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SCAN TO OPTICAL CHARACTER RECOGNITION (OCR) 
Available to anyone on Photocopiers 1, 2, 4 & 7.  

WHAT IT IS 

This feature uses the “Scan to Email” setting of our photocopiers to send your 

scanned documents to an OCR program.  The program processes the image it 

receives and emails to you a PDF which contains the scanned image of the document 

and text that you can select, copy and paste into other documents.  

 

Note that you will receive TWO emails – 

¶ The first from the copier, containing the scanned image. 

¶ The second from the OCR program, containing the PDF. 

 

This means that even if the OCR process fails, you will still have a readable image! 

 

HOW TO DO IT 

Follow the “How to Scan to Email” instructions for the copier you are using, making 

sure you do the following –  

 

1. Enter  ocrpdf@staff.moore.edu.au   in the “E-MAIL TO” field 

2. Add your email address to the “E-MAIL TO” field 

3. Set the “FILE FORMAT” to  TIFF(MULTI)   not “PDF” 

 

Then scan as normal. 

 

 

NB You must have - 

TWO addresses in the E-MAIL TO field  

    i.e.   your  email address       & 

      ocrpdf@staff.moore.edu.au  

 

FILE FORMAT =   TIFF(MULTI)  


