document has been recorded E;O::if::ii: o _NOT NEGOTIABLE _
correctly. If the document was not recorded eI ow paces
properly, scan the document again. ) )
B/W. 300dpi. Brightness 159, Paper size Auto, One-sided
==
| = ‘ = ‘ i 4 ‘ A
Open Record Eject Tool Set
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Confirming Text Recognition

You can confirm the character recognition of scanned Barcodes, MICR, and OCR information.

B Confirming Text Recognition

1 Display the Main screen.

2 Insert the disc on which the document was recorded.

3 Press [Set].

@My Disc(8) o am
The Set screen is displayed. ’

Text 1 Text 2 [vo. |- [r]

[ BarcopE

@ MICR
@ OcR

/\‘
==
1 = | . [/ | N
Cpen Record Eject Tool Set
4  Press the System Info. tab — press [Change] next Set
to Confirmation. Basic setup| Field seiup| Template | Disc Info @
The Confirmation screen is displayed.

Total Scannina 67788 sheets

Mail Setup It's Not Set Up. Change

Confirmation All Fields ‘ Change

Admin_ tool

|7 Pointer ‘ Cancel ” Update ” OK |
5 Press [¥] or [A] to select the fields you want to Change
confirm. Al Fields
[All Fields] : Confirms text recognition Error Fields Only

of all fields including fields
that have already been
recognized.

[Error Fields Only] : Confirms text recognition oK |

of only the fields where
scanning errors have

occurred.
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6 Press [OK].
The System Info. screen is displayed.

NOTE

If you press [Cancel], text recognition confirmation is not set.

7 Press [OK].
The Main screen is displayed.

NOTE

To make another setting, press [Update].

B Checking the Recognition Result

1 Select the file to be confirmed.

2 Press [Tool]. Sy ose
The Tool box screen is displayed.

@BARCODE [/ Foldertl) ’

Barcode |Date |No I ~J | B |

.ﬂ NOTE ﬂa565?42295 02-22-2004 00001

When a scanned image contains OCR, MICR, or
barcode information, [ Confirmation] is displayed
on the Tool box screen.

Record

QOpen Eject Tool Set
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3

Press [Confirmation].

An image of the selected area and the Keyboard
screen containing the recognized keyword are
displayed.

Tool box

Current location
Folder

Selected document

566742295 : 02-22-2004: 00001

Z

Create

@

Rename

!

==

onfirmatio

Search

X

[eleie

Network Send|

BarCode

565742295

1]2|a|a]s|e|7]s]o]o]Back]

afvwlefrfefyfufifofe]

afsfafefofnfifwfr]

‘Shiﬁlzlxlclvlblnlml‘Symbol|

| End [<«<|>>

| ‘ Prev | Next|

4

If necessary, correct the file name.

Compare the data and the image on the screen. If they do not match, you can correct them with the

keyboard.

For details on how to use the keyboard, see “How to Use the Keyboard Screen,” on p.11. You can also

use the following keys:

[Next] : Displays the keyword assigned to the next field.
[Prev] : Displays the keyword assigned to the previous field.

[End]:  Ends the checking of recognition results.

Press [End].
The Main screen is displayed.
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)1:10] (¢ 8 Network Connection Functions

Connecting the CD-4070NW to a Network

After the CD-4070NW is connected to the network, data can be recorded on a personal computer that is attached
to the network. Data can also be transferred as an attachment to an e-mail message, and then recorded.

When the CD-4070NW is connected to the network, specific network settings must be enabled according to the
network environment. Therefore, only the network system administrator should perform the connection of the
CD-4070NW to the network and its related settings.

Connecting the Network Cable and Keyboard

Before turning ON the power, connect the network cable (10Base-T/100Base-TX) and the keyboard (PS/2
compatible) to perform the network settings, as shown below.

—)

ol [[s

Network Cable
| (10Base-T/100Base-TX)
[
[
/ ; Q
D E
|

[ B ooon oo poeny

B TR

PS/2 Compatible Keyboard

NOTE

* Be sure to connect a keyboard before turning ON the power.
* A keyboard can be used to enter characters when the network is not in use.
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Chapter 4 Network Connection Functions
Setting Up the Network

Only the network system administrator should make these settings.

1 Connect the network cable and the keyboard, and
then turn the power ON.
The Main screen is displayed.

2 Press [Set].
The Set screen is displayed.

3 Press the [System Info.] tab.
The System Info. screen is displayed.

4 Press [Admin. tool].
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5 Press [Change].
The System Properties screen is displayed.

A cauTion
Do not make any settings except for those on the
[Computer Name] tab. Making other settings may
cause malfunctions to occur.

6 Press the [Computer Name] tab, and make the deolosed .
desired settings for the network or user account '
— press [OK].
The Administration tool screen is displayed.

(3 mPORTANT
The network settings you set may influence the
entire network. Only the network system
administrator should make these settings.

7 Press [OK] on the Administration tool screen
when the settings are completed.

=hl NOTE

A message requesting that you restart your
computer appears after you have changed the
network settings. If this happens, press [No] to
continue working, or press [OK] to end work on
the CD-4070NW.

System Settings Change

8 If you selected [NO] in step 7, press [OK] on the
System Info. screen.
The Main screen is displayed.

Update |
S —
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Chapter 4. Network Connection Functions

Recording to Shared Folders

You can use the network to record data to shared folders that have been opened on the network. Contact the
administrator of the computer on which the shared files have been opened so that you may access the shared

folders.

NOTE

* Documents are not recorded to the CD-R disc even if one is inserted in the drive.

* Backup data is not created for documents that are recorded to shared folders.

* You can record additions to documents that have been recorded to shared files.

1 Display the Main screen.

2 Press [Tool].

04 20040222(0) ’
The Tool box screen is displayed.
Text 1 [rext 2 [vo. [ ]
/
=
B %)~ |-
Open Record Eject Tool Set
3 Press [Network]. Tool box
The Select Computer screen is displayed. O
@ @ [ &
Gredle Rename ConfiLmation. Backup

V4 AN
[Delete ( Network

&

Mail

N y 4

N——

Cancel

4 Select [Microsoft Windows Network] — press [Open].

Select Computer

e

Network

Name

erminal Services

‘ Update ” Search ” Upil Level

N

oo (o
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Chapter 4. Network Connection Functions

Select a workgroup, and press [Open]. Select Computer
The computers related to the selected workgroup ! Microsoft Windows Network
are displayed.

Name Comment

Al'l
= o)

Account and Password
NOTE

The Account and Password screen is displayed Aclf,:”::‘ Set Up
when a password has been set for the desired

computer or shared folder. Press [Change], and
enter the account and password that have been set

for the shared folder.

Update | | Search | ‘ Up 1 Level

Password
It's Not Set Up.

Select a computer, and press [Open]. Select Computer

The shared folders are displayed.

Comment
‘ Update ” Search ” Up 1 Level A | v |

e JCom )

Select a shared folder, and press [Open]. Select Computer
The shared folder is connected. & server

NOTE Name | Comment ‘ |
* Press [Search] to enter a computer name that is @

connected.
* Press [History] to display the history of a shared
folder.

5]
o (o )

‘ Update ” Search ” Up 1 Level

Create a cabinet or a folder. (See “Making Cabinets or Folders,” on p.41.)

Set the fields. (See “Field Setup,” on p.33.)
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Chapter 4. Network Connection Functions

10 Press [Record].
Recording starts, and the Main screen is displayed.

(& sERVERISharedDacs(0) ’

Text 1

[Text 2

NOTE

Documents are recorded to the hard drive, and are
not recorded to the CD-R disc even if one is
inserted in the CD-4070N'W.

N

i

Open

imhi
=

Record

e

Disconnect

Tool

7

Set

11 When recording is finished, pass [Disconnect] to disconnect from the network.
Connection to the network is broken, and the Main screen is displayed.

Accessing Data in Shared Folders

On a personal computer, a folder that is created in a shared folder has the same name as the cabinet
created in the CD-4070NW. Also, a file whose name is “Docs2.ini” is created in each shared folder,
cabinet and folder in which fields are set on the CD-4070NW. For more information, see “Field Setup,”

on p.33.

For details on viewing recorded data on the CD-4070NW, see “Viewing CD-4070NW Discs,” on p.114.

& Shared Documents

File Edit Wew Favartes Tools Help

1ol x|
| &

/_jSearch i Falders

Qus-O- 3
o I I B

Cabingt Cahinetz Cahinet3 DOCS2,IND

A\ cauTiOoN

Important information, such as fields set on the CD-4070NW is recorded in “Docs2.ini”. If this file is deleted, the
field information of the previous data recording is not displayed if data is recorded to the same shared folder on

the CD-4070NW.
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E-mail Functions

If e-mail (Internet mail) is available via the network in your environment, scanned documents can be directly
transferred via e-mail.

Basic E-mail Settings

Set the mail server (SMTP server) to enable e-mail, the sender information, and file size. You can only send
e-mail messages from the CD-4070NW. The CD-4070NW does not support incoming data via e-mail.

3 vPoRTAMT

E-mail settings should only be made by the mail system administrator.

1 Check to make sure that the network cable is

Disc not inserted.
connected, and then turn ON the power.
. . . 0OCR Date No ~J P>
The Main screen is displayed. l L[]

Gpen Record| Eject: Tool Set

il
i
ie
N

2 Press [Set].
The Set screen is displayed.

3 Press the [System Info.] tab. Set
The SyStem Info. screen is dlSplayed Basic 591up| Field setup | Temp\aTe' D\sc\nfow

Total Scannina 67788 sheets

Mail Setup It's Not Set Up

Confirmation All Fields Change

Admin. tool

VPmnier ‘ Cancel || Updaie

[ ox |
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4

Press [Change] for Mail Setup.
The Mail Setup screen is displayed.

Select an item to set — press [Change] next to the
desired item.

Sender’s Name: Set the sender’s name.
Sender’s Mail Address: Set the sender’s e-mail address.
SMTP Server: Set the SMTP server address.

NOTE

Set the mail address registered in the SMTP server for “Sender’s Mail Address”. When there is a reply from those
who received the mail from the CD-4070NW, it is sent to the mail address set here.

(3 wPORTANT

Mail settings cannot be returned to their default settings (no setting) once mail settings have been made.

Enter the sender’s name, e-mail address, and

SMTP Server address using the Keyboard screen ]

that appears — press [OK].

The System Info. screen is displayed. rrrrrffff’f’f
a|wlefr[r[v]u]ifo]r]e]

[ s fe [ [ [ e fe]
([ Pl e[ o] [fsme=
1 3

| Cancel oK |
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7 Press the [Basic setup] tab.
The Basic setup screen is displayed.

8 Press [Change] for Maximum Size.
The Maximum Size screen is displayed.
The maximum size current set is highlighted.

Change:

9 Press [A] or [ ¥] to select the maximum data size
of the e-mail.
The selected maximum data size is highlighted.

(3 wmPoRTANT
The maximum data size setting may influence your
mail system. Therefore, this setting should only be
made by the mail system administrator.

10 Press [OK].
The Basic setup screen is displayed.

11 Press [OK].
The Main screen is displayed.
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12 Press [Tool].
The Tool box screen is displayed.

NOTE

When the Mail settings are complete, [Mail] is
enabled in the toolbox.

Confimation:

13 Press [Mail].
If an e-mail address has been registered, the
e-mail address appears in the window. alfred@anywhoro com

NOTE LBenjamin somewh... benjamin@somewhere.com
‘Group

Alfred/Benjamin somewhere.com
Press [Disconnect] to return to the Main screen.

()
@

Open
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Chapter 5. E-mail Functions

E-mail Addresses

You can register or modify an e-mail address.

NOTE

You must registter an e-mail address before you can send an e-mail message.

Registering E-mail Addresses and Distribution Lists

You can register up to 500 e-mail addresses and distribution lists.

1 On the Main screen, press [Tool] — [Mail] to
display the Mail screen.

NOTE

If an e-mail address has been registered, the e-mail
address is displayed in the window.

2 Press [Tool]. o MaH(O)|

The Mail Tool box screen is displayed.
Name E-Mail Address | ~J | = |
N
U = = A
Qpen Record Disconnec! t Tool Set
3 Press [Setup Address]. —
The Select Registration screen is displayed. N
Mail

Se(lecied Mail Adrress

a = £
etup Addres? Modify Addiess Confirmation Backup:
L.
X &
Search) Deleie Network Signature

Cancel

4 Select [Mail Address] or [Distribution List] — Setup Address
press [OK] . Which do you make?

i @
ail Address Distribution L

oo ([ )
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@ If you select [Mail Address]:

U Press [Change] to the right of Name or
E-mail Address.

1 Enter the name or e-mail address using the
keyboard screen that appears — press [OK].

INfgl.erEame contains a ¢, (comma), |7|—|—|—|—|—|—|—|—’—’—
core tha the mame does ot containn oo (] Wl el efvlu]i]o]e]
e DDOnDNDD

The Setup Address screen is displayed. lilirrrrrr ’7

R
Cancel (oK |

@ If you select [Distribution List]:
E:) noTE

You can create distribution lists only when e-mail addresses have been registered. Make sure to register
e-mail addresses first before performing this procedure.

U Press [Change] to the right of Name.

1 Enter the name of the distribution list using
the keyboard screen that appears — press
[OK].

o Tefefefa[e[r o] o]
st sost L] [ a[o] Je]e
Lo Lo lo el
sl [« e v o o ]n] | omen
I
Cancal (__ OK
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Chapter 5. E-mail Functions

U Press [Change] to the right of Distribution
List.
The Address Book screen is displayed.

1 Select the distribution destinations — press
[OK].

=h) NOTE
To select two or more distribution
destinations, press them directly with your
finger or you can press [A] or [ V] to select
one destination at a time.

The Setup Address screen is displayed.

5 Press [OK].
The Mail screen is displayed.

6 Press [Disconnect] to return to the Main screen.
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Chapter 5. E-mail Functions

Modifying/Deleting E-mail Addresses and Distribution Lists

Registered e-mail addresses and distribution lists can be modified or deleted.

1

Display the Mail screen.
If necessary, see the procedure in “Registering

E-mail Addresses and Distribution Lists,” on p.91.

The registered e-mail addresses and distribution
lists are displayed in the window.

@ Mali3) ’

|Name E-Mail Address | =] | [= |

&_ Alfred alfred@anywhere.com

&' Benjamin somewh... benjamin@somewhere com

@ Group Alfred/Benjamin somewhere.com

‘ B2 = ‘ Y ‘ /A INE
Open Record Disconnect Tool Set

Select an e-mail address or distribution list to
modify or delete.

@ Maili3) ’

The selected e-mail address or distribution list is [namo E-Mail Address [«<]=]
hlghhghted &' Alfred alfred@anywhere.com
’ &' Benjamin somewh... benjamin@somewhere com
NOTE @Group Alfred/Benjamin somewhere com
Only one address can be modified or deleted at a
time.
@ = || = ‘ G| 7| .-
Open Record Disconnect Tool Set
3 Press [Tool].
The Mail Tool box screen is displayed.
4 Press [Modify Address] or [Delete]. ool box

94

Current location
Mail

Selected Mail Adrress
Alfred

L =Y = | &
Setup Address| Modify Address Confirmation: Backup
L.
I & E
Search Delete

Network Signature

Cancel




@ If you select [Modify Address]:
U Press [Change] to the right of Name.

The Keyboard screen is displayed.

=

Modify Address Screen

oo |

Modify Distributtion List Scree

U Modify the name as required — press [OK].
NOTE

If you press [Cancel], the name is not

g;;)l()ilif;:i.and the Modify Address screen is ﬁrrrrrrrr’f’i
The Modify Address screen is displayed. rrrrrﬁrﬁrf
elefefrfofnfife]]
[stie] =[x cfv]ofn]m] [ ombol]

Iy
| Cancel {_ok_|

U Press [Change] to the right of E-Mail

Address or Distribution List. alfred@anywhere.com

Ey(;u Wznt to HlO'dicfl}.’ tlie e-;nail address, the |7|—|_|—|—|—|—|—|—’—’—

eyboard screen is displayed. rﬁrrrrrrr’—’f
e felrlofnfifef]

o[z x[clv]ofnfm]. [omeal

Iy I
| Cancel | OK_|
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If you want to modify the distribution list,
the Address Book screen is displayed.

U Modify the e-mail address or distribution list as required — press [OK].
The Modify Address screen is displayed.
U Press [OK].
The Mail screen is displayed.
@ If you select [Delete] in step 4:

1 The Delete screen is displayed — press [OK].

The e-mail address or distribution list you selected is deleted, and the Mail screen is displayed.
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Registering Your Signature

Chapter 5. E-mail Functions

You can register/modify your signature that accompanies your e-mail.
The registered signature is always attached to the e-mail messages you send from the CD-4070NW. If you do

not want to attach your signature, you must delete it.

1 Display the Mail screen.

|
If necessary, see the procedure in “Registering |
Name E-Mail Address [<]r]
E-mail Addresses and Distribution Lists,” on p.93. {L Atred alfred@anywhere.com
. X . . X ﬁ_ Benjamin somewh... benjamin@somewhere.com
The registered e-mail addresses and distribution 4k Group Alfred/Benjamin somewhere com
lists are displayed in the window.
@ = S [ A I/ | I
Gpen Record [Dizconrees Tool Set
2 Press [Tool].
The Mail Tool box screen is displayed.
3 Press [Signature]. Tool box
The Edit signature screen is displayed. Crrent location
Selected Mail Adrress
Alfred
i i G
Setup Address, Modily Address Confirmation )aeku{
/[ AN
[ s & i
Sedrch Delete Network Signature
Cancel

4 Press [Addition].
The Keyboard screen is displayed.

Edit signature

Edit signature

Modify ” Addition ” Delete | | 4 | v |
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5

Enter your signature — press [OK].

NOTE

Each line of your signature can hold up to 72
characters.

The Edit signature screen is displayed.

When text is selected, you can edit the text using

the following:

[Modify]: Modifies the currently selected line of
text.

[Insert]:  Inserts text before the currently
selected line of text.
[Delete]: Deletes the currently selected line of

text.

Touch outside the text (in the white space of the
window) to cancel the text selection.

When no text is selected, press [Addition] to add
a line of text after your signature.

Edit the signature in the same way as described in
steps 3 to 5.

[

[ 2 T[] o o s o o ]
[ o o v [ Tollv =]
[= = TeTele To Tl v]
Lot [z] <[ cfv]efn[m] [ mbol ]
1 3 N
| Gancel _ok_|

This is a test mail.

Modity:

Press [OK] on the Edit signature screen.
The Mail screen is displayed.
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Sending Documents via E-mail

Chapter 5. E-mail Functions

There are two ways to e-mail documents; e-mailing documents directly without recording them to the disc, and

e-mailing documents that have been previously recorded.

Sending E-mail Messages Directly

1 Display the Mail screen.

If necessary, see the procedure in “Registering E-mail Addresses and Distribution Lists,” on p.91.
The registered e-mail addresses and distribution lists are displayed in the window.

2 Select the address to which you want to send the

@ Mall(3) |

document.

The address you select is highlighted. [ Etal Address [« ]
ﬁ_ Alfred alfred@anywhere_com
NOTE &_ Benjamin somewh... benjamin@somewhere_com
* You can touch a name with your finger or press (@l crov Alfred/Benjamin somewhere.com
[A] or [¥] to select an e-mail address. To cancel a
selection, press the selected name again.
* You can select multiple destinations by pressing
the desired destinations with your finger. Pressing
[A] or [ V] enables you to select only one
destination at a time.
« To cancel multiple selections, quickly press any ‘ A S il ‘ & 7 Ay
part of the screen other than the address area Bpen Record || pisconnect Tool Set
twice.

* Be sure to confirm the selected addresses before
pressing [Record].

3 Press [Record] to record the document.
When recording is finished the Mailing 2 vl |

confirmation screen is displayed.

NOTE &__ Benjamin somewh...

When you select two or more addresses, all of the
selected addresses are not displayed in the “Mailing
confirmation screen”.

|Name E-Mail Address | = | I~ |
&_ Alfred alfred@anywhere_com
benjamin@somewhere_ com
@ Group Alfred/Benjamin somewhere.com
11
8 " ﬁ @ ff / v
Open Record Disconnect Tool Set
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Chapter 5. E-mail Functions

4 Press [Send].
The Mail screen is displayed. Do you send Recelpt : : 00001 to

Alfred?
NOTE

« If you do not want to send, press [Delete].

Mailing

* Press [Record] — return to step 3, and you can -
send the same document to the same destination Send
repeatedly.

« If you press the [Mail] tab, the E-Mail Address

- 5
screen is displayed, and all the selected addresses B | St el e

are cancelled.
* When a document is separated into multiple files

with the Batch Separation Function, the number G Gt s o TAr g | e o s
of e-mail messages sent is the same as the number e i e emn[inu

of files into which the document was separated. o[ ur L
B cone phanc cat bisn Foppask de f(fl
& un déphasage comsleni i (AN Iaponand)

sape préa d¢ I8 portews) un sigual dont le masformee

B/¥. 300dpi. Brightness 127. Paper size Auto. One-sided

= Y | 7
¢l = || #A
Gpen Record Disconnect Tool Set

5 Press [Disconnect].
The Main screen is displayed.

Sending Previously Recorded Documents via E-mail

NOTE

Documents that have been backed up and saved in the CD-4070NW cannot be sent by e-mail.

1 Display the Main screen.

2 Insert the disc on which the document has been recorded.

3 Select a document.
The document you select is highlighted.

@My Disc @Camnet ﬁFclder(1)|

Text 1 [pate [vo. | [r]
[, Repont 02-22-2004 00001

%‘%‘W‘ff

Record Eject Tool Set

Open
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4 Press [Tool].
The Tool box screen is displayed.

02-22-2004 00001

5 Press [Send].
The addresses registered in the address book are
displayed.

6 Select the address to which you want to send the
document — press [OK].
The address you select is highlighted, and the
Mailing Confirmation screen is displayed.
Ex) NoTE

Be sure to confirm the selected addresses before
pressing [OK].

7 Press [OK] to send your document.
The Mail screen is displayed.

NOTE

If you do not want to send your document, press
[Cancel].
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1 E:191 (= ¢i}} Other Functions

Searching for Documents

You can search for recorded documents by entering a keyword, text string, date created, or other criteria. This

section describes the procedure for conducting a search.

NOTE

* Backup data saved in the CD-4070NW cannot be searched.

* You can only search by a character string if the document has been saved in PDF format.
* The CD-4070NW search function uses the operating system's indexing service. Therefore, when trying to search
a disc just after inserting it when the index was cleared (e.g., due to a power outage), it is necessary to wait until

the index finishes being built.

 Indexes are rebuilt automatically while the CD-4070NW is in standby mode. No message is displayed indicating

indexes are being rebuilt, so do not operate the CD-4070NW while waiting

1 Display the Main screen.

2 Insert the disc containing the documents to search.

3 Press [Tool].

. . @My Disc(3) ’
The Tool box screen is displayed. _

Text 1 Text

2

@ Cabinet
@ Cabinet2
@ Cabinet3

PN
=
N = = | A | I | I
Qpen Record Eject Tool Set
4 Press [Search]. Tool box
The Search Condition screen is displayed. Current location
y Disc
Selected document
(none)
E s % o
Rename Confirmation. Backup
Search Deleie Network Mail
S ya

Cancel

102



@ If you select [Keyword]:
U Press [Next] to the right of Keyword.
U Enter a name for which to search — press
[OK].

@ If you select [Creation date]:
U Press [Next] to the right of Creation date.
U Select the year, month, and day for which to
search — press [OK].

@ If you select [Word in the document]:
1 Press [Next] to the right of Word in the
document.
U Use the keyboard to enter the desired word
for which to search — press [OK].

ER) noTE
The Windows search screen and search function
varies depending on the Windows operating system
you are using. For details on the search function,
see the manual or Help screen for your Windows
operating system.

5 Select the search criteria (Keyword, Creation date, Word in the document).

[ fzfefafsfefefefe]ofom]
Lafwfelefefsfufio]e]
Ll ol fofnfife]]

[z [= = o [o][o o] [me= ]

[ fzfefafsfefwfe]ofoex]
[afofo[o [V (oo ele
[l e [ofe ool v
[ =] [o]lo [ [ em=
I
[concel{_ox |
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Chapter 6. Other Functions

The search is done according to the conditions
entered. When the search ends, a list of
documents, folders and cabinets is displayed.

NOTE

When you carry out a keyword search, no
distinction is made between upper and lower case
characters.

@My Discl &Search result - report(6) ’

Field 1 [Location [~ ]
&Repoﬂ (Root)
@ Report Sales2/Folder2/Report : Sales : - 000...
Rim
Repoﬂ Sales2?/Folder2/Report : Sales : : 000
Repoﬂz Sales2/Folder2/Report2 : Sales : : 00
RepoﬂZ Sales2/Folder2/Report2 : Sales : : 00...

Report3 Sales2/Folder2

i

Open

Record Eject Tool Set

%‘%‘W‘ff

6 Select the desired document.
The selected document is highlighted.

NOTE

* Continuous recording is enabled for documents
that are saved in shared files on the network and
documents that have not been saved to a disc.
Continuous recording cannot be done to
documents that have been written to a disc.

* You can continue recording only to multiple
sheets/job in the “Search results screen” and not
to one sheet/jobs. New jobs cannot be performed
to both multiple sheets/job and one sheet/jobs

@My Discl &Search result - report(6) ’

Field 1 /_I'Locahon

(Root)

Sales2/Folder2/Report : Sales :

Sales2/Folder2/Report : Sales :

Sales2/Folder2/Report2 : Sales : :

Sales2/Folder2/Report2 : Sales : :
Sales2/Folder2

from this procedure. Open Record Eject Tool Set
7 Press [Record].
NOTE Record

* The message below is displayed if a document
that has been written to a disc is selected.

This document can not be added
because it has been recorded on the
disc already.
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8 T open a cabinet or folder containing the
searched document, select the cabinet or folder
from the Search results screen — press [Open].
The selected document is highlighted.

Sales2/Folder2{Report : Sales : : 000...

Sales2/Folder2/Report : Sales : : 000...
Sales2/Folder2/Report2 : Sales : - 00...
Sales2/Folder2/Report2 : Sales : - 00

Sales2/Folder2

9 Press [Tool] — [1 above].

The cabinet or folder containing the selected
document opens.

02-22-2004 00001
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Chapter 6. Other Functions

Making Templates

Templates are used for saving and reproducing filing structures. They enable you to easily make new discs with
the same file structure when the original disc becomes full.

NOTE

* Templates store the hierarchy of the inserted disc, field setup, and keyword list. They do not store documents.
* A maximum of 50 templates can be created.

1 Display the Main screen.

2 Insert the disc containing the structure you want
to save.

3 Press [Set]. @My Dise(3) ’

The Setup screen is displayed.

Text 1 Text 2 [vo. |- [r]

[E Cabinet
@ Cabinet2
@ Cabinet3

%‘%‘W # sl

Gpen Record Eject Tool Set
4 Press the [Template] tab — press [Save disc "
structure|.
] . . Basic 591up| Field setlp  Template | Disc Info | System Info |
The Keyboard screen is displayed. Rogistered tomplaf®
NOTE
The same name as the disc name appears as the
default template name. If the disc has not been
given a name, the default template name is
“TEMPLATE.”
‘ Display; | Rename | ‘ [Deleie | ‘ / | v |
( Save disc structure ‘D Reproduce |
|7 Pointer ‘ Cancel | ‘ Update | ‘ OK |
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5 Enter the template name — press [OK].

The template name can contain up o 11

characters.

The structure of the currently inserted disc is |—|_|_|—|—’_’—’—’—’—’_

saved as a template. el e o o] e o)
ofefafrfofnlife]]

[ [= [ e [o e foflu] [sme= ]

I

Cancal{_ok_)

Using Templates

1 Insert the disc containing the template you want to reproduce.

2 Display the Template screen.
If necessary, see steps 3 and 4 of “Making
Templates,” on p.106.
Documents
Documents2

15014000
1509000

3 Select the template that you want to use — press
[Reproduce].

1SO14000

1509000

Report
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Chapter 6. Other Functions

The screen below is displayed to confirm that you Template

Reproduce hierarchical structure on the

want the template to be reproduced. ) gioes

NOTE

If the hierarchy for the cabinets and folders on the

disc that is in the drive has already been created,
the template for the cabinet and folder hierarchy

that was selected for the disc template is added.

Press [OK] if you want to add the hierarchy. Template

i Cabinets and documents already in disc
@ overlap hierarchical structure recorded
to template

4 Ppress [OK] to reproduce the hierarchy. et
When reproduction is complete, the Template

Basic seiup| Field setup Template | Disc Info. | System Info |

screen is displayed, and the name of the template 3) Rogisterod template

is used as the disc name.

Documents
Documents2
15014000
1509000

‘ Display || Rename ” Delete | | A | Vl

‘ Save disc structure | | Reproduce |

[v" Pointer ‘ Cancel ” Update || oK |

NOTE

* You can enter up to 11 characters for the disc name. If the name of the template exceeds 11 characters, only 11
characters are reproduced.

Example: Admin service (13 characters) — Admin servi
Audits & legislative (19 characters) — Audits & le
Legal & legislative (19 characters) — Legal & leg

* Template names can be changed.
(See “Changing Template Names,” on p.110.)
« If you press [Cancel], the template is not reproduced.
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Displaying the Content of Templates

1 Display the Template screen.
If necessary, see steps 3 and 4 of “Making
Templates,” on p.106.

Documents

Documents2

2 Select the template you want to display — press
[Display].

The contents of the selected template are displayed.

@ If the [Hierarchical structure] tab is

O8 My Disc
selected: [ cabinet
ﬁ Folder

Eﬁ NOTE Cabinet2

¢ The contents of the template can be viewed by % Cabinet3

pressing [A] or [V].
* Press [Open] to open a selected cabinet. Ii Ii
¢ Press {Cll:)se} to cll:)se a selected cabinet. o Ops lfli

o |
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Chapter 6. Other Functions

@ If the [Field setup] tab is selected:

NOTE

* The hierarchy setting that was selected in the
Hierarchical structure screen is displayed in the
Field setup screen.

* The contents of the keyword list can be viewed by

pressing [A] or [V].

* Press [Next field] to display the contents of the
next field.

« If a template does not contain a field setup, the
[Field setup] tab is not displayed.

Template

Hierarchical structure  Field setup

Total number of fields :
Field No

S

Attribute :
Keyword letters :

Nexisield

3 Press [OK].
The Template screen is displayed.

Changing Template Names

1 Display the Template screen.
If necessary, see steps 3 and 4 of “Making

Templates,” on p.106.

Set

Basic Seiup| Field setup  Template | Disc Infa | System Info |

@ Registered template

Documents
Documents2
15014000
1S09000

‘ [Display: || Rename H Deleie | | A | Vl

Reproduce |

‘ Save disc structure | |

|7Puinter Cancel ” Updaie || 0K |

2 Select the template name you want to change —

press [Rename].
The Keyboard screen is displayed.

Set

Basic 591up| Field setup Template | Disc Info | System Info |

@ Registered template

15014000 ‘
1509000

My Disc
Report

Display ” Rename M Delete | ‘ Al vl

Reproduce |

‘ Save disc structure | |
V Pointer ‘ Cancel H Updaie | 0K |
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3 Enter the new name — press [OK].

The Templatescreen i dsplayed.
E:) noTE

RPN £ 13 £ 1 £ (112 B I N )
pEonnEnnnn
Lol Lo oo Le ]
o e [e o Lo Lo ] o
R
EEES

Deleting Templates

1 Display the Template screen.
If necessary, see steps 3 and 4 of “Making
Templates,” on p.106.
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2 Select the template that you want to delete —
press [Delete].
The screen to confirm if you want to delete the
selected template appears.

1S014000
1509000

3 Press [0K].
The Template screen is displayed.

NOTE

If you press [Cancel], the template is not deleted.
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Reading CD-4070NW Discs Made on a Personal Computer

Viewer Applications

To view documents that have been created by the CD-4070NW on your computer, you will need software that
supports the file format. You can open standard files with your Windows operating system to view TIFF and
JPEG files. However, to view PDF files, you will need Adobe Reader or Acrobat Reader from Adobe Systems
Incorporated.

File Format Compatible Application
[TIFF] Imaging (Windows 98, ME, 2000)
Windows Images and FAX Viewer (Windows XP)
[JPEG] Internet Explorer
[PDF] Adobe Reader, Acrobat Reader, etc.
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Chapter 7. Reading CD-4070NW Discs Made on a Personal Computer

Viewing CD-4070NW Discs

The hierarchy for CD-4070NW discs when viewing them on a computer is as shown below.

@ Hierarchy of discs on the CD-4070NW

(O% 20040412 (disc name)

L

—— Cabinet1 —————— Folder1 — 71— Document3
—— Folder2 — Document4
—— Document1 —— Document5
—— Document2

——Cabinet2 — 1 Folder1 —— Document3
— Folder2 — Document4
— Documenti —— Document5
— Document2

— Document

@ Hierarchy of discs opened on a computer

(% 20040412 (volume label
3 ( )

L Docs —

—— Cabinetl ———— Folder1 ——————— Document3*
— Folder2 —— Document4*
—— Document1* [—— Document5*
—— Document2* [ Docs2.ini
—— Docs2.ini

—— Cabinet2 —— Folderl1 —————— Document3*

—— Document (*) — Folder2 — Document4*
—— Document1* —— Document5*

— Disk ID — Document2* [ Docs2.ini
— Docs2.ini

— Docs2.ini

When you open the disc on the CD-ROM drive of a computer, there is a folder named “Docs” and, in the Docs
folder, there is a CD-4070NW cabinet and folder with the same name.

* When viewing documents on a computer, the files are named with the keyword that was set when they were
recorded. (See “How to View CD-4070NW Documents on a Computer,” on p. 115.)
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How to View CD-4070NW Documents on a Computer

The hierarchy for CD-4070NW discs when viewing them on a computer is as follows.

This section describes the file configuration for documents recorded as multiple jobs with three keywords
(“Budget”, “Furniture”, “2004-02-24"), and documents recorded as one job with three keywords (“Budget”,
“Stationery”, “2004-02-24").

@My Disc @Cabmetm |

[rext 2 Date [vo | ||
Furniture 02-24-2004 00001
Stationery 02-24-2004 00001

%‘%‘W‘Jf

Record Eject Tool Set

B For Documents Recorded as Multiple Jobs

When documents are recorded as multiple jobs, one multi-page TIFF file named “Budget_Furniture_2004-
02-24_00001.TIF” is created.

& Cabinet o ] B3

J File Edit Wew Favorites Tools Help |

J ‘HBack v = - | Qhsearch [yFolders & 4History | >

Jngdress I[:I Cabinet j @Gn
[Budget_Stationery_2004-02-24_00001]

E Budget_Furniture_2004-02-24_00001, TIF

DOCS2.INT

|3 object(s) [1.59MB @ My Comnputer v

@ 9

The three keywords (‘“Budget”, “Furniture”, and “2004-02-24") in the file name are connected by an “_
(underscore). To differentiate the files when the same keywords are used, a five digit identification number
“00001” is attached to the file name.
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B For Documents Recorded as One Job

116

When documents are recorded as one job, a folder named “[Budget_Stationery_2004-02-24_00001]" i

created.

The three keywords (“Budget”, “Stationery”, “2004-02-24") in the folder name are connected by an

X 00001-00100 =1ol x|
| Bie Edt view Favortes Took el |
| wBack - = | Quesarch [y Folders Hstory | BS I @ | -
| Address |[:| 00001-00100 | @ce
Folders x | | Budget_tationery_2004-02-24_00001.TIF [ Budget_Stationery_2004-02-24_00023.1
m Desktap @ Budget_stationery_2004-02-24_00002. TIF @ Budget_Stationery_2004-02-24_00024.,1
£y My Dacuments & Budget_Stationery_2004-02-24_00003.TIF  [#] Budget_Stationery_2004-02-24_00025.1
=45 My Computer ] Budget_Stationery_2004-02-24_00004.TIF  [B] Budget_Stationery_2004-02-24_00026.1
24 3% Flappy (A1) [l Budget_Stationery_2004-02-24_00005.TIF  [B] Budget_Stationery_2004-02-24_00027.1
(= Local Disk (€2) [#] Budget_stationery_2004-02-24_00006.TIF  [#] Budgst_Stationery_2004-02-24_00028.1
& My Disc (D) [ Budget_stationery_2004-02-24_00007.TIF [ Budget_Stationery_2004-02-24_00029.1
i =0oocs 3 Budget_Stationery_2004-02-24_00008.TIF  [B] Budget_Stationery_2004-02-24_00030.1
=] Cabinet [ Budget_stationery_2004-02-24_00009.TIF ] Budgst_Stationery_2004-02-24_00031,1
=] [Pudgst_Stationery_2004) | Budget_stationery_2004-02-24_00010.TIF [ Budget_Stationery_2004-02-24_D0032.1
@] 0o0o1-00100 [#] Budget_stationery_z004-02-24_00011.TIF  [&] Budget_Stationery_z004-02-24_00033,1
(1 o0101-00200 [l Budget_Stationery_2004-0z-24_00012.TIF |8 Budget_Stationery_2004-02-24_00034.1
) D bh2n1-00263 8] Budget_Stationery_2004-02-24_00013.TIF  [B] Budgst_Stationery_2004-02-24_00035.1
c;ngl :::';I'Etz &) Budget_Stationery_2004-02-24_00014.TIF |8 Buduet_Stationery_2004-02-24_00036. 1
1w Network Places @ Budget_Stationery _2004-02-24_00015.TIF @ Budget_Stationery_2004-02-24_00037.1
3 Recydle Bin @ Budget_Stationery _2004-02-24_00016,TIF @ Budget_Stationery_2004-02-24_00038,1
e Internet Explorer @ Budget_stationery_2004-02-24_00017.TIF @ Budget_Stationery_2004-02-24_00039,1
[#] Budget_Stationery_2004-02-24_00018.TIF  [#] Budgst_Stationery_2004-02-24_00040.1
@ Budget_stationery_2004-02-24_00019.TIF @ Budget_Stationery_2004-02-24_00041,1
& Budget_Stationery_2004-02-24_00020.TIF  [#] Budget_Stationery_2004-02-24_00042.1
@ Budget_Stationery _2004-02-24_00021.TIF @ Budget_Stationery_2004-02-24_00043,1
@ Budget_Stationery _2004-02-24_00022.TIF @ Budget_Stationery_2004-02-24_00044.1
4 | Ml | |
‘IDU objectis) |2‘56 ME |@‘ My Computer 4

[T3R1)

(underscore). To differentiate the files when the same keywords are used, a five digit identification number
“00001” is attached to the file name.

In addition to the [Budget_Stationery_2004-02-24_00001] folder, there are subfolders named “0001-00100,”
“00101 to 00200, containing up to 100 TIFF files each named “Budget_Stationery_2004-02-24_xxxxx.TIF”
(xxxxx is the five digit identification number).



Chapter 7. Reading CD-4070NW Discs Made on a Personal Computer

How to View Text Information Using the Full Text OCR Function

The text information included in a PDF file that was recorded using the full text OCR function, is attached
in the same position as the image. If you are using Adobe Acrobat Reader, you can select the text
information that is attached by using the text select tool, and use the cut and paste function to move the data
to another application on your computer.

B& Acrobat Reader - [EULA_ENG_00001.PDF] =10] |
'E File Edit Document Tools Wiew Window Help 8] x|
B2 @- 88| n]es | Oa-|E-E |m
[@bw - @ |O0OEE|®-
= »
L] re
-
£
= FEAD GAREFULLY BEFORE OPENING THE SEALED DISK PACKAGE
-]
@ [CARON SOFT SE AGREEMENT
P
i
i
£
£
5
2
=
1. GRANT OF LICENSE: Catn s o e pos
ety e 1 SOFTWARE fh o comphve 32 et
You s T Pp——
v gy o . bl o e 1 s
i et e
i . neverss gpne the SOFTWARE of sccompueying documesision snd yisl sho hal]
ot e gy B
U COPY Yo ra ek sy o o ST AR sl o g cpy e SCPTW AR s e oo s
device (c.g. 4 bl sk of your sonpuier wed rotuin the oxigiol fos 3 back-op purpene. Anry sibar sapying of the SOITWARE & & viclatise of & Agressn
o i s und o h cogm e et o o bch 8 19 |
Wl W 4] 101 kM GZxMGR O = M 4] i
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Chapter 7. Reading CD-4070NW Discs Made on a Personal Computer

Searching for a Document on a Computer

Documents created on the CD-4070NW have file names that contain the keyword given to them when they
were registered. If there are a lot of files or if the location of the folder is not known, use the Windows file search
function to find the file using the keyword. Rather than searching for a file name, you can search for PDF files

that were made using the full text OCR function and contain the text information in the PDF file by searching a
text string.

How to Search Using a Keyword

Open the Windows search screen on your computer, enter a keyword for which you want to search, and
then start the search.

&\ Search Results =olx|

JE\\e Edit Wiew Favorikes Tools  Help |

J 4=Back v = - HaSear[h L4 Folders & 4 Histary ||E' L x @& ‘ -

| address [ search Resuts | P
Search X g ke IJ
Kten | P L@ b

<’§sEa.ch for Files and Folders

Search for files or folders named: 1

E Searc’h Results
I

Cantiring test Hame | In Folder | Releva... Size | Typs

I Enter your search criteria to begin,

Loak in:

|= Local Hardives (C:EFG) 7]

Siop Search

Search Options <<
[T Date
I~ Type
" Siz=
[T Advanced Dptions

Indexing Service is curently disabled

Search for other items: « |

[0 objectis)

all=

Windows 2000 Search Screen

NOTE

The Windows search screen and search function varies depending on the Windows operating system you are using.
For details on the search function, see the manual or Help screen for your Windows operating system.
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How to Search for Text Information in a PDF File

Open the Windows search screen on your computer, enter a text string in “Containing text” for which you
want to search, and then start the search.

& Search Results

=10l x|
| Ble Edt Wew Fevortes Tock Help |ﬁ
J 4= Back ~ = - HQSearch 0y Folders £ #Histary | gl r B T ) ‘ -
JAgdress I@ Search Results j @GO
Search x 1 ]

Kuew | & L@M e

@] Search for Files and Folders 21l search Results

Search for files or folders named:

</gﬁm_\ Niame | In Folder

| Enter your search criteria to begin.

| Releva, .. | Size

Type

/

|2 TR

Stop Search

[ Date
™ Tupe
[ Sige
7 Advanced Options b

Indexing Service is currently disabled,

Search for other items:

|
|El objeckis)

I
4

NOTE

If you are using Windows 2000 or Windows XP, the standard settings may prevent you from searching for PDF
files. In this situation, you need to set the “Indexing Service.” The following section explains the procedure for
Windows 2000. The procedure for Windows XP is different, for details refer to “Help support.”

(1) Click [Indexing Service] on the search screen.

) ~[ 4]
i i
0 abject(s)

(2) Click [Yes, enable Indexing Service and run when my computer is idle.] — click [Advanced].

Indexing Service Settings

‘When Indexing Service is enabled, the files on your computer are indexed
and maintained o pou can perfarm Faster searches. Indexing Service also

provides greater search capabilities. For more infarmation, click Help.

ance
Status: Indesxing Service is cunently disabled.

S~—_——
Help

Do you want to enable Indexing Service?

gk, enable Indexing Service and run when my computer is idle.

Mo, do not enable Indsxing Servics
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(3) Click [Indexing Service].

(4) On the [Action] menu, select [Properties].

| aon wew || = = |G W[ B[R] > =0

q S [ Size (Mb) | TotalDocs | Docs toIndex | Defe
1 o

Pau:

Hew »

AlTssts >

Export List..,

L=y

Help

(5) Check [Index files with unknown extensions] — press [OK].

Indexing Service on Local Machine Properties x|

Generaiion | Tracking |

- Inheritabl
< ¥ Index files with unknown extensiores
Maimum size [in charactersk 2 =

A
( akK I) Cancel Lpply
AN .

(6) Press [OK] until the Search screen.
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Viewing Backup Data in a Web Browser

The CD-4070NW has a web search function. The web search function lets you access the backup data stored on
the document recorder’s hard drive on a network. This allows the data to be searched and viewed by using a web
browser from a computer.

Normally, it is not possible to check recorded documents before they are exported to a disc from another
computer. However, this function allows you to check documents on the web immediately after they have been
recorded.

It is also possible to search for and view any document in the backup data using the search function. This makes
it much easier to search for documents on high volume discs.

Web Search URL

Point your web browser to the address formed as follows: the computer name that the CD-4070NW is set to use
(see "setting Up the Network," on p.86) followed by a colon then the port number (50000).

Example: http://cd4070NW:50000

Web Search Pages
The web search function is displayed in your browser as shown below.
For more information click the [Help] link at the top right of the page to display the online Help.

I |
Thumbnail - . )
Check to enable a D g
. . 1|5 |
Return to top thumbnail view of e o |
documents. rp——
Fle Edt Yew Favortes Tools bl | &
Q- (- =] 2] | P oo @hmeas £ -
P Ty — EEERITE
Canon A Language:[English ] | HELP | ———— Help
Cwl?m 070NW Opens a Help
[ Thumbnail Display ltes A screen.
Search for files [ QS Bighge ) 12340
L Filename & Modified Size
Clontaining text
|
Lockin | @ 024E-07F0 0241572004 6034 B
Al -1, -
Search frame | [ Oy protsctsd dises 1
. Password
Specify a keyword, |, === ‘B
. @@ 00000123 0241972004 5213 MB
or a text string to l':fFf 1 |
7] 7]
search for a s :
document. JPEG = &:
— 20040106 2B51-1309  02/15/2004 6389 MB
Search : -
_______ 5l
] Done [ [ [ NJocal riranet 7

NOTE

* We recommend using a web browser, such as Internet Explorer 5.0 or later.

* Click [HELP] for detailed information on the various screens.

« If you are using a web browser, the response time may slow depending on the amount of data and the network
environment.
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Error messages are displayed on the screen when the CD-4070NW does not operate properly, or if processing
is not normal. You can check the prescribed remedies in this section to solve the problem.

Error message

Description and remedy

¢ Invalid compression type.
¢ Cannot read specified file.

The image data format is different or the image data is corrupted, and will not
open. The disc may be dirty. Read and follow the warnings provided with the
CD-R disc.

Error message

Description and remedy

Bad disc.

Cannot read the disc. Remove the disc from the drive, and insert it again. If the
disc still cannot be read, the disc may be damaged.

Error message

Description and remedy

Unable to record documents of more than xx continuously.

A document that exceeds the maximum recording size was scanned
continuously. Continuous scanning cannot be done to a document that exceeds
the maximum recording size. Split up the document into smaller files, and try
recording again.

Error message

Description and remedy

¢ Hierarchy is too deep. You cannot get document list.
¢ Hierarchy is too deep. You cannot retrieve under this folder.

The folder hierarchy in which you are trying to create documents or folders,
retrieve document lists, or search for documents is too deep. The CD-
4070NW has reached its limit (all file names are limited to paths of 260
characters or less) or has almost reached its limit so you cannot perform
searches, retrieve lists, or create folders or documents. Move the folder up one
level, or shorten the folder name.

Error message

Description and remedy

No paper on the paper-feed tray.

There is no document in the paper feed tray. Place the document in the paper
feed tray and perform the operation again. (For details, see Chapter 4, “Using
the CD-4070NW,” in the Instructions (Hardware Version Guide.)

Error message

Description and remedy

The backup data of currently inserted disc can not be deleted.

The backup data on the disc currently inserted in the CD-4070NW cannot be
deleted. For details on the back up data, see “Backup Data Management” on
p-29.

Error message

Description and remedy

Recording possible only if multiple/job document is selected in Search
Results Screen.

Continuous recording can only be done for multiple jobs from the Search
Results screen. Either no document has been selected in the Search Result
screen, or a cabinet or folder has been selected for recording. If you
want to perform a new recording, or you want to record one job
continuously, open the desired document or folder, and press [Record].
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Error message

Description and remedy

Continuous recording as a JPEG file is not available on the Search Result
screen.

You cannot continuously record a document in the JPEG format from the
Search Result screen. Select a document in the TIFF or PDF format.

Error message

Description and remedy

* The change of the name for this document is not available because it has
been recorded on the disc already.

* The change of the name for this Cabinet is not available because it has
been recorded on the disc already.

* The change of the name for this Folder is not available because it has
been recorded on the disc already.

¢ This document cannot be deleted because it has been recorded on the
disc already.

¢ This Cabinet cannot be deleted because it has been recorded on the disc
already.

* This Folder cannot be deleted because it has been recorded on the disc
already.

¢ This document cannot be added because it has been recorded on the
disc already.

You cannot change the name or delete documents, cabinets, or folders that
have already been written to a disc. Insert a new disc. Documents, cabinets,
and folders can only be deleted or have their names changed before they are
written to a disc.

Error message

Description and remedy

¢ This cabinet is not empty. You cannot change the name.
e Cannot delete folder as it is not empty.

There is a document in the folder you are trying to delete. Delete all
documents in the folder, and then try to delete the folder.

Error message

Description and remedy

Following message returned from the Server.

The mail server returned an error message after an e-mail message was sent.
The e-mail message was not sent correctly. Have the system administrator
check the content of the error message.

Error message

Description and remedy

Up to xx receiver’s names can be registered. Unable to register more
names.

A maximum of 500 recipients (e-mail addresses/distribution lists) can be
created. Delete unneccessary recipients before adding new ones.

Error message

Description and remedy

Number of Characters Error.

Dust or a stain on the image was recognized as text, or a section of text was
not recognized during OCR operations. Therefore, a different number of
words was recognized other than the number of words specified by the user.
Or, the area or brightness settings are not appropriate. Check the image on the
recognition result confirmation screen, and input the correct text. If the area or
brightness settings are not appropriate, reset them.
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Error message

Description and remedy

Power OFF detected on scanner. Quit operation.

The power to the scanner went OFF, and then back ON again. The scanner is
unstable. Press [OK] to end the operation.

Error message

Description and remedy

Scanner not connected, or powers not ON. Quit operation.

Press [OK], and turn the power back ON. If the error message is displayed
after turning the power back ON, contact your local authorized Canon dealer.

Error message

Description and remedy

That name has already been registered. You cannot create the name.

The e-mail address/distribution list you are trying to create has already been
created. Register it under a different name.

Error message

Description and remedy

Now, CD-4070NW is busy due to processing by the access through the
network. Please try again later.

Backup data on the inserted disc is being accessed by a network computer via
the Web search function. Wait until access is finished, then try again.

Error message

Description and remedy

Session close is not available because CD-4070NW is busy due to process-
ing by the access through the network. Eject the disk?"

The disc cannot be ejected because backup data on the inserted disc is being
accessed by a network computer via the Web search function. Press [Cancel],
wait access is finished, then eject the disc.

Be careful: pressing [OK] to forcibly eject the disc will result in additional
data not being written to the disc.

Error message

Description and remedy

There is data which is not recorded on the disc. Insert the disc to be
recorded the data and close the session, or record it on a new disc by
Duplicate button on the Backup management screen.

There is backup data that is currently under operation, and it has not been
written to a disc. Write the relevant data to a disc or copy the backup data to a
new disc.

Error message

Description and remedy

Can not delete due to the data under operation which is not recorded on
the disc.

Backup data with a & includes data that has not been written to a disc.

Therefore, it cannot be deleted.

Error message

Description and remedy

Little disc space left. Prepare a new disc.

This message is displayed when there is 60 MB of available space left on the
disc. You need to prepare a new disc.

Error message

Description and remedy

Cannot record more due to insufficient disc space. Close the session.

This message is displayed when there is 40 MB of available space left on the
disc. Close the session and switch the disc.
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Error message

Description and remedy

Failed to eject disc. Press button of CD-R drive.

The disc could not be ejected from the drive. The disc in the drive may be an
abnormal disc. Press the eject button on the side of the CD-R drive to remove
the disc.

Error message

Description and remedy

Eject the disc currently inserted, before copying.

Cannot copy the backup data while a disc is inserted in the drive. Remove the
disc that is in the drive.

Error message

Description and remedy

Possible disc error. Replace with new disc.

If the scanner cannot recognize or use the disc that has been inserted, then the
disc is abnormal. Remove the disc.

Error message

Description and remedy

Could not make directory.

Failed while attempting to create a new folder or cabinet on a network share.
Check the permissions on the shared folder.

Error message

Description and remedy

xx of documents being recorded, system quit recording more.

Because one document exceeds the maximum recording size, scanning was
stopped. Record the document again as separate documents.

Error message

Description and remedy

Reading Error.

There was no text in the user specified area that could be recognized by the
BarCode, MICR, or OCR function. Or, the area or brightness settings are not
appropriate. Check the image on the Recognition Result Confirmation screen
and input the correct text. If the area or brightness settings are not appropriate,
reset them.

Error message

Description and remedy

The network name cannot be found.

The shared folder has disappeared from the network because the computer it
was on was turned off, or the network connection was disrupted. Check the
specified computer.

Error message

Description and remedy

¢ Delete the backup data. Enter Password.
* Duplicate Backup data. Enter Password.

A password has been assigned to the backup data. Enter the correct password.

Error message

Description and remedy

Fail the backup Not available to record on this disc.

The data was not written to the disc. Copy the backup data to a new disc.

125



Chapter 8. Troubleshooting

Error message

Description and remedy

Close the original feeder.

The feeder is open. Or, it might not be closed completely. Close the feeder
completely. For details on the feeder, see Chapter 4, “Using the CD-4070NW,”
in the Instructions (Hardware Version) Guide.

Error message

Description and remedy

Close the original feeder, after opening it to remove the paper.

Paper has jammed in the scanner. Open the feeder and remove the jammed
paper.

Error message

Description and remedy

Too many characters in the field. Reduce by xx characters.

There are too many characters in the field. Reduce the number of characters in
the field according to the value in the error message.

Error message

Description and remedy

File with illegal file name exists. Session close was canceled.

The session was not closed. The name of the file had more than 64 characters,
or the current characters may not be supported. Shorten the name or change
the characters to a supported language.

Error message

Description and remedy

You failed to send the mail.

The e-mail message you tried to send was not sent. Check your e-mail settings
and the cable connections, and then try sending the e-mail message again. If
there are no problems with the settings and you still cannot send the e-mail
message, contact the system administrator.

Error message

Description and remedy

Remove paper, then close the original feeder.

Paper has jammed in the scanner. Open the feeder and remove the jammed
paper.

Error message

Description and remedy

Unable to access xx (shared folder name). Do you want to quit accessing
this network?

The scanner cannot access the shared folder on the computer because the
network is down or the computer’s power is OFF. Press [OK] — terminate
access to the shared folder. Make sure the computer is functioning, and then
try to access the shared folder again. Press [Cancel] to continue to access the
shared folder.

Error message

Description and remedy

Rejected your access to xx (shared folder name).

You do not have the proper rights to access the shared folder. Contact the
administrator of the computer on which the file is kept, or contact the network
administrator.
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Error message

Description and remedy

Could not disconnect the network connection to xx (shared folder name).

The shared folder has disappeared from the network, or its shared status has
been changed. Either the computer was turned OFF, or the network connection
was disrupted. Therefore, the network cannot be disconnected correctly. Press
[OK] to continue the process, and check the specified computer or network
connection.

Error message

Description and remedy

CD-R drive not found. System will shut down.

The system cannot recognize the CD-R drive. Press [OK] — turn the power
OFF and then back ON. If the malfunction occurs immediately after restarting,
the drive may be damaged or the disc is corrupted.

Error message

Description and remedy

Skip Blank page is not available when any of OCR/MICR/Barcode
detections is set.

If the scan method for the recording mode is set to “Skip blank page,” then
OCR, MICR, and BarCode recognition cannot be done. Set the scan method to
“One-side” or “Double.”
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