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Why is this topic important? 
• Proper scanning goes hand-in-hand with the habit of making documents accessible.  
• A growing number of people are relying on digital formats for readings instead of physical documents. 

What do we mean by scanning? 
• Scanning of any physical document. 
• OCR scanning of any pre-existing image-based file. 
• Editing of third party digital scans.  

An increasing need for digital formatting: 
• For Cornell’s 2017 fall semester: 

o Nearly 250 book requests for digital formatting.  
o Roughly 850 individual OCR assignments for SDS.  
o Spring numbers are expected to be higher.  
o Many students that require digital formats are using text-to-speech programs to access content.  

  



Who uses text-to-speech programs (TTS)?  
• Those with print-based disabilities learning disabilities.  
• Concussion victims 
• Non-disabled, such as: 

o Multi-taskers 
o Foreign language students 
o Those avoiding eye strain 

What exactly do text-to-speech (TTS) programs do?  
• TTS programs have built-in OCR capabilities to read back information from image or text-based 

documents.  
• OCR stands for Optical Character Recognition. 

o When a program OCR’s a document, it is essentially taking the scanned image and recognizing 
text on the page. This then locks the letters, words, and symbols into an “underlying text” which 
can then be edited in programs like Adobe Acrobat. Without OCR’ing, your scanned document 
is simply an image, like a picture, and cannot be further adjusted or edited save photo-shop 
type procedures. 

• These programs often rely on high quality scans for optimal results.  
o Even with high quality scans, the program can result in errors. It’s important to check the OCR 

scan against the original document.   
• Examples of TTS programs: 

o Read and Write 
o Capti Voice 
o Kurzweil 3000 

  



The Don’ts 

1. Open-Face Scanning 

 

• Why open-face scans are a problem: 
o TTS programs often read from top-to-bottom, left to right.  
o Certain programs may not be advanced enough to recognize the layout of an open-face scan, 

and will read out of order.  

  



2. Poor resolution and/or poor contrast: 

 

• Scanning with poor resolution settings can lead to OCR mistakes.  
• TTS programs may confuse words, or skip words.  
• Even for those not using TTS programs for learning, poor resolution is not recommended due to 

potential eye strain.  

3. Handwriting or Underlining on the Page: 

 

• The OCR process takes every image on the page and attempts to recognize characters in order to 
form words/sentences.  

• TTS or OCR programs may confuse underlined text (especially when done by hand) and handwritten 
notes as characters. And in the case of handwritten notes, it will often make an error in its OCR 
calculations.  

  



4. Crooked Pages: 

 

• TTS programs work linearly. 
• Often, crooked lines result in mismatched or broken sentences.  



Improper Rotation: 

 

• Improperly rotated pages cannot be read by most (if any) TTS programs.  
• Often, when you OCR your documents, the program will automatically prompt to correct this mistake.  

  



5. Dark Margins: 

 

• Darkened margins, or “gutter spaces” can confuse the OCR functionality of TTS programs or screen 
readers.  

• TTS and OCR programs can mistake the darkened areas as characters or words.  
• This error often occurs when performing open-faced scans.  

  



The Do’s 
• Check to see if a digital version of the necessary document already exists.  

o Check with the publisher.  
• If you must physically scan the document yourself: 

o Scan one page at a time; avoid open-face scanning. 
o Scan at a high resolution 

 300-350 DPI minimum. 
 For complex pages, scan at 600DPI 

o Save the file as a PDF. 
o OCR the file and crop out any shaded borders, if possible.  
o Quality Check the OCR against the original image file.  

Additional Tips 
• Get to know your equipment. 

o Every scanner operates differently, but they generally share some basic setting options. 
o Familiarize yourself with how to generate the highest possible output from your on-hand 

equipment.  
• If you are receiving scans from a publisher or third party source, be sure the files are “unlocked.”  

o Unlocked files are simply those that can be edited.  

  



Tools and Resources 
• SensusAccess 

o An online tool free for anyone with a Cornell Net ID and password.  
o This tool allows the user to upload documents for conversion.  

 There are several input/output options.  
o SensusAccess is user-friendly, and generally has a quick turnaround (depending on file-size and 

output request).  
o To find SensusAccess, simply type the name in the search field on Cornell’s hopepage.  

 You will then be redirected to the link, and from there you will find a brief orientation on 
SensusAccess and how to use this tool.  

• Capti Voice 
o Capti Voice is a TTS program.  
o The “basic” version is free for anyone.  

 You simply need to sign up and create an account.  
 It’s easily searchable online, but the link is provided on the last page of this information 

sheet.  
o Capti Voice is a great way to test your documents with a TTS program.  
o It should be noted that Capti Voice is not a way of making your documents accessible, but it’s 

a great way to test the accessibility of your document for TTS users.  

  



Outsourcing 
• There are many options available for outsourcing your scanning needs and using campus equipment 

for scanning on your own.  
• Cornell Libraries have limited scanning services. 
• DCAPS—Digital Consulting and Production Services 

o Although they specialize in archival scanning of rare objects, they also offer a number of services 
for high quality text scanning.  

• Cornell Print Services offers scanning. 
o They can also breakdown books and rebind them.  

The Order of Operations 
• Take extra care in your scanning practices, but check to see if a digital version of your document 

already exists.  
• OCR your scanned image files (even if you have received them from a third party source).  
• Proofread your document against the original image file.  
• Use the Adobe or Microsoft Accessibility Checker (previously mentioned in other Tech Talks) to search 

for non-obvious errors in accessible content.  
• Test your document in a TTS program to see how it reads for someone reliant on such software.  

Resources: 
• Capti Voice 
• Cornell's SensusAccess Log-in Page 
• Digital Consulting & Production Services (DCAPS) 
• Cornell Print Services 

  

https://www.captivoice.com/capti-site/
http://accessibility.cornell.edu/information-technology/sensus-access/
https://dcaps.library.cornell.edu/
http://printservices.cornell.edu/


Demo: How Poor Scans Affect TTS Functionality: 
 

• The following demonstration showcases the “real-time” OCR capability of a text-to-speech program 
from a poorly scanned document. Circles that appear on screen indicate an error, whereas arrows 
that appear on screen indicate out-of-sequence reading.  

• The scan itself has several issues: open-face scan, poor resolution, darkened side margins, and 
slightly crooked pages.  

 

 

https://www.youtube.com/watch?v=wco0AN1zG6w
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