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Disclaimer  

The information contained in this document is subject to change wit hout notice and 
should not be construed as a commitment by ImagEze, a Fraser Company , who 
assumes no responsibility for any errors or omissions. ImagEze reserves the right to 
revise this document and to make changes to the products described herein for the  
purpose of product improvement at any time, without obligation to notify any 
person of such revisions or changes.  

Notice  

The information contained in this document is the exclusive property of ImagEze, a 
Fraser Company.  This work is protected under United  States Copyright Law and 
other international copyright treaties and conventions. No part of this work may be 
reproduced or transmitted in any form or by any means, electronic or mechanical, 
including photocopying and recording, or by any information stora ge or retrieval 
system, except as expressly permitted in writing by ImagEze, a Fraser Company.  
All requests should be sent to: ImagEze, a Fraser Company , 320 Penn Avenue, 
West Reading, PA 19611 USA Attention: Product Manager.  

Trademarks  

ImagEze  is a  tradem ark of ImagEze, a Fraser Company.  Other products mentioned 
are trademarks of their respective holders.  

Copyright  

Copyright © 200 9 ImagEze, a Fraser Company  All Rights Reserved. Specifications 
subject to change without notice.  
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ImagEze  Overview  

 

Chapter 1  

ImagEze  is a software package designed to collect data from marks (bubbles, 
checkboxes )  on plain paper forms. In a ddition, the software recognizes machine 
printed text (OCR) and barcodes. The software works in conjunction with an 
image scanner to collect the data.  The software then analyzes that data or 
allows you to export it to various file formats.   

The following o verview provides the basic steps to using the software:  

 Create a scannable form in the software package of your choice :  word 
processing, survey design, etc. The forms you can use with ImagEze  vary 
tremendously, from tests and assessments to surveys and mar ket 
research. ImagEze  can read marks  (bubbles, checkboxes, etc.) , machine 
printed text (OCR)  and barcodes. While ImagEze  is not a form designer, 
you are allowed a great deal of flexibility in the design process because 
you do not need special marks or drop -out inks, nor do your respondents 
need to use a number 2 pencil to fill in the forms. Because ImagEze  
works with forms that you create, ImagEze, a Fraser Company  provides 
form design guidelines to help you get the best results possible. Please 
refer to Chapter 5 for form creation guidelines and tips.   

 Use the Template Editor portion of the ImagEze  software to create a form 
template (definition  file) . The form template tells ImagEze  how to read 
your form. To create the form template, scan a blank copy of th e form 
into the software and use the mouse to drag boxes around the areas  you 
want recognized. You then provide the software with information about 
the area , including what type of data to output.  Each form you wish to 
process requires a form template, but  the form template is a one - time 
setup  that tells the software how to read your particular form . 

 Process  filled - in forms  using a scanner or saved image files . ImagEze  
provides flexibility in terms of how you process images. For example, you 
can use a deskt op scanner connected to the PC running ImagEze , or scan 
with a networked multi - function peripheral (MFP) and save image files on 
your network  (which ImagEze  will read) . ImagEze  displays the data in a 
spreadsheet style grid  based on the form template you cr eated . Each row 
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of this grid corresponds to one scanned form  in its entirety  and each 
column corresponds to one question or variable on the form.  

 Correct any exception cases . ImagEze  denotes  exceptions  with  color -
coded data grid cells  and  by  providing a de scriptive word in the answer 
cell (e.g., ñBLANKò for a question that was not answered). The software 
provides a Review Exceptions function  to  correct exception cases as you 
process  the forms or after the forms are processed . ImagEze  assist s you 
in the data  cleaning process by storing  an  image of each form as it  is 
processed . The software then uses these images to help automate the 
correct ion of  output errors and exception cases without needing to locate 
the appropriate paper form.  

 Save the data to over 30  output formats, including Access, Excel, SPSS, 
Survey Pro, The Survey System, ODBC, etc. Or, use the softwareôs builtï
in analysis program, ImagEze Quick Stats , to tabulate  your survey or 
grade your test. If you use ImagEze Quick Stats , you can take advanta ge 
of  powerful grade results , crosstabulations, graphs , charts  and more.  

ImagEze  works with image scanners, which are the type of scanners that are 
also  used for scanning pictures or pages of text and are readily available from 
your local computer dealer o r via mail order and on line companies. See Chapter 
4 for more specific information about scanners and their relationship to 
ImagEze . 

This Userôs Guide is designed to provide information about all of the features of 
the software as well as guid elines for us ing the software. Software features are 
not only described, but you are also given steps for how to use the features. 
Items taken directly from the software, such as menus, buttons and dialogs, are 
in bold  format whenever they are used in an instructional context.  

You are encouraged to read the chapters  that follow  in this userôs guide before 
designing your own forms or using the software with your own forms. There are 
two tutorials included with the software, which are  accessed by clicking 
Start|Programs| ImagEze  7|Documentation|Tutorials. The tutorials are PDF files 
that can be printed or read on -screen (you will need the Adobe Acrobat Reader 
to use these files: www.adobe.com ). This Userôs Guide contains answers to 
many of the common questions and/or probl ems users potentially face, and 
includes ñUnderstanding Error Messagesò and ñTips and Helpful Hintsò 
appendices to help you solve and avert problems.  
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1.1 What is Included with your Software  
Each purchase of ImagEze  includes the following:  

 One copy of the software on CD -ROM 

 Four  userôs guides, all in PDF format (all files install with the software):  

o ImagEze userôs guide 

o ImagEze Quick Stats  userôs guide  

o ImagEze  Automation Wizard userôs guide 

o ImagEze  FTP Utility userôs guide 
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Installing ImagEze   

 

Chapter 2  

2.1 Overview  
This chapter provides system requirements, software installation instructions 
and starting and exiting procedures. Please consult your scanne rôs installation 
guide for specific scanner installation instructions.  

2.2 System Requirements  
The following section provides the system configuration for running ImagEze .  

 Personal  computer with 1 GHz or faster processor  

 Windows 32 -bit operating systems: 2000 SP4, XP SP2, Server 2003 or 
Vista  

 1 GB RAM  

 1 GB free fixed disk space  

 CD-ROM drive (for installation purposes)  

 Screen/monitor resolution of 1024x768 or higher and at least  32 -bit 
color  

 Mouse or other pointing device  

 Supported scanner (recommended)  

 Windows -supported printer (optional)  
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2.3 Installing the Software  
You must run the ImagEze  installation program in order to use the software. 
Install ImagEze  on a fixed drive with at least 1GB of free disk space.  To scan 
directly  into ImagEze , you must install the software  on the same system to 
which the scanner is attached. Before installing the software, make sure you are 
an administrator on your computer. (Note: Scanners can be used if they are not 
connected to the PC running ImagEze . You must first scan forms and save them 
as image files outside of ImagEze . Then the software will read those images.)  

If you are upgrading t o ImagEze  7 from an earlier version , do not install the 
software in the same directory as your previous version. Once the installation is 
complete, you can copy information from your old installation that you want to 
use in the new version (e.g., form temp lates, data, etc.).   

 

To install ImagEze   

The ImagEze  CD-ROM contains an auto play feature so that when it is inserted 
into your CD -ROM drive, the installation will begin automatically. This feature is 
only available if your CD -ROM driveôs auto play feature is enabled. If the 
software installation does not automatically start, use the following instructions 
to install the software.  

1  Insert the installation CD -ROM into your CD -ROM drive.  

2  Select Start  on the taskbar, click Settings  and then click Control Pane l .   

Note:  Accessing the control panel may vary slightly based on the 
version of Windows you are running.  

3  Double click Add or Remove Programs .  

4  Click Install  and then follow the on -screen instructions to display the 
ImagEze  Installation  window.  

Note:  The .NE T 2.0 Framework is required to install ImagEze . If you 
do not have it installed on your system, you will be prompted to 
install it. Once the .NET 2.0 Framework installation completes, the 
ImagEze  installation will resume normally.  

5  Follow the on -screen inst ructions to complete the installation. You will be 
prompted for a serial number  and authentication code , which comes with 
the software.  
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6  Some operating systems may ask whether you wish to install the software 
for all users or only the person currently logge d into the computer. In most 
cases, and especially i f multiple people use this computer and will need to 
use ImagEze  on this computer, you should choose the option for "all users."  

7  When the installation completes, click the Finish  button to close the 
insta llation program.  

2.4 Uninstalling the Software  
If you need to uninstall the software in order to reinstall it on the same 
computer , use the Windows Control Panel|Add or Remove Programs function.   

Note:  When uninstalling the software, all program and default files 
will be removed. Files that you created will remain on the system. 
However, for best practices purposes, if you plan to reinstall the 
software, we recommend backing up any files you wish t o save prior 
to uninstalling the software.  

 

To uninstall ImagEze  

1  Select the Start  menu, click Settings  and then click Control Panel .  

Note:  Accessing the control panel may vary slightly based on the 
version of Windows you are running.  

2  Select the Add or Remo ve Programs  option.  

3  Select ImagEze  7  from the list and then click Remove .  

4  Follow the on -screen instructions to complete the de - installation.  

2.5 Running  ImagEze   
Use the following proced ures to start and exit ImagEze :  

 

To start ImagEze   

1  If you chose to install a shortcut on your desktop during installation, double 
click this shortcut. Otherwise, select Start  from the taskbar.  

2  Highlight Programs , highlight ImagEze  7  and then click ImagEze  Data 
Center . To go directly to the Template Editor, click ImagEze  Template 
Editor .  
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Note:  Accessing the installed programs may vary slightly based on 
the version of Windows you are running.  

The About ImagEze  window displays. This informational window remain s for a 
few seconds while the program loads. When complete, the main ImagEze  
window displays.  
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Navigating ImagEze  

Chapter 3 

3 .1 Overview  
This chapter  provides an overview  of how to get around in ImagEze , including 
the menu items and tools available in the software. Wizards and other 
navi gation tools are also described.  Specific functions are explained in more 
detail in the appropriate sections of this userôs guide. 

3 .2 Ima gEze  Components  
The ImagEze  software interacts with you through three main components, which 
can display multiple windows. You may display many windows simultaneously, 
allowing you to use multiple ImagEze  documents at one time.  

ImagEze  contains a Template Editor component, a Data Center component and 
a ImagEze Quick Stats  component.  The Template Editor is used to create form 
templates for each form you want to process in the software. The Data Center is 
used to process form s, clean data and save/export data. ImagEze Quick Stats  is 
used to grade or tabulate processed data.  

A shaded title bar designates the active or current window. Minimize documents 
on the desktop by clicking the minimize button located in the upper, righ t -hand 
corner of the window. Double clicking the minimized icon causes the document 
to become the current window.  

The software  contains a menu bar , a 
toolbar  and a status bar . The tool bar 
displays tools tha t, when selected, 
perform the function of an option under 
a menu pull -down item. Shifting between  
different types of windows causes the 
menu bar and the tool bar to change. 
Tools and options that lack functionality 
in a particular window do not display  or 
are disabled (grayed out) . The status bar 
displays information about the active document or the selected command.  
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3 .3 Navigation Tools  
ImagEze  includes many wizards and navigation shortcuts to help you move 
through the software. The left portion of each com ponent contains a Task Pane  
that acts as a guide to help you decide what you would like to do. Once you 
perform  a function, this Task Pane  will automatically update with new options 
based on the last function you performed. You may use th is tool as a way to 
understand what options are available to you at any time. Most options 
displayed in the Task Pane  are also available from the menus or tool bar. If you 
would prefer not to use the Task Pane , you may close the window by selecting 
the Vie w  m enu and disabling the option titled Task Pane .  

In some windows you will also notice an information button  . When you see 
this button, h over the mouse over the button to view details about the current 
window, action, etc .  

3 .4 Using the Mouse and Keyboa rd  
This section details the different mouse and keyboard conventions used in the 
ImagEze  software. You can use either the mouse or the keyboard to perform 
functions within ImagEze . Occasionally, you might find it easie r to combine the 
mouse and keyboard functions.  

3 .4.1 Using the Mouse  

In this Userôs Guide, the phrase ñthe mouse buttonò refers to the left mouse 
button, unless otherwise stated. The following table lists the differe nt mouse 
actions and their meanings:  

 

Mouse Action  Meaning  

Click  Press and release the mouse button  

Double click  Press and  release the mouse button twice  

Right click  Press and release the right mouse button  

Press Press and hold the mouse button  

Drag  Move the mouse whil e holding down the mouse 
button  
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3 .4.2 Using the Keyboard  

You can use the keyboard or the mouse and the keyboard to make selections 
and perform functions within ImagEze . 

 

To use the keyboard t o select objects  

1  Press Tab  to activate the next item in a window.  

2  Press Shift+Tab  to activate the previous item.  

3 .4.3 Using Keyboard Shortcuts  

Most menu items and window  objects provide ñshortcut keysò as an alt ernative 
to using the mouse. An underlined letter in the label indicates the shortcut letter 
for the particular object or menu item.  

 

To pull down a menu item using keyboard shortcuts  

1  Press Alt  + the shortcut lette r of the menu item shown on the menu bar. 
(For example, press Alt +F  to access the File  menu.)  

2  Press the underlined letter of the desired item from the pull -down menu.  

Many ImagEze  menu pull -down options also employ ñhot keyò shortcuts (e.g., 
use Ctrl +X  for  ñCutò). 

3 .4.4 Scrolling  

When you select a scrolling list, the Up/Down arrow keys, the Page Up/Page 
Down keys, and the Home/End keys perform the following actions:  

 The arrow  keys move the list up or down a line at a time.  

 The Page Up/Page  Down  keys move up or down a ñpageò (window) of 
text at a time.  

 The Home/End  keys move to the top or bottom of a list.  

Use scroll bars to view additional items in a list or different parts of a window. 
The following table explains how to use the mouse with in a vertically oriented 
scroll bar to produce various results:  
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Mouse Action  Result  

Click the arrow at the bottom of the 
scroll bar  

Moves your  view in the list down one 
line  

Click the arr ow at the top of the 
scroll bar  

Moves yo ur view in the list up on e line  

Drag  the elevator on the scroll bar  Allows you to see various parts of the 
window. To drag the elevator, point to 
the elevator with your mouse, press the 
mouse button and drag th e elevator 
along the scroll bar  

Click the mouse pointer above  the 
elevator in the scroll bar  

Moves the ele vator up one section  

Click the mouse pointer below  the 
elevator in the scroll bar  

Move s the elevator down one section  

3 .5 Menu Items  
Context -sensitive help is available for all menu items by highlighting the item in 
question and pressing F1. The following sections provide menu options for the 
ImagEze  Template Editor and Data Center. Menu options for ImagEze Quick 
Stats  are detai led in the ImagEze Quick Stats  Userôs Guide, which you can 
access under Start|Programs| ImagEze  7|Documentation . Please see the 
corresponding sections in this userôs guide for complete descriptions of the 
features that can be accessed from the menus.  

Most m enu items can be represented on the toolbar, which is completely 
customizable. You may choose what toolbar buttons to display, whether to 
display them as images or text, and what text to include. You may also drag 
toolbars using the mouse to the desired lo cation.  

 

To customize the tools displayed on the toolbar  

1  Right click the desired toolbar and then click Customize .  

2  On the Toolbars  tab, choose the toolbars to display.  

3  On the Commands  tab, choose a command you wish to display and drag it 
to the toolbar to permanently place it on the toolbar.  
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4  On the Keyboard  tab, review the keyboard shortcuts for various tools. You 
may also create new toolbar shortcuts.  

5  On the Options  tab, choose whether to show full menus when d ropped 
down, reset the menu usage, display lar ge icons, whether to show 
ScreenTi ps on toolbars, whether to show shortcut keys in the ScreenTips, 
and whether to use menu animation  (changes how menus drop down) . 

6  In addition, when you are in customize mode, you can drag icons around to 
reposition them or  completely off the toolbar to remove them, right click 
icons and choo se how you want them displayed, etc. We encourage you to 
review the various options in order to setup the toolbar in an optimal way for 
your use of the software.  

Note:  When customizing t he toolbar, you will see all of available 
toolbar options. If you attempt to drag a button to the toolbar and 
subsequently do not see the item on the toolbar, this means that 
the item you have selected is not valid for your setup (e.g., a 
disabled feature) . 

3 .5.1 File Menu  

Use the items in the File  menu to perform operations on files. The operations 
include creating, editing, opening, closing, saving, displaying, and printing the 
data contained in these files.  

 

Template Editor:  

 

Tool  Menu Pull -
Down Item  

Function  

 

New  
(Ctrl + N)  

Creates a new form template.  

 

Opené 
Template  
(Ctrl + O)  

Opens an existing form template for editing.  

 Close           
(Ctrl + F4)  

Closes the current form template.  
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Tool  Menu Pull -
Down Item  

Function  

 

Save  
(Ctrl + S)  

Saves the open form template to a new or 
existing file. Clicking the Save button will create a 
new form template file or save the form template 
to the current file if one has already been 
established . 

 Save As  
(F2)  

Saves an existing form temp late file under a new 
name or allows you to change the path to which 
the file saves.  

 Recent Files  Displays he most recently used files. Click a file to 
open it.  

 

Properties  
(F12)  

Displays the properties for the open form 
template.  

 Exit  
(Alt + F4)  

Exits the ImagEze  Template Editor . 

 

Data Center:  

 

Tool  Menu Pull -
Down Item  

Function  

 

New Form 
Template  
(Ctrl + N)  

Launches the ImagEze  Template Editor in the new 
template state so that you may create a new form 
template.  

 

Open Form 
Template  
(Ctrl + O)  

Opens an existing form template for processing 
forms, opening data and running reports. Multiple 
form templates can be opened simultaneously, 
and the same form template can be opened 
multiple times.  

 

Edit Form 
Template  
(Ctrl + E)  

Launches the Template Editor with the active 
template automatically open for editing.  
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Tool  Menu Pull -
Down Item  

Function  

 
Open Data 
(Ctrl + O)   

Opens an existing data file and displays the data 
in the current template grid window. ImagEze  can 
read and save data in dozens of different file 
formats.  

 
Open  Report 
(Ctrl + R)  

Opens an existing report file that was saved in 
ImagEze Quick Stats . 

 

Save Data  
(Ctrl + S)  

Saves data from the grid to a new or existing data 
file. Clicking the Save button will create a new 
data file or save the data to the current file i f one 
has already been established.  

 Save  Data  
As ( F2)  

Saves an existing data file under a new name, 
allows you to select an output format, or allows 
you to change the path to which the file saves.  

 
Batch 
Wizard  

Opens the batch wizard so that you can cr eate 
batch files. Batch files allow you to process a 
header sheet with identifying information for the 
forms that will follow.  

 

Print             
(Ctrl + P)  

Prints the contents of the grid or an image.  

 Recent Files  Displays the most recently used fil es. Click a file 
to open it.  

 Close           
(Ctrl + F4)  

Closes the current document. The document may 
be a form template grid window or image window.  

 Exit  
(Alt + F4)  

Exits the ImagEze  Data Center . 
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3 .5.2 Edit Menu  

Use the items in the Edit  menu to perform common Windows functions on one 
of the ImagEze  documents. The operations include typical clipboard operations, 
such as copying and pasting information, and several data manipulation 
operations,  such as finding & replacing.  

 

Template Editor:  

 

Tool  Menu Pull -
Down Item  

Function  

 

Undo  
(Ctrl + Z)  

Undoes the most recent change to the form 
template.  

 

Redo  
(Ctrl + Y)  

Redoes the last action to which Undo was applied.  

 

Cut  
(Ctrl + X)  

Moves a se lection of text or region from one place 
to another (or to another form template ) by 
cutting it from the original position and pasting it 
in a new position (paste is a separate command).  

 

Copy  
(Ctrl + C)  

Allows for easy duplication and movement of 
inform ation. You can copy a selected portion of 
text from a form template, or a region from one 
part of a form template  (or a different document 
altogether), and paste it in a different part of the 
form template . 

 

Paste  
(Ctrl + V)  

Pastes information from the clipboard after the 
selected node in the tree view.  

 Paste  Before  
(Ctrl + B)  

Pastes information from the clipboard before the 
selected node in the tree view.  

 Copy Special  
(Ctrl + L)  

When copying and pasting between two instances 
of the Template Editor, use Copy Special to copy a 
region or regions to the clipboard.  
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Tool  Menu Pull -
Down Item  

Function  

 Paste 
Special  
(Ctrl + U)  

When copying and pasting between two instances 
of the Template Editor, use Paste Special to paste 
a region or regions from the clipboard. (Note: You 
must use Copy Sp ecial to copy this information to 
the clipboard.)  

 

Delete  
(Delete)  

Erases the highlighted information. This operation 
does not use the clipboard, and ImagEze  retains 
no copy of the deleted information (except by 
Undo).  

 

Data Center:  

 

Tool  Menu Pull -
Do wn Item  

Function  

 

Cut  
(Ctrl + X)  

Moves a section of text from one place to another 
(or to another document) by cutting it from the 
original position and pasting it in a new position 
(paste is a separate command).  

 

Copy  
(Ctrl + C)  

Allows for easy dupl ication and movement of 
information. You can copy a selected portion of 
text from one part of a template grid  (or a 
different document altogether), and paste it in a 
different part of the template grid . 

 

Paste  
(Ctrl + V)  

Whenever a section of text is co pied or cut, 
ImagEze  places the contents on the clipboard. 
This intermediary holds the information so you 
can paste it (multiple times if desired) until you 
place something new on the clipboard (by cutting 
or copying something else).  

Data can be copied fro m a document of one 
program and pasted to a document of another as 
long as the data are compatible.  
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Tool  Menu Pull -
Do wn Item  

Function  

 Paste 
Special  

Allows you to paste information from one cell in 
the template grid to multiple cells.  

 

Delete  
(Delete)  

Erases the highlighted information . This operation 
does not use the clipboard, and ImagEze  retains 
no copy of the deleted information (except by 
Undo).  

 
Insert Rows 
(Shift + 
Insert)  

Inserts a row into the template grid based upon 
the active cell. The row will be added above the 
row conta ining the active cell.  

 
Delete Rows 
(Shift + 
Delete)  

Deletes a row in the template grid. The row 
containing the active cell(s) will be deleted.  

 

Find  
(Ctrl + F)  

Displays a window asking for the search text . 
ImagEze  searches forward from the cursor 
pos ition for the text requested.  

 

Find Next  
(F3)  

 

Searches for the next instance of the previous 
search. If Find has not yet been chosen, or could 
not locate the previous search, Find Next disables.  

 
Replace  
(Ctrl + H)  

Displays the Replace text  window. The search text  
box contains either the highlighted text or the 
previous search text,  and the replace text  
contains either the previous replace text  or is 
blank. You can replace all occurrences of the 
search text  by clicking Replace All.  

 Select All  
(Ctr l + A)  

Highlights the entire template grid . This is 
equivalent to clicking the top - left corner of the 
grid and dragging the mouse to the bottom - right, 
selecting all cells in the process.  

 
Sort  Allows the sorting of data in ascending or 

descending pattern s based on particular regions.  
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3 .5.3 View Menu  

The View  menu allows you to choose which tool bars you would like to display  
and allows you to customize the current view.  

 

Template Editor:  

 

Tool  Menu Pul l -
Down Item  

Function  

 
Task Pane  Displays the Task Pane  that is used as a shortcut 

to perform functions (e.g., open, save, etc.)  

 

 

 

 

Zoom  Fit Height: Positions the image portion of the 
Template Editor so that it fits in the entire window 
in terms of  height.  

Fit Width: Positions the image portion of the 
Template Editor so that it fits in the entire window 
in terms of width.  

Zoom In: Makes the image portion of the 
Template Editor window larger.  

Zoom Out: Makes the image portion of the 
Template Editor w indow larger smaller.  

 Theme  Allows you to choose a theme for the software, 
which defines colors, fonts, title bars, etc. You 
may also choose whether to display large or small 
icons on the toolbar.  
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Data Center:  

 

 Menu Pull -
Down Item  

Function  

 
Task Pane  Displays the Task Pane  that is used as a shortcut 

to perform functions (e.g., open, save, etc.)  

 
Image 
Viewer  

Displays the Image Viewer in the Data Center to 
show images of forms as they are processed or 
when clicking in a cell.  

 
Graph 
Viewer  

Displays the Graph Viewer in the Data Center to 
show a graph of data as forms are processed or 
when clicking in a cell.  

 Theme  Allows you to choose a theme for the software, 
which defines colors, fonts, title bars, etc. You 
may also choose whether to displ ay large or 
small icons on the toolbar.  

3 .5.4 Tools Menu  

The items available in the Tools  menu are the primary ImagEze  operations. 
These items vary slightly from the Template Editor to the Data Cente r.  

 

Template Editor:  

 

Tool  Menu Pull -
Down Item  

Function  

 

 

Reset 
Images  
(Ctrl + R)  

Resets the open form templateôs images. This 
feature will allow you to reacquire images from 
the scanner or image file and is useful if your 
form has changed slightly but y ou have already 
created a form template.  
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Tool  Menu Pull -
Down Item  

Function  

 
Response 
Scales  
(Ctrl + Q)  

Accesses the Scales that have been saved so 
that you may edit them or create new scales. 
Scales are used as Labels when creating OMR 
regions and Image regions using qualitative 
response  codes, and are the output you will see 
when processing forms.  

 

Auto Align 
Form 
Template  

ImagEze  attempts to align regions based on 
where they were originally created and the 
current form image. This feature is useful after 
resetting images. If there are  slight differences 
between the original image and the new image, 
the regions will be adjusted accordingly. (Note: 
You should review the  form  template after 
aligning to ensure regions are positioned 
correctly.)  

 

Perform 
Spell Check  
(F7)  

Checks the open f orm template for spelling 
errors in the region names, labels and question 
text.  

 

Scanner 
Properties  
(F8)  

Accesses the Scanner Properties window so that 
you setup a scanner or make changes to the 
current setup.  

 

Preferences  
(F9)  

Allows you to modify set tings that control the 
way the Template Editor looks, feels and 
performs. Use the Task Pane  to perform 
software customization. ImagEze  saves any 
changes you make and applies them to future 
actions.  
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Data Center Options:  

 

Tool  Menu Pull -
Down Item  

Func tion  

 
Read Wizard  
(F5)  

Opens the Read Wizard so that you may read  
page(s) from a scanner or an image file and 
place the data into the template grid.  

 

Easy Scan  
(Ctrl+ F12)  

Begins the scanning process based on the last 
settings used in the Read Wizard. N ote that 
you will not be able to adjust the settings. If 
you are unsure of the last settings used, you 
should use the Read Wizard to scan your forms.  

 End Read  Stops the process when scanning forms or 
reading image files.  

 

Review 
Exceptions  
(F4)  

Search es the open data grid and allows you  to 
correct exception cases (e.g., blank or multiple 
responses) and enter image region  information. 
The Task Pane on the left will show the 
available options.  

 

Review 
Duplicates  

Searches the open data grid and allows y ou to 
correct duplicate entries  (e.g., two records in 
the data set belonging to the same respondent 
based upon the respondent ID) . The Task Pane 
on the left will show the available options.  

 
Review 
Unrecognized 
Images  

When processing forms with Auto Form  ID , 
Auto Page ID or Respondent Tracker regions, 
unrecognized images enter a list for later 
review. Use this command to review images 
that ImagEze  did not recognize when 
processing the forms.  
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Tool  Menu Pull -
Down Item  

Func tion  

 

 

 

 

 

Analysis  Access the grade and survey options in the 
software:  

Easy Grade:  grades the current data set using 
the first grid row as the answer key and 
grading options as defined in the form 
template.  (F6)  
Grade Wizard: launches the Grade Wizard for 
customized grading.  (Ctrl + W)  
Easy Survey:  tabulates the cur rent data set 
using tabulation options as defined in the form 
template.  (Ctrl + U)  
Survey Wizard: launches the Survey Wizard for 
customized survey tabulation . (Ctrl + I)  
Analysis Preferences:  allows you to modify 
settings that control the way ImagEze Quick  
Stats  looks, feels and performs.  

 View Image  Opens an image file.  

 
Automation 
Wizard  

Launches the Automation Wizard, which allows 
you to set up executable files that automate 
basic ImagEze  functions.  

 FTP Utility  Launches the FTP Utility, which allow s you to 
setup a Windows service on your system to 
move files automatically from ImagEze  to an 
external application using File Transfer Protocol 
(FTP).  

 
Respondent 
Detection  
(F11)  

Allows you to determine which respondents in 
your data have been processed , not been 
processed or have been processed multiple 
times. This feature is used in conjunction with 
the Database Lookup feature.  

 

Perform Spell 
Check  (F7)  

Checks the selected data file for spelling errors.  
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Tool  Menu Pull -
Down Item  

Func tion  

 

Scanner 
Properties  
(F8)  

Accesses the Scanner  Properties window so 
that you setup a scanner or make changes to 
the current  scanner  setup.  

 

Preferences  
(F9)  

Allows you to modify settings that control the 
way the Data Center  looks, feels and performs. 
Use the Task Pane  in the Preferences  to 
perform s oftware customization. ImagEze  
saves any changes you make and applies them 
to future actions.  

3 .5. 5  Page and Region  Menus  

The Page and  Region  m enus are available in the Template Editor as you are 
creating or editing a form template. These menus give you options to add, 
delete, edit and view the properties of regions  in the template. The items 
change depending on whether you have selected a Page n ode or a Region  node 
in the tree view.  

 

Tool  Menu (Page 
or Region)  

Menu Pull -
Down 
Item  

Function  

 

 

 

 

 

Page & Region  Insert  Inserts a page or region before or  
after the selected node.  
 
Page: Yellow  
OMR: Green  
Image: Blue  
Barcode: Orange  
OCR: Purple  
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Tool  Menu (Page 
or Region)  

Menu Pull -
Down 
Item  

Function  

 

Region  Auto Align  
Page 

 

 

Allows you to auto align the 
selected  page to a new image. 
This feature is useful when you 
need to rescan the form due to 
form changes, skew, etc  (e.g., 
when using the Reset Images 
feature) .  

 

Region  Append 
Linked 
Region  

Adds a region  to another region , 
linking  them into one question. 
This feature is used for regions  
that have text or lines separating 
the answer choices and  the  OMR 
box cannot be drawn around all of 
the marks together .  

 

Region  Link 
Regions  

Links multiple regions together so 
that they are considered one 
question.  

 

Region  Break 
Region Link  

Separates a linked region into 
individual regions.  

 

Page & Region  Properties  Shows the properties for the page 
or region.  
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3 .5. 6  Help Menu  

When you have questions about the use of ImagEze , or about a specific menu or 
command, look in the help file . 

Note:  Help is context -sensitive. Press F1  while any ImagEze  
window is act ive and help text appropriate to that window displays.  

 

Tool  Menu Pull -
Down Item  

Function  

 Contents  Displays the contents of the ImagEze  help file.  

 Tutorials  Displays a folder containing the ImagEze  
tutorials in PDF format.  

 Documentation  Displays a f older containing the ImagEze  
userôs guides in PDF format. 

 Edit 
Authentication  

Allows you to enter a new serial number or 
authentication code for the software. You will 
only use this option when directed by ImagEze  
personnel. (Data Center only)  

 Copyrigh ts  Displays copyright information for ImagEze . 
(Data Center only)  

 About ImagEze  
Template 
Editor/Data 
Center  

Displays the About ImagEze  window, showing 
information about ImagEze  as well as the 
serial number and current version of the 
software that is runn ing.  

3 .6  Accessing the Software  Help  File  
ImagEze  includes  a help file to provide answers to your questions. Use the 
following procedures to access help when running ImagEze :  

 

To acc ess online help  

1  To view context -sensitive help on the current window, press F1 .  

2  To view the main help contents window for ImagEze , select the Help  menu 
and then click Contents .  
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Setting Up Your Scanner  

 

Chapter 4 

4.1 Overview  
This chapter will provide general information about scanners and how to 
configure your scanner in ImagEze . You should already have your scanner 
connected to your computer and the drivers installed that will allow the scanner 
to work before a ttempting to use your scanner with ImagEze . 

4.2 Scanners -  General Information  
A scanner is a peripheral device that is attached to a computer to scan paper -
based documents, photographs, etc., in order to produce equiva lent image file 
representations. ImagEze  works in conjunction with image scanners, which are 
the type of scanners that are also used for scanning pictures or pages of text 
and are readily available from your local computer dealer or via mail order and 
onli ne companies. Scanners come in many different models and fall into many 
different price ranges depending on their performance and features. For 
ImagEze  purposes, it is recommended that you use a scanner with a 
sheetfeeder  (ADF  -  Automatic Document Feeder) , which will allow you to scan 
multiple pages in batches, thus facilitating the data collection process.  
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4.2.1 Scanner Connections  

Scanners are connected to a computer via a cable. Scanners are typically 
connected to the computer in one of three  ways:  

 USB Port  

 SCSI Card   

 Network connection  

A video connection is not supported in ImagEze . For USB port connections, you 
simply connect the scannerôs cable to the appropriate port on the computer. For 
SCSI connections, you connec t the scannerôs cable to a SCSI card that is located 
inside the computer. Some scanners will come with their own SCSI cards, or the 
computer may already have one installed. Otherwise, a SCSI card will need to 
be purchased. Please see your scannerôs installation guide for the specifics on 
your particular model.  Please note that SCSI cards are typically used with older 
scanners so you should check compatibility with your operating system. 
Network scanners are not connected directly to a computer. They are att ached 
to the network so that multiple computers can connect to them. Typically these 
systems are multi - function systems where you can print, copy, scan or fax. See 
section 4.4 for more information on multi - function peripherals.  

Note:  Read the scanner manu facturerôs directions BEFORE installing 
your scanner. You may need to install items in a specific order.  

4.2.2 Scanner Drivers  

Communication between software and a scanner occurs through a driver. Ther e 
are several different scanner communications protocols. ImagEze  supports the 
most  common protocol: TWAIN. TWAIN is a standard protocol for controlling 
scanning equipment. With TWAIN, each scanner manufacturer provides a 
TWAIN compliant driver for their s canners, and each software application 
includes TWAIN support as part of the software. Software applications 
supporting the TWAIN protocol can control many different scanners. When using 
the TWAIN option in ImagEze , you will have the option of using legacy  support 
for older scanner drivers.  

Once you have connected your scanner to the computer, install the appropriate 
drivers and verify that the scanner is functioning properly. Then proceed to the 
next section: 4.3 Selecting Your Scanner.  
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4.3 Selecting Your  Scanner  
To use your scanner with the ImagEze  software, you must first select your 
scanner from the list of supported scanners.  

4.3. 1  TWAIN Support  

TWAIN is a standard for controlling scanning equipment. Most scanners ship 
with a TWAIN driver. If you are uncertain whether you have a TWAIN driver, 
check with your scanner manufacturer.  

Note:  Individual scanner manufacturers write their own scanner 
drive rs. The TWAIN standard leaves some areas unclear/open for 
interpretation, and as a result, the functionality of some TWAIN 
drivers is questionable. ImagEze  supports the TWAIN protocol, 
however, since scanners come onto the market so quickly and 
different c ompanies have different software quality standards, 
ImagEze, a Fraser Company  cannot guarantee that all TWAIN 
drivers will work correctly. Scanner manufacturers typically revise 
TWAIN drivers frequently to correct for any problems ;  therefore it is 
a good i dea to check for updated drivers for your scanner from time 
to time. Manufacturer website s often have updated drivers available 
for download.  

In order to select a TWAIN driver in ImagEze , the driver must first be installed. 
Consult your scannerôs documentation for installation instructions and 
information about obtaining a TWAIN driver for your scanner. Once the driver is 
installed, use the following procedures to select the scanner  in ImagEze . 

 

To select and configure a scanner  

1  Select the Tools  menu and  then click 
Scanner Properties  to display the 
Scanner Properties  window.  

2  Click the TWAIN Source drop -down 
arrow to display a list of TWAIN 
compliant scanners that are available 
on your system . 

Note:  Your scanner must be 
turned on and connected to 
the compute r, and you must 
install your scannerôs TWAIN 
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driver in order for the scanner  to display in this list.  

3  Click the appropriate scanner  to select it .  

Note:  Some versions of Windows come with Windows Image 
Acquisition (WIA)  drivers. If you see two drivers for y our scanner, 
we do not recommend selecting the one beginning with WIA. 
Whenever possible, it is better to use the driver that comes directly 
from the manufacturer.  

When you return to the Scanner  Properties  window, you will notice several 
options, which are  summarized in the following table:  

 

Content 
Area  

Option  Function  

TWAIN 
Source  

Use legacy driver  Mark the Use legacy driver  checkbox if 
you are using an older TWAIN driver. 
Legacy support allows you to use scanner 
drivers that suppor t older versions of the 
TWAIN scanning protocol. It is not 
recommended that you use this option 
unless you find that your scanner driver 
is not working correctly.  

Parameters  Resolution  Use the Res olution  setting to set the 
scanning resolution in Dots Per Inch 
(DPI). We recommend scanning at 200 -
300  DPI. This setting is not available if 
you have chosen to show the scannerôs 
TWAIN  interface (you will select DPI 
when you scan a page).  
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Content 
Area  

Option  Function  

 Color Depth  Use the Color Depth  setting to choose a 
scanning mode: Black/White ,  
Grayscale or  Color . For most cases, 
scanning in Black/White is fine. However, 
if your scanner supports grayscale or 
color scanning, you may select to use it 
here without having to do so in your 
scannerôs TWAIN driver. Scanning in 
color or grayscale may be appropriate if 
you plan to use the images outside of 
ImagEze  or have dropout colors on your 
form. Note that scanning in color or 
grayscale may slow down scanner 
performan ce.  

 Brightness  Use the Brightness  setting to set the 
scannerôs brightness. We recommend 
scanning at your scannerôs default 
brightness setting unless you encounter 
problems. The default setting in ImagEze  
is 0. This setting is not available if you 
have chosen to show the scannerôs 
TWAIN  interface (you will select 
brightness when you scan a page). Use a 
positive number to scan lighter and a 
negative number to scan darker.  
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Content 
Area  

Option  Function  

 Contrast  Contrast is  the difference between the 
color or shading of printed material on a 
document and the background on which 
it is printed. Most scanners can adjust 
contrast for a sharper image. Use the 
Contrast  setting to set the scannerôs 
contrast when scanning in graysca le or 
color. We recommend scanning at your 
scannerôs default contrast setting unless 
you encounter problems. The default 
setting in ImagEze  is 0. This setting is 
not available if you have chosen to show 
the scannerôs TWAIN  interface (you will 
select contra st  when you scan a page). 
Use a positive number to lighten the 
contrast and a negative number to 
darken the contrast.  

Image 
Processing 
Options  

Despeckle Images  Mark the Despeckle Images  checkbox 
to remove speckling from the image. If 
you  scan your forms and see black 
specks on the form, this is speckling. 
Note that sometimes scanning at a 
lighter brightness setting on your 
scanner can also remove speckling. We 
recommend only turning on this feature 
if you are having trouble with speckled 
forms.  
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Content 
Area  

Option  Function  

 Maximum speckle 
size to remove  

Use the Maximum speckle size to 
remove option to s elect the pixel size to  
remove when using the Despeckle 
Images  option. A pixel by definition is 
the smallest piece of information in an 
image. Pixels are represented using dots 
or squares. The default setting is 2 
pixels. Use a higher number to remove 
larger speckles. Note, that if you go too 
high, you run the risk of removing  or 
damaging  the marks (bubbles, 
checkboxes) on your form image.  

 Deskew image  Use the Deskew image  option  to have 
ImagEze  automatically correct for 
skewing during the scanning process. 
Skewing can occur when pages are not 
fed neatly in the scannerôs ADF or if your 
scanner pulls in the pages unevenly , in 
which case you may want to h ave your 
scanner serviced. In either case the 
result is a crooked image, which can 
make it hard for the software to read the 
marks on the image.  We recommend 
only turning on this feature if you are 
having trouble with skewed forms.  

 Invert image  Use the Invert image  option  to correct 
an image that scans in reverse: black 
background with white text. The default 
setting is No.  You only need to adjust 
this setting if your image comes in 
reversed.  

 Rotate front side  Use the Rotate front s ide  option to 
rotate the front side of each page that is 
scanned. Select the rotation degrees in 
the box provided. Only use this option if 
the front side of your form does not 
rotate correctly on its own.  
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Content 
Area  

Option  Function  

 Rotate back side  Use the Rotate back side  option to 
rotate the back side of each page that is 
scanned when scanning duplex (two 
sides at one time). Select the rotation 
degrees in the box provided. Only use 
this option if the back side of your form 
does not rotate correctly on its own.  

Hardware 
Options  

Flatbed only  Select the Flatbed only  option if your 
scanner only contains a flatbed area for 
scanning.  (Flatbed scanning is not 
recommended for ImagEze .)  

 ADF only  Select the ADF only  option if your 
scanner only contains a sheetfeeder 
(ADF) for scanning.  

 Flatbed and ADF  Select the Flatbed and ADF  option if 
your scanner contains both a flatbed and 
a sheetfeeder (ADF).  

 Duplex scanner   Select the Duplex scanner  checkbox if 
the scanner you are using has duplex 
capabilities for double -sided form 
scanning (meaning the scanner can scan 
both sides of a piece of paper at one 
time).  

 Scan duplex  Mark the Scan duplex  checkbox if you 
have selected a duplex scanner and wish 
to scan both sides of  a page at one time. 
This feature is used for scanning double -
sided forms.  
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Content 
Area  

Option  Function  

 Show TWAIN 
interface  

Mark the Show TWAIN interface  option 
to show your scannerôs TWAIN  interface. 
By showing the scannerôs interface, you 
can setup scanning paramete rs. We 
recommend turning this selection on 
initially to verify your scannerôs settings 
(e.g., scanning mode, page size, 
resolution, brightness). Some scanners, 
but not all, will support having the 
interface hidden.  Once you verify all the 
settings within t he scannerôs interface, 
you can try turning off the TWAIN 
interface so that you donôt have to see it 
every time you scan.  

 Center feed 
adjustment  

Mark the Center feed adjustment  
checkbox to have the page aligned with 
the center portion of the ADF, regardl ess 
of how the ADF is positioned . This 
feature is useful when scanning pages 
that are smaller than 8.5x11 inches. An 
adjustment is made so that the image 
does not start at the leftmost part of the 
scanner  and cutoff a portion of the image 
(which can happen  on some scanners 
even if the ADF is in the center position) . 
Please note that some scanners have this 
property built into their drivers, and 
some  do not support  this feature  at all .  

 

Tip :  We recommend  that you initially show the scannerôs TWAIN  
interface  so that you can set the  scanner  settings. Once you have 
successfully scanned a page, many scanners will support turning off 
the interface. If you disable this feature, you may use ImagEze ôs 
resolution , contrast  and brightness settings in the Parameters  
section of the Scanner Properties  window.  
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4  In the Hardware Options  section, 
choose the type of scanner you are 
using: Flatbed , ADF  or Flatbed and 
ADF .  

Note:  The Hardware Options setting 
refers to the type of scanner you are 
using, not whether you will scan a 
page using the ADF or flatbed of the 
scanner.   

5  If you have a duplex scanner  (one that 
scans both sides of a sheet of paper in one pass through the scanner) , mark 
the checkbox for Duplex  scanner .  In addition, if you plan to scan duplex 
now, mark the check box for Scan  duplex .  

6  Enable or disable the checkbox for Show TWAIN interface  by clicking the 
checkbox.  As stated earlier, we recommend turning on this option the first 
time you scan in order to check scanner settings.  

7  Optionally set any other parameters a s needed based on the previous 
descriptions. Many settings do not need to be adjusted unless you encounter 
difficulties.   

8  Click the OK  button to save the scanner settings.  

Important Note : It is important to make note of the settings you 
choose for your sca nner. When you create a form template in 
ImagEze , you will be using these settings. Wh en you are ready to 
scan filled - in forms, you need to use the same settings that you  
used to create the  form  template. If you change scanner settings, 
you run the risk of  creating images that do not match the form 
template, thus making it difficult for ImagEze  to accurately read the 
forms . 
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4.3. 2  Configuring a TWAIN Driver  

Most TWAIN drivers will not re quire any special adjustments, but some drivers 
may have special requirements. If you experience problems scanning in 
ImagEze  with your TWAIN driver, use the following sections for assistance.  

When scanning in ImagEze  with a TWAIN driver, there are several  basic settings 
that you want to use. ImagEze  will support color and grayscale scanning. 
However, it is not necessary. Most scanners will achieve optimum scanning 
rates when used in black and white scanning mode (sometimes called line art). 
The resolution on the scanner, measured in dots per inch (DPI), should be set at 
200 -300  DPI. If your scanner allows you to adjust the scaling setting, you want 
it to be set at 100%. You should also verify that the page size your scanner is 
using matches the actual paper  size  you are scanning. You can also utilize the 
scannerôs brightness (sometimes called threshold) and contrast setting s to make 
scanned images lighter or darker. Under normal conditions, you want to use the 
scannerôs default brightness and contrast settin gs. If, however, you need to 
make shading or a lightly colored paper background drop out (disappear), you 
could raise the brightness setting to accomplish these tasks. On the same 
token, you could set the brightness setting to a darker level to help compen sate 
for light marks or lightly filled marks on forms.  

Tip: It is important to remember that the settings used to create the 
template should also be used to scan the filled - in forms in order to 
maintain a level of consistency  and achieve optimum recogniti on rates .  

4.3. 2 .a Controlling the TWAIN User Interface  

Not all TWAIN drivers support having their user interface hidden. We 
recommend  that you turn on the option to Show TWAIN interface  in the 
Scanner  Properties  window. When yo u scan, the scanner manufacturerôs 
TWAIN interface will appear. In this interface, you can specify TWAIN settings. 
The following table recaps the settings of which you should be aware:  
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Option  Appropriate Setting  

Resolution  200 DPI recommended  (300 DPI recommended if using 
OCR) 

Scan Mode  Black and White or Line Art  (the software will convert 
grayscale and color images to black and white, but 
scanning in black and white mode is faster)  

ADF Yes/On  

Page Size  Letter (or your specific paper size)  

 

Once you have scanned a page successfully, it may be possible to hide the 
scannerôs user interface in ImagEze  by turning of f the Show TWAIN interface  
checkbox in the Scanner  Properties  window. If any problems occur, you will 
need to show the scanner user inte rface again.  

Tip:  If your scanner is used for scanning in programs other than 
ImagEze , there is a good chance its settings will be alt ered. In this 
case, we recommend that you make a note of what settings you are 
using in ImagEze . Keep the Show TWAIN inter face  option on at 
all times so that you can see what settings are being used and 
maintain consistency with your forms. This practice may help you 
achieve a higher level of accuracy in the software.  

4.3. 2 .b Obtaining Updated TWAIN Drivers  

Most scanner manufacturers release new TWAIN drivers on a regular basis. 
Updated drivers are created to correct problems. If you experience any 
problems scanning in ImagEze  while using a TWAIN driver, first try using the 
scanner i n another application to see if the same problems exist. If so, contact 
your scanner manufacturer to ensure that you have the latest driver release. 
You can find drivers on the website s of most scanner manufacturers.  
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4. 4  Multi - Functional Peripherals  
A multi - functional peripheral, or MFP, is a printing device that also scans, copies 
and sometimes faxes. These all in one units are becoming increasingly popular 
to automate workflo ws. Some MFPs are connected directly to a computer, while 
others are free standing and attached to your network. If you wish to utilize an 
MFP for scanning, you may do so with ImagEze .  

When using an MFP  that is connected directly to the computer running ImagEze , 
you will  scan documents just as you would with any desktop scanner . See 
previous sections of this chapter for information about scanning with a TWAIN 
driver.  

When using an MFP on your network (not connected directly to a computer), 
you will scan t he forms at the MFP and save them as image files , using the 
MFPôs scanning software. Most MFPs can save images as TIF or PDF files. 
ImagEze  can then read those image files.  ImagEze  users commonly scan the 
forms as TIF image files and save them on a network  drive. Then they go to the 
computer where ImagEze  is installed and read the images from the network 
drive. If you are using a networked MFP, you can determine the workflow that 
works best for you and your organization.  
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Designing Scannable Forms  

Chapter 5 

5 .1 Overview  
ImagEze  provides a flexible solution for scanning  forms you create and 
producing  data  and reports . Because there i s so much flexibility, a wide variety 
of forms can be created. Good form design is a key component to using 
ImagEze  successfully. Therefore, ImagEze  has created a set of form design 
guidelines to help you create forms that will work well with the software.  
ImagEze  will work with plain paper forms; no special inks or marks are needed. 
Respondents can use pen or pencil to complete the forms.  

Note:  ImagEze  is not a form designer. Forms used with ImagEze  
are created independently of the software  in programs su ch as word 
processing and survey design packages . 

Designing scannable forms for ImagEze  can be broken down into the following 
elements:  

 Finding an application for designing forms  (Section 5.2)  

 Mark selection  for OMR  (Section 5.3)  

 Character selection for OC R (Section 5.4)  

 Form spacing  (Section 5.5)  

 Question grouping  (Section 5.6)  

 Using shading  (Section 5.7)  

 Margins (Section 5.8)  

 Barcodes  (Section 5.9)  

 Paper  selection  (Section 5.10)  

 Duplicating  forms  (Section 5.11)  

 Testing  forms  (Section 5.12)  
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5 .2 Finding an Application for Designing Forms  
The first step in designing a scannable form is determining where you prefer to 
design the form . Some of your options include:  

 Word processing software  

 Survey design software  

 Form design soft ware  

Word processing software  (e.g., Microsoft Word, Corel WordPerfect)  is 
commonly used for creating forms, as many people already have this  software 
and are familiar with using it. If you are comfortable with word processing 
software, this may be the bes t choice for you.  

Software  created specifically for survey design and analysis  can offer the 
additional benefits of question banks  (the ability to draw and save questions to 
and from a question library) , layout assistance and analysis components. Form 
des ign software can give  you advanced layout tools  to create professional 
looking forms.  

Determining what soft ware application to use is an individual decision. You 
should base your decision on what you are comfortable with using, your budget 
and your overall  data collection needs. No matter what your choice, the design 
guidelines set forth in the next several sections apply. Please read through them 
th oroughly before undertaking your own form design.  

5 .3 Mark Selection  for OMR (O ptical Mark 
Recognition)  

Forms need to be created so that ImagEze  can recognize the data on them. 
ImagEze  recog nizes optical marks, which include  bubbles  (a circle or oval) , 
checkboxes, etc., that respondents darken with a pen or pencil to indi cate their 
response. Alt hough ImagEze  works with almost any complete shape (e.g., 
circle, square, triangle), experience indicates that bubbles between 10 and 14 
points in height work the best. Non -oval shapes are somewhat harder to fill 
completely. Respond ents will typically fill bubbles more completely and neatly, 
which leads to better recognition rates.  

When using word processing software, w e recommend using a capital "O" in an 
Arial font . You may also use our OMR Bubbles font s, which create an encircled 
letter or number  (?) . The OMR Bubbles font s install with the ImagEze  software. 
Once installed, you may access the fonts  from programs on your computer just 
as you would any other font. While  it is possible to place numbers or letters 
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inside of marks, the number/letter must be as small and light as possible. Dark, 
thick or bolded characters may cause ImagEze  to interpret the mark as being 
filled.  

We do not recommend  creating bubbles  using the Times New Roman font , which 
is often the default font in word processing programs . This font does not create 
an evenly defined bubble  and can therefore break apart when scanned. Using 
the Arial font will yield a well -defined  bubble that scans consistently.   

Important Keyword:   
Mark:  A mark is any type of complete shape used on a form. 
Respondents will darken the marks to indicate their answer choice. 
Marks are typically bubbles or checkboxes on OMR forms.  

5 .4  Character Selection for OCR ( Optical Character 
Recognition)  

ImagEze  includes the capability to recognize machine printed text. This 
functionality is called OCR, or optical character recognition.  

Note:  OCR does not include handwriting recognition (commonly 
called ICR or intelligent character recognition). In order to use th e 
OCR feature, the text must be machine or computer generated.  

While the softwareôs sensitivity level can be adjusted, certain fonts and font 
sizes will recognize better than others. We recommend using a common font 
such as Arial  or Times New Roman . You do  not want to select a handwriting 
style font. The font size should be a minimum of 1 0 points, and you do not want 
to use bold , underline  or italics formatting.  If you notice areas where letters 
almost touch each other due to the shape of the letter, we sug gest increasing 
the character spacing slightly, which is supported by most word processing 
applications. When scanning forms, a scanning resolution of 300 DPI (dots per 
inch) is recommended. Always test your forms with the ImagEze  software to 
ensure that t he characters are recognized properly before you print and 
distribute large quantities (see Section 5.12 for further details).  

5 .5 Form Spacing  
Allowing enough white space on a form is an important part of good form 
design. Allow at least 3/8 inch  of spac e between any text, lines or graphics on 
the form and a ll  user -markable areas  (bubbles, checkboxes, etc.) . The white 
space around your marks provides a buffer that can help ImagEze  accommodate  
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scanner skew, form offset and not -so-perfect markings from your  respondents. 
The more white space you have, the better ImagEze  is able to tolerate 
differences from form to form.  In contrast, the more crowded a form (or the less 
white space there is), the harder it is for ImagEze  to compensate for form 
differences.  

Alt hough groups of bubbles need to be 3/8 inch away from any visible lines or 
text, the individual bubbles within the group can be as close to one another as 
two character spaces.  

We recommend  stay ing  away from the use of  lines or boxes around or between 
the  marks  on a form. If you find it n ecessary to use lines or boxes, you may 
make them a light gray that will drop out (completely disappear) during the 
scanning process.  In addition, follow the spacing guidelines above.   

Note : Y ou cannot photocopy forms that  use gray lines as the gray 
will become too dark. Only u se clean printouts for forms utilizing 
gray lines.  

Example  of good form spacing :  

 

 Excellent  Good  Fair  Poor  

     

Question 1  O O O O 

Question 2  O O O O 

Question 3  O O O O 

5 .6  Grouping Questions  
Positioning all of the marks for the same question type in a single region area 
minimizes your efforts when you create form templates within the software. 
Whenever possible, try to p lace similar types of questions together. For 
example, place all t rue/ false  questions in one area of the form and all multiple 
choice questions in another. All marks  you want to define in a single  OMR region  
must align horizontally and vertically.  

When possible, place the labels for a group of questions on the top of each 
column  or at the beginning of each row  (at least 3/8 th  inch away from the 
marks) ; this will allow you to select the entire group of questions within one 
region  when you create a form template in the software . If the labels are 
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between marks, you may have to sele ct questions individually and/or link  marks 
together to form logical questions.  

Example:  

 

Original  Layout :     Better Layout :  

What is your gender?    What is your gender?  

 

O     Female  O     Male   O     Female  

      O     Male  

5 .7  Shading  
Im agEze  works best with marks printed in black ink  on white paper  without 
shading . While we do not recommend the use of shading in areas containing 
marks, you can create  shading  that  completely drops out when scanned (a 5 -
10% gray typically works well). A be tter alt ernative is to shade the questions 
but leave the area containing t he marks white.  

Note:  You cannot photocopy forms that use shading as the shading 
will become too  dark. Use clean printouts for forms utilizing 
shading.  

 

Example:  

 Excellent  Good  Fair  Poor  

     

Text for Question  1 O O O O 

Text for Question 2  O O O O 

Text for Question 3  O O O O 

Text for Question 4  O O O O 

Text for Question 5  O O O O 
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Always t est your form with your scanner before printing large  quantities. 
Shading will vary from printer to printer and scanner to scanner.  

5 .8  Margins  
Margin space along the edges of a form is important. We recommend leaving a 
one  inch margin around all sides of the page. At a minimum, do not go below ½ 
inch margins. The margin space will allow some shifting in forms without having 
the marks fall off of the page when scanned. The smaller the margin, the less 
tolerance you will have for inconsistencies from form to form.  

5 .9  Barcodes  
ImagEze  can also read barcodes. Barcodes can be use d to capture a variety of 
information, including, but not  limited to, names, ID numbers,  session/class 
numbers,  other demographic information , etc. The software recognizes the 
following  barcode types:  

 Code 3 of 9 (Code 39): Alphanumeric  

 Interleaved 2 of 5:  Numeric  

 Codabar: Numeric  

 PDF 417: 2D, Alphanumeric  

 Data Matrix: 2D, Alphanumeric  

 QR Code: 2D, Alphanumeric  

 Code 11: Numeric  

 Code 128: Alphanumeric  

 Code 93: Alphanumeric  

 EAN 13: Numeric  

 EAN 8: Numeric  

 UPCA: Numeric  

 UPCE: Numeric  

You may put one or more p ieces of data within one barcode. If using multiple 
pieces of data in one barcode, you must separate the data with some character 
(called a delimiter), such as a space, comma or tab. ImagEze  will output the 
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individual pieces of data to separate cells in th e data grid when the forms are 
processed.   

Use the following  guidelines when placing barcodes on your forms:  

 

 Barcodes should be at least 26 points in terms of size (about 1/4 inch 
high).  

 Barcodes may be placed on forms horizontally or vertically.  

 If using  barcode stickers, place a lightly colored placeholder on the form 
so that the person affixing the stickers to the form knows where to place 
the barcodes. The barcodes must be in the same place on each form in 
order for ImagEze  to recognize them. Ideally, the placeholder should be 
covered by the sticker or light enough to drop out (completely disappear) 
when scanned. You do not want the placeholder to interfere with 
recognition of the barcode.  

Example:  

 

 

 

 Do not put text, lines, etc., within ½ inch o f the barcode (*with the 
exception of the tip below).  

Tip:  If you would like to be able to read the barcode with the 
human eye, place the text of the barcode in small, light print 
directly beneath the barcode. Example:  

 
*12345*  
          12345  

5 .9.1 The Co de 3 of 9 Barcode  

The Code 3  of 9 barcode is created by installing the Code 3  of 9 barcode font. 
This font installs  automatically  with the software .  

 Place Barcode Here 
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When using the Code 3  of 9 barcode font you will need to begin and end the 
barcode with asterisks. These asterisks become bars in the barcode and are 
necessary for  proper recognition of the barcode. In addit ion, do not use spaces 
in the barcode. If you need to represent a space, use the exclamation point (!) 
character.  

Example: To barcode the name Jane Doe, you would type: 
*Jane!Doe* and then convert the entire sequence  to the Code 3  of 9 
barcode font.  

5 .10  Paper  
ImagEze  works best with plain white paper and black ink. Utilizing standard 20# 
copier paper works well for single sided forms and 2 8#  or higher  paper works 
well for double -sided  forms  (heavier paper helps avoid bleed - through) . While w e 
recommend using white paper for the best recognition, y ou may  use colored 
paper (pastel colors tend to work well), as long as the color completely drops 
out when scanned. Test your paper selection with your scanner before printing 
large quantities of you r forms.  

Tip: You can test colored paper by scanning a form in the ImagEze  
Template Editor. The resulting image should have a white 
background with black text. If you see speckles or other black 
marks in the background, your paper may be too dark. You can  try 
raising the brightness setting on your scanner to see if the rest of 
the color from the paper will drop out without compromising the 
marks on the form.  

ImagEze  will support any paper size or thickness supported by your scanner. 
Consult your scanner's user's g uide for further information.   

5 .1 1  Form Duplication  

When reproducing forms, q uality and consistency can reduce form processing 
errors. You have the flexibility to duplicate forms in several ways: using a laser 
printer, a high quality photocopier or a professional printer . Consistency from 
form to form is important. Try to use the same source to duplicate all of the 
forms you will need for a single form type.  

When photocopying forms, t he accuracy of page placement into the photocopier  
and your overall form design are  the limiting factors as to how large your 
margins must be in order to minimize errors. Forms w ith inadequate spacing 
will have a low tolerance for offset/skew. Carefully placing forms directly on the 
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photocopy machineôs glass tends to yield better copies than using the document 
feeder, which can skew the page as it is pulled into the copier. Test y our form  
by creating a form template in the software and processing a batch of forms 
that are filled out as you expect to have them returned (e.g., not perfectly)  
before printing large quantities. Once you feel that your form design is 
adequate, try to pho tocopy all of the forms that you will need in one batch. This 
will eliminate the need to make photocopies from photocopies at a later date, 
which can lead to form inconsistencies.   

Regardless of how you duplicate your forms, be sure to keep blank copies on  
hand. You always want to create your ImagEze  template using the same quality 
form that you distribute to your respondents. For example, if you photocopy 
your form, use a blank photocopy to make the  form  template in the software.  

It is best to maintain as much control over form duplication as possible. 
However, i f your workflow is such that multiple locations print and distribute 
their own forms, request that at least one blank copy of the form is returned to 
you with the filled  in forms.  This will allow yo u to realign your scanning 
template to the printout if you find that the forms have shifted significantly.  

Tip:  Sav e forms to the Adobe PDF format to retain original form 
formatting. If you need to have someone else print your form, this 
format is preferab le over other native word processing formats. 
Remember to embed the fonts you use in case the person printing 
the form does not have the same fonts.  

5 .1 2  Form Testing  

The best way to know whether you have created  a good, scann able form is to 
test it. Always test any forms you plan to use with ImagEze  before printing  and 
distributing  them.  It is much easier to find and fix problems before the forms 
are printed and distributed.  

To test your fo rm, create  a form temp late in the ImagEze  Template Editor (see 
Chapter 6 for more information). Then fill out a sampling of forms as you expect 
to get them back from your respondents (not perfectly!). Scan the forms  and 
check your results. If you do not get the accuracy you exp ect, check your formôs 
design against the guidelines presented in this userôs guide and make the 
appropriate modifications.  Remember to use the same scanner settings for form 
template creation and when scanning the filled - in forms.  
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Using the Template Editor  

Chapter 6 

6 .1 Overview  
You must create one form template file for each type of  form that you process 
with the ImagEze  software. Th e template file defines all of the information 
needed for the software to process your form correctly. Creating and editing  
form  templates is accomplished through the ImagEze  Template Editor.   

The form  te mplate file holds information about where the marks, barcodes and 
text are located on the page, how many pages your form contains and what 
type of output you would like. A single template can hold up to 150 pages.  

Tip:  The form template is the key to accur ate recognition in 
ImagEze . When creating form templates, be sure to use the same 
quality form as you will be distributing to respondents (e.g., if you 
will be photocopying forms, use a blank photocopy for the form 
template). Also use the same scanner and scanner settings for both 
the form template and filled - in forms (e.g., resolution , brightness).   

The following topics are covered in this chapter:  

 Understanding  the template editor  interface  (Section 6.2.1)  

 Creating  form  templates  (Section 6.2)  

 Region  type s (Section 6.2.2)  

 Creating regions  (Section 6.2.4)  

o OMR Regions (Section 6.2.5)  

o Image Regions (Section 6.2.9)  

o Barcode Regions (Section 6.2.10)  

o OCR Regions (Section 6.2.11)  

 Additional r egion  properties  (Section 6.3)  

 Additional template editor features (Secti on 6.4)  
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 Saving form templates (Section 6. 5)  

 Editing existing form templates (Section 6.6)  

 Editing regions  (Section 6.6 .1 )  

 Template Editor preferences  (Section 6.7)  

6 .2 Creating Form Templates  

6 .2.1 Understanding  the Template Editor  Interface  

The ImagEze  Template Editor contains three  basic components that you will use 
to create and edit your  form  templates. The left portion of the template editor 
window contains a tree view  (an item list)  with node s representing each region  
in your template.  

Important Keyword:  
Region:  A region is an Image, Barcode , OCR or OMR area that you 
define. A single OMR region can contain one question or multiple 
questions.  

Also in the left portion of the window, you will fi nd the Task Pane . The Task 
Pane contains links to commonly used features and updates automatically based 
on your selections to help you navigate through the software. (Note that you 
may turn off the Task Pane  by clicking View| Task Pane .) The right side of the 
window contains an image representation of your form. You provide this image 
via the scanner or a saved image file. You may use the tree view and the image 
representation area to work with your  form  template. Each node in the tree view 
contains the pro perties of that node, which are accessed  by double clicking the 
node. You may think of a node as a question or item on your form. You may 
also double click within a region  in the image representation area to view the 
regionôs properties. Continue with the following sections for spec ific instructions 
on using the Template E ditor.   
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6 .2.2 Region Types  

Regions are explained in more detail later in this chapter, but it is worth 
providing an overview here. There are four basic region types that  ImagEze  can 
process:  

 

Region Type  What is on 
Your Form  

Description  

OMR (Optical 
Mark 
Recognition)  

Bubbles, 
checkboxes or 
any other 
complete 
shape, often 
used for 
answering 
multiple choice 
questions, 
filling in names 
and codes, etc.  

OMR regions are used t o capture 
marks, such as bubbles and 
checkboxes, on your form. Marks can 
be used to collect many varying types 
of information, ranging from multiple 
choice questions to ID numbers to 
names.  

Barcode  Horizontal or 
vertically 
positioned 
barcode  

Barcodes are  used to encode just about 
any desired information, ranging from 
names to ID numbers to other 
demographic information.  

OCR (Optical 
Character 
Recognition)  

Machine 
printed text  

OCR regions are used to read text that 
is machine printed on your form (not 
handwritten). The software can read 
characters, such as ID numbers and 
names, as long as they are machine 
printed.  

Image  An area for 
handwritten 
text, or other 
information 
that cannot be 
automatically 
converted to 
data  

Image regions capture handwriting 
fro m comment areas and other open 
ended questions. The software does not 
automatically interpret handwriting, 
but it does either take a picture of the 
handwriting or allow you to hand enter 
the written comments using image 
assisted data entry.  
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Now that you know how your form translates to a form template, we can begin 
the basics of form template creation.  

6 .2.3  Beginning the Form Template  

Form t emplates are created in the ImagEze  Template Editor. There are two main  
ways to access the Template Editor  to creat e a new form template :  

1  From the ImagEze  Data Center, select the  File menu and then click New 

Form Template  or click . Alt ernatively, with the Templates  tab 
selected, click New f orm t emplate  in the Task Pane . 

2  From your Windows Start  menu, click Start|Progr ams| ImagEze  
7 | ImagEze  Template Editor .  

 

To create a new  form  template  

1  Select the File  menu and then click New , or click  , to begin a new form 
template.  Alt ernatively, select New form template  from the Task Pane .  

The New Form Template  Properties  window a ppears. This window allows you 
to specify general information about the template, including  a description , page 
size and page orientation.  

2  If desired, enter a description for the  
form  template in the Form template 
d escriptio n  box.   

3  Select the appropriate size of the 
form(s) you will be scanning in the 
Page  Size  drop -down box.  All pages 
contained in a form template must be 
of the same size.  

4  Select the orientation of the form in 
the Orientation  area.  You may 
choose Portrait  or Landscape . All 
pages contained  in a template must be of the same orientation.  

Tip :  You may not change the Page Size and Orientation once the 
form template is created. Therefore, make your selections carefully 
in this window.  
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5  Click the Next >>  button  to continue . 

The Create Page Elements  window appears. From this window, select how you 
want to import the image s of your form. You may scan pages directly into the 
Template Editor  or you may import image files (that you previously scanned and 
saved) of the form. Regardless of how you import th ese images, remember to 
always base your form template on  a blank copy of your form.  

Note:  You must scan the blank form for template creation in order 
for accurate recognition. Do not import a PDF or similar file  that did 
not originate from a scanner . Crea ting a PDF file directly from a 
document is not the same as scanning a form and producing an 
image file, and therefore your form template will not match the 
scanned images of your completed forms, leading to recognition 
errors.  

 

To create an image source u sing the scanner  

1  In the Select Method to Use for Image Acquisition  section, click the  
Read from s canner  radio button . 

Note:  If you need to configure your scanner, you may click 
Scanner Properties  next to  Read from scanner  to view the 
Scanner Properties  win dow.  (See Chapter 4 for further details 
about using a scanner.)  

2  [OPTIONAL] If you are using drop -out colors on your form, choose the color  
you wish to drop -out of the form: Red ,  Blue ,  Green . You may also select a 
Drop - out threshold . This threshold determi nes how close the color match 
must be in order for the color to drop -out. The higher the number, the closer 
the match must be.  

Note:  Dropping out color is useful on forms where you have colored 
lines or shading near your marks. Dropping out the color means  
that the color will disappear as the form is scanned. The marks 
(bubbles, checkboxes) must not be the same color you are dropping 
out or they will drop -out as well, making the form unreadable. 
Using drop -out colors via the software will work with any scan ner 
that can scan in color. If your scanner can also drop -out colors, we 
recommend using the scannerôs color drop-out by turning on  the 
scannerôs TWAIN interface for optimum performance. 
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3  Place the blank page(s) to be scanned in the scanner. You may scan pa ges 
one at a time or all of the formôs pages at once.  

4  Click the Acquire  Images from Scanner  button to scan the page(s).   

The page(s) will be scanned and then a 
thumbnail image of the form will appear in 
the Image  window. If scanning multiple 
pages at onc e, use the arrows under the 
image to view all scanned images.  You 
may also delete images by clicking the 
Delete  icon.  

5  If you are satisfied with the image(s), 
click the OK button. Otherwise, click 
Acquire  Images from Scanner  again 
to rescan a page.  (Make su re images 
do not look severely skewed; if they 
are, acquire the images from the 
scanner again.)  

ImagEze  will open a window with a tree view (item list) on the left and an 
image representation of your form on the right. In this window you outline the 
areas to be recognized. You may continue to Section 6.2. 4 Creating Regions . 

 

To create an image source using an image file  

1  In the Select Method to Use for Image Acquisition  section, select the 
Read from image files  radio button . 

2  [OPTIONAL] If you are using drop -out colors on your form, choose the color  
you wish to drop -out of the form: Red ,  Blue ,  Green . You may also select a 
Drop - out threshold . This threshold determines how close the color match 
must be in order for the color to drop -out. The higher the number, the closer 
the match must be.  

Note:  Dropping out color is useful on forms where you have colored 
lines or shading near your marks. Dropping out the color means 
that the color will disappear as the form is scanned. The marks 
(bubbles, checkboxes) must not b e the same color you are dropping 
out or they will drop -out as well, making the form unreadable. If 
your scanner can also drop -out colors, we recommend using the 
scannerôs color drop-out feature when you scan the forms so that 
when the images are read in ImagEze , the color is already gone . 
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3  Click the Acquire Images from File  button to select an image from file.  

4  In the  Select Image File é window, use the Look in  drop -down list to find 
the  image  file you wish to use for the form template. You may only select 
one image at a time ; however you can go back to this window to select more 
images in succession . 

A thumbnail image of the form will appear 
in the Image  window.  

5  Repeat Step s 3-4 to add any other 
images to the  form  template , if 
desired .  

6  If you are satisfie d with the image (s) , 
click the OK button. Otherwise, click 
Acquire  Image s from File  again to 
reselect an image.  

ImagEze  will open a window with a tree 
view (item list) on the left and an image representation of your form on the 
right. In this window you ou tline the areas to be recognized.  

Tip:  For multi -page forms, you can decide whether you want to 
start with a single template page or all pages at once. If you need 
to add pages later, simply click a page node in the tree  view  and 
use the Page|Insert  menu t o add new pages.  

6 .2. 4  Creating Regions  

Region s can be created several different ways: by using the tree view, menus , 
Task Pane  or image representation area. The sections that follow detail these 
methods.  

You can create region s using the tree view by utilizing the appropriate menus 
and/or the mouse.  The tree view contains nodes representing each page and 
region of your form. You can double click or right click each node in the tree 
view to perform specific a ctions.  

 

 

 


