Websio Information Solutions

Scan, PDF and OCR for SharePoint
User Guide

Product components: Scan, PDF and OCR SharePoint app + eDocStation desktop client
Version: 2026 user guide draft | Platform: Microsoft 365 / SharePoint Online

Guide scope

This guide is for end users who scan, compose, OCR, and upload documents to SharePoint. It does not cover
SharePoint package deployment, Microsoft Entra app registration, tenant authentication policy, or
workstation software rollout. For those tasks, see Scan PDF and OCR for SharePoint - Administrator
Guide.docx.

Component What the user does
Adds the Scan command in a SharePoint document
Scan, PDF and OCR SharePoint app library. The user selects Scan to start eDocStation in

the context of that library.

Desktop application used to scan paper documents,
importimage/PDF files, run OCR or barcode
recognition, review pages, and save the result to
SharePoint.

eDocStation

Stores the uploaded file and, when configured,
SharePoint document library document metadata such as title, barcode value,
order number, customer, or amount.

Scan, PDF and OCR for SharePoint - Product Architecture

Browser Launches eDocStation Microsoft Entra SharePoint /
edoc: Protocol —b Desktop Client —’ Sign-in —’ Microsoft Graph

Local protocol Scanning, OCR, MSAL delegated
handler prompt PDF composition user token

SharePoint eDoc Extension
Document Library —’ Scan Command

User works in a User selects Upload file and

modern libra Scan update metadata

SharePoint package contains eDocStation performs scanning Production modern auth uses
the Scan command; no credentials. and uses signed-in user context. customer Entra app registration.

Result: scanned PDF/image is saved back to the selected SharePoint library, with metadata updated when configured.

Product workflow overview: SharePoint Scan command launches eDocStation through the browser and the saved document returns to
the SharePoint library.
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1. Overview

Scan, PDF and OCR for SharePoint helps users create clean electronic documents from paper, image files, and
existing PDFs, then save them to SharePoint document libraries. The normal user workflow starts from a
SharePoint document library, opens eDocStation on the desktop, and returns the final document to the same
library.

- Scan paper documents from Windows-compatible scanners.

- Import existing PDF, TIFF, JPEG, PNG, BMP, or GIF files.

- Create PDF, TIFF, JPEG, PNG, BMP, or GIF output files.

- Create searchable PDFs with OCR.

- Recognize barcodes and optionally use them to split batches or fill SharePoint metadata.
- Use document separator sheets to split a stack of paper into multiple documents.

- Review, rotate, reorder, delete, and save selected pages.

- Save the result to SharePoint.

1.1 What This Guide Does Not Cover

- Installing or updating the SharePoint package.

- Configuring Microsoft Entra application registration, tenant ID, client ID, or admin consent.
- Changing tenant authentication policy.

- Installing eDocStation for many users through a software deployment system.

- Creating SharePoint columns, content types, retention labels, or approval workflows.

For those topics, contact your SharePoint administrator or use the Administrator Guide.

2. Before You Start

2.1 User Checklist

Requirement What to check

You can open the target SharePoint site and
document library in the browser.

You have permission to add documents and edit
required metadata in the library.

The eDocStation desktop client is installed on your
Windows workstation.

The scanneris connected, powered on, and works in

SharePoint access

Library permissions

eDocStation

Scanner
a Windows scanning application or vendor utility.

When the browser asks to open eDocStation through
Browser launch permission the edoc: protocol, you allow the prompt for the
trusted SharePoint site.
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Ask your administrator

If Scan is missing, eDocStation does not open from the browser, sign-in fails, or you are asked for
tenant/client settings, do not try to configure the tenant yourself. Ask the administrator to verify the setup
using the Administrator Guide.

2.2 Recommended Scanner Preparation

Scanner drivers

Scan, PDF and OCR for SharePoint does not install scanner drivers. eDocStation uses the scanner drivers
that are already installed in Windows by the scanner vendor or by IT. If a scanner is not visible in Windows, or
does not work in a standard Windows scanning tool or the vendor utility, install or repair the scanner driver
before using eDocStation.

- Use 300 dpi grayscale for most OCR documents.

- Use black and white only when file size matters more than image detail.
- Use color only when the document contains color stamps, markings, or images that must be preserved.
- Clean the scanner glass or feeder path before large batches.

- Fan paper before using a feeder to reduce double-feed risk.

3. Start Scanning from SharePoint

This is the standard workflow when the document should be saved back to the current SharePoint library.
1. Open the target SharePoint document library.

2. Select Scan in the command bar.

3. If the browser asks for permission to open eDocStation, allow it for the SharePoint site.

Open eDocURI?

https://mbfriend.sharepoint.com wants to open this application.

Always allow mbfriend.sharepoint.com to open links of this type in the associated app

Open eDocURI

4. Wait for eDocStation to open in SharePoint mode.

5. Select New Document to scan a new set of pages, or to import existing image/PDF files into the workspace.
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4. eDocStation Workspace

The eDocStation workspace is where you collect pages, review them, run OCR or recognition features, and save
the finished document.

Start a new scan, add pages, open files, save the
document, enable OCR, and open settings.
Review pages, select pages, and navigate larger

Home tab

Page thumbnails

documents.
Image tools Rotate, zoom, clear, or delete pages.
. . Define or review fields recognized from the document
Properties Recognition tab image

Recognize barcode values, split documents, or save

Barcode settings/results .
g barcode values to SharePoint metadata.

[ *» The eDocStation v. 2026.0.5 - Trial Version = o X W
H
| Home llmagesl Properties Recognitionl Trial mode |
] ® ™ OcrR
H E %o
Hebrew
New
Save Document Add Page(s) Open % Change Language Settings
Save options: [T Ssaveselected pages only [” saveeach page as a separate document
v AV X

Agreement - Final Signed v2

T " Executed agreement | Corrected countersignature page

Status: SIGNED V2

Correction

Page 1

Version 2 includes the corrected countersignature page and updated archive metadata.

| AV X
Change Summary

No commercial terms changed. Only the signature packet metadata was corrected.

Preview Cue

Use the first-page status banner to distinguish v2 from the earlier signed file.

Change Reason Status
C page  Name corrected Complete
Archive metadata Records ID added Complete
Page 2 Terms No changes Verified
] Av X
Page 10f 3

4.1 Add Pages to a Document

- Use New Document when starting a new scan job.

- Use Add Page(s) to scan more pages into the current document.

- Use Open to load files from the local file system into the current workspace.

- Use thumbnails to confirm page order before saving.
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4.2 Review and Edit Pages

- Rotate pages that were scanned upside down or sideways.

- Delete blank or incorrect pages before saving.

- Reorder pages by using the page-order controls.

- Use Save selected pages only when only part of the batch should become the final document.

- Use Save each page as a separate document when every page should be uploaded as its own file.

. The eDocStation v. 2026.0.5 - Trial Version

H

Home Images ‘Properties Recognition‘ Trial mode‘

« > :
B G s g 2

Previous Page Next Page pages Rotate Delete Page
Save options: [ Saveselected pages only | Saveeach page as a separate document.
3 ENA A

Aigrosment - Final Signed vi

Agreement - Final Signed v2

Executed agreement | Corrected countersignature page

5. Scan and Save a Document

1. Start from SharePoint and select Scan, or open eDocStation from the desktop shortcut.
. Select the scanner and scan parameters if prompted.

. Scan the pages or import the source files.

. Choose the output format, usually PDF for SharePoint document storage.

2
3
4. Review pages and correct rotation/order before saving.
5
6. Enter a file name unless automatic naming is enabled.
7

. Select Save to upload to SharePoint.
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& The eDocStation v. 2026.0.5 - Trial Version

H <

Home Images| Properties Recognitionl Trial mode

h [T ocrR
E \> gj Hebrew

MNew

Save Document Add Page(s) Open 4 Change Language

ol Select Scanner

Save options: [T Saveselected pages only

o

- [m]

WIA-NPIASEDED (HP LaserJet MFP M2
WIA-HP LJ M227M231 (NET)
WIA-HP43ADEE (HP Office Jet Pro 87
WIA-HP LaserJet MFP M227fdn (A3ED

Settings

X

Create New Scan Shortcut

Show Viewer After Scan

alt...
Ok Cancel | NN
2
4 The eDocStation v. 2026.0.5 - Trial Version - [m]
H <
Home |Images| Properties Recognition | Trial model
H |1 @ | | o %
New = HPTWAIN HP LJ M227M231 (NET) X
Save Documen?
— Scan Shortcut Settings:
R Scan Shortcuts
Savecptions: [ Savese More »
Select a task and press the Scan button. (=i
Scan
Color Document Item Type Page Sides.
Document ~ 1-sided ~
Gray Document Page Size
. A4(210x297
Black and White Document (210297 mm) ~ | D huto Orient
Source
[&1] Photo DocumentFeederifloaded  ~-
Image
Color Mode
Gray ~
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TWAIN and WIA scanner options

TWAIN and WIA are scanner driver interfaces used by Windows applications to communicate with scanners. WIA usually
opens the standard Windows scanning dialog and is often simpler for basic scanning. TWAIN usually opens the scanner
vendor's own dialog and may expose device-specific options such as feeder behavior, duplex mode, blank-page
detection, color processing, compression, or advanced image cleanup. When a TWAIN dialog is displayed, the visible
options are provided by the installed scanner driver, not by eDocStation. The exact labels and available settings can
therefore differ by scanner model, driver version, and vendor software package. The scan interface is selected in
eDocStation Settings > Scan Settings > Scan protocol. Not every scanner has a TWAIN driver installed or available from
the vendor. WIA is supported by almost all Windows-compatible scanners and is usually the safest first choice. If you are
not sure which protocol your scanner supports, or which one your team should use, ask your administrator or IT support
to confirm the installed scanner drivers and the recommended protocol.

Settings X
Global | SP Online | PDF and OCR | Quick Scan | Barcode Scan Settings | CRM & SharePoint | Auto Upload | License and 4 | »
Scan Protocol
TWAI ﬂ [v Show "Select scanner” dialog [v Show parameters dialog
[v TWAIN Log (system use only) [ Citrix TWAIN mode use only)
Ok ‘ | Cancel
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45> The eDocStation v. 2026.0.5 - Trial Version = a X
H 2

Home |Images| Properties Recognition| Trial mode

E \.> éﬁ ™ ocrR gb

Hebrew
New
Save Document Add Page(s) Open A Change Language Settings
Saveoptions: [ Save selected pages only [” Saveeach page as a separate document
v Av X

SERVER EQUIPMENT PURCHASE AGREEMENT

Sample / Draft. Fictional template for demonstration purposes only.

Agreement No. Save =
Date

Name:
Place of execution

Purchase Agreemen‘ |PDF LI

Currency

Important Notice
OCR Template oK I | Cancel |
This PDF is a ofa

transaction, or a document Signed by ac
authorized representatives before use.

1. Parties

Vector Infrastructure Ltd., a fictional company, represented by its Chief Executive Officer Alex Morgan, acting under
its charter, hereinafter referred to as the “Supplier’, and Northern Contour Ltd., a fictional company, represented by
its Director of Information Technology Maria Peterson, acting under a power of attorney, hereinafter referred to as the
“Buyer”, have entered into this Agreement as follows.

Page 2 Party Sample details Contact
v X Suppher Vector Infrastructure Ltd contracts@vector-example local
[ A Registration No. 000000000 +44.0000 000001

10 Example Street, London, EC1A 1AA

Buyer Northern Contour Ltd procurement@north-exampie local
Registration No. 111111111 +44 0000 000002
25 Test Avenue, Manchester, M1 1AE

C Contoso

@ & 2

Home Documents v Add shortcut to OneDrive & Forms &

Notebook (5 All Documents ) = (W™ - & [z

Documents
(Y  Name ~ Modified O~

Pages

® M o

Al
= ~Purchase Agreement.pdf A few seconds ago

Site contents

Recycle bin

Fdit
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5.1 Save Options

Option Use when

Save the whole document All scanned pages belong to one SharePoint file.
Save selected pages only Only some pages in the workspace should be saved.
Each scanned page should become its own
SharePoint file.

You repeatedly scan the same type of document
using saved defaults.

Save each page as a separate document

Quick Scan & Save

6. Save to SharePoint from Standalone eDocStation

You can also open eDocStation from the Windows desktop shortcut. Use this mode when you want to scan first
and choose the SharePoint location later.

1. Open eDocStation from the desktop shortcut.

2. Scan or import pages.

3. Select Save to SharePoint.

4. If this is the first time, enter the SharePoint site URL provided by your administrator.

Important! Enter site URL, do not use library URL. For example: https://contoso.onmicrosoft.com/site1
5. Wait for the site libraries and folders to load.

6. Select the library or folder.

7. Enter the file name and confirm the upload.

Save to SharePoint n

7
é ¥ Add SP Site Refresh current node Add to Favorites

Site URL

‘ OK | | Cancel ‘

Purchase Agreement
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Save to SharePoint n

B> Add SP Site @ Refresh current node Add to Favorites

(s) --17 Favorites
B> Contoso
1 Account
Ive a4 -3 Animal
-] Article —
L Case
- -~ Category
-1 Documents
e L1 Knowledge Article
- Lead
- 1] Opportunity
-] Product
R E 4 Quote
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Sampl
File name:
Lid, afi . |PDF W
of referre
ation Teg
dinto thi|
=
Vectg OK Cancel

Regis
MWEX

Northern Contour Ltd procurement@north-example local

6.1 Favorites and Site Cache

- Use Refresh if a library or folder was added recently and does not appear in the tree.
- Use Add SP Site for additional sites or subsites that are not shown automatically.

- Add frequently used libraries or folders to Favorites.

- Rename Favorites to use friendly names that match your daily workflow.

7. OCR: Create Searchable PDFs

OCR converts document images into searchable text. Use OCR when users need to search documents by
content in SharePoint, find text inside a PDF, or copy text from a scanned document.

OCR Language Packs

Scan, PDF and OCR for SharePoint is installed with English OCR support only. If you need OCR for another
language, ask your administrator to download the required OCR Language Pack from
https://www.websio.com/ocrlangpacks.aspx and install it on the workstation. The Websio language-pack
page states that the English OCR language pack is already included in the product install set and usually does
not need to be downloaded separately. To install an additional pack, download the required ZIP file, extract it,
and place the extracted language files in the eDocStation tessdata directory. For eDocStation and SharePoint
Scan, PDF and OCR, the destination is the eDocStation installation directory\tessdata, usually C:\Program
Files (x86)\Websio Information Solutions\eDocStation\tessdata. Restart eDocStation after the files are
copied, then select the required language in the OCR settings.
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1. Scan or import the document pages.
2. Select the OCR option.

3. Choose the document language. Use a second language only when the document is truly bilingual.

OCR Q‘o

English
Open A, Change Language Settings
srate di o€lect OCR Language X

Primary OCR language

mm TE T .

[ Use secondary language

T Pl

amplate OK | | Cancel

7 AOAET

4. For color originals, enable the color-image OCR option in settings.

Settings X

Global SP Online PDFand OCR  Quick Scan Barcode ScanSetings CRM & SharePoint Auto Upload Licenseand ¢ *

Use QCR Date formats (Zonal OCR)
Primary OCR Language (7] Use secondary language Input
Midfyyyy
‘Enghsh - dd/MMfyyyy
mm-dd-yyyy
Reduce file size |72 | % image quality (recommended value is 75)

[] I scan color images

Output
Midyyyy

OK | | Cancel

hoes o

5. Save the document. OCR runs during the save process and may take longer for large or low-quality
documents.

OCR quality

Best OCR results usually come from clean grayscale scans at 300 dpi. Unusual fonts, poor contrast,
handwriting, skewed pages, and low-resolution images can reduce recognition quality.
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8. Document Separator Sheets

Document separator sheets let one scanner batch become multiple SharePoint documents. The separator page
tells eDocStation where a new document starts.

1. Open the separator sheet from <eDocStation Installation directory>\separator

2. Print the separator sheet in A4 format with good print quality.

3. Place a separator sheet between documents in the scanner feeder.

4. Enable Use Document Separator Sheets in eDocStation settings if it is not already enabled.

5. Scan the full batch.

6. Review the split result before saving.

eDocStation Document Separator

http://www.websio.com
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Settings
Global SP Qnline PDF and OCR Quick Scan Barcode ScanSettings CRM & SharePoint Auto Uplc

Default output file format
PDF v

User interface language
|Defautt v

Use Document Separator Sheets

(] Detect and remove blank pages \

9. Barcode Recognition

Barcode recognition can read barcode values from scanned pages. Depending on your team setup, barcodes
can be used to split a batch into documents or to fill a SharePoint property.

9.1 Turn Barcode Recognition On
1. Open Settings.
2. Open the Barcode tab.

3. Enable Recognize barcodes.

Settings X

Global SP Online PDF and OCR Quick Scan Barcode ScanSetings CRM & SharePoint Auto Upload Licenseand *  *

Recognize Barcodes

Barcode Types: Barcode Value:
|OR Code v| |D0 nothing w

| ~ |

[] Separate pages using barcode

Page without barcode:

Add to previous document Define Barcode Zones

OK ‘ | Cancel

Wwemr = e ssrig

4. Choose the barcode type used by your documents.
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9.2 Split Documents by Barcode
- Use barcode-based separation when each new document begins with a barcode page.
- Decide what should happen to pages without barcodes, such as adding them to the previous document.
- Run a test with a small batch before processing a full stack.
' Settings X
Global SPOnline PDFandOCR Quick Scan Barcode Scan Sefings CRM & SharePoint Auto Upload License and * | *

Recognize Barcodes

Barcode Types: Barcode Value:
|OR Code v| |Save to property ~
| v]
Property Name
Separate pages using barcode Barcode]

Page without barcode:

|Add to previous document N4 | | Define Barcode Zones

| OK | | Cancel

9.3 Save Barcode Value to SharePoint Metadata

1. Confirm that the destination SharePoint library has a column for the barcode value. If not, ask your
administrator or library owner.

2. Open Settings > Barcode.

3. Set Barcode Value to Save to SharePoint Property.
4. Enter or select the SharePoint property name.

5. Scan and save a test document.

6. Verify that the barcode value appears in the SharePoint library column.

9.4 Barcode Zones

Barcode zones can reduce recognition time by telling eDocStation where to look for the barcode. If no zones are
defined, eDocStation searches the whole page.

1. Open Settings > Barcode.

2. Select Define barcode zones.

3. Load or scan a representative page.

4. Create a zone around the barcode area and test it
5. Add more zones only when needed.

6. Save the zones.
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A The eDocStation v. 2026.0.5 - Trial Version

H

Home Trial mode Barcode Zones

W m X

Create
Zone Save Zones Cancel
Save options: (0 save selected pages only [J saveeach page as a separate document.
Aw X
[
— - Demo Server Specification
— Manufacturer: Websio Demo Systems
Model: WDS-2026-R2
The QR code contains the model number and manufacturer name
Page 1
Identification
Specification Number DEMO-SRV-2026-001
Serial Number SN-DEMO-260520-001
Caren Cantar N rank eaniar
HOUIME gl MUUE  Daiuuus Lunss
Create
Zane Save Zones Cancel

Save options: (] save selected pages only (] save each page as a separate document.

& w X

; Demo Server Speci

Manufacturgr: Websio Demo Systems
Model: WD$§-2026-R2
The QR code contains the model numb

co | | E
!\\e
Identification
Specification Number DEMO-SRV-2026-001
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W m XK

Create

Zone Save Zones Cancel
Save options: [ save selected pages only [J save each page as a separate document.
A v X

Dema Server Specification

Manufacturer; Websio Demo Systems

eDocStation X

= Barcode value: Manufacturer: Websio Demo Systems; Model:
) WDS-2026-R2

Identification
Specification Number
Serial Number
Form Factor 2U rack server

Purpose Demo server for testing specification recognition and QR code extraction

Hardware Configuration

10. Properties Recognition - Zonal OCR

Properties Recognition, also called Zonal OCR, reads values from specific areas of a document image and can
use those values as SharePoint metadata. Typical examples include order number, invoice number, customer
name, date, amount, or barcode-adjacent text.

Library setup

Zonal OCR can only fill SharePoint columns that exist in the destination library and are supported by the
product. If a required column is missing, ask the library owner or administrator to add it.

10.1 Manual Recognition

1. Scan or load the document.

. Open the Properties Recognition tab.

. Select New to display the document properties pane.

. Drag a property placeholder from the pane to the matching area on the documentimage.

. Resize the placeholder so it covers the target text.

. Review the recognized value and correct it manually if needed.

. Repeat for other properties.

o N oo o0 A~ W N

. Select Save and close, then save the document to SharePoint.
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& The eDocStation v. 2026.0.5 - o X Dacument Properties g
u |E| Saveandc\nﬁe‘ ‘ﬂ Cancel
Home | Images Properties Recognition | Compliance Asset Id .
| g £ g El B ing
4 & = E & [E] reo
New Load Save Save As Apply to all Apply to Show all
ages separators roperties Anchor Custs
ne Templates peg s prep Ui E ustamer
Saveoptions: | Save selected pages only [~ Save each page as & separate document
ebook —
v aAw X o
umen ﬁ et
o Demo Server Specification
es Manufacturer: Websio Demo Systems
Model: WDS-2026-R2
= > The QR code contains the model number and manufacturer name.
conte
ycle bi .
Page 1
Identification
Specification Number DEMO-SRV-2026-001
Serial Number SN-DEMO-260520-001
Form Factor 2U rack server
to class
Purpose Demo server for testing specification recognition and QR code extraction
Hardware Configuration
Processors 2 Intel Xeon Silver, 16 cores each
Memory 128 GB DDRS ECC
System Drives 2x960 GB SSD, RAID 1
Data Drives 6x3.84 TB NVMe SSD, RAID 10
Network Interfaces 4x 10GbE RJ45, 2 X 25GbE SFP28
Power Supply 2% 800 W hot-swap PSU
So C
Page 10 1 [ saveandcioss| [ Cancel
l . The eDocStation v. 2026.0.5 = [m] X e AR s
H Save and close ‘ |ﬂ Cancel

Home ||mages Properties Recogl

on | E Compliance Asset Id
W ] E & = B A RefID

|DEMO-SRY-2026-001

New Load Save Save As Apply to all Apply to Show all
pages separators properties Anchor Customer
Templates uid 1
Websio Demo Systems
Save options: [T Saveselected pages only r h page as a sep d
ik
v AW X

O] Demo Server Specification

- EManufaaurer: Websio Demo Systems
Wiodet

The QR Customer and manufacturer name.

bl
Page 1
Identification
Specification Number E DEMO-SRV-2026-001 i
Serial Number SN-DE [[] Rt ]
Form Factor 2U rack SaTVE —
35
Purnose Nema sarver for tasting anacification racaanition and OR code axtraction
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Home

Notebook

Documents

Pages

Site contents

Recycle bin

Edit

Contoso

10.2 Templates

Documents v

( — All Documents )

O

]

Name ~

“Purchase Agreement.pdf

&

Add shortcut to OneDrive Forms

Modified (0~

4 hours ago

B Editin grid view

RefID ~

Fled Pin to Quick acc

Customer ~

“server spec.pdf

A few seconds ago

DEMO-SRV-2026-
001

Manufacturer:
Websio Demo
Systems

Templates help reuse the same recognition zones for forms with a consistent layout.

Create a Template

1. Scan a representative document.
2. Place property placeholders as described in Manual Recognition.

3. Add one or two anchors. Choose unique text that appears reliably on the form.

4. Save the template with a meaningful name.

Use a Template

—_

. Open Properties Recognition.

. Select Load and choose the template.

. Adjust placeholders or recognized values if needed.

. Scan or load a document that matches the template layout.

. Use Show all properties if the current library has additional properties that were not saved in the template.

2
3
4. Review the automatically positioned placeholders.
5
6
7

. Save properties and save the document.
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11. Quick Scan

Quick Scan is useful for repeated scanning tasks with the same scanner, output format, destination, naming
pattern, and optional metadata.

1. Open Settings > Quick Scan.

2. Set the file name prefix or automatic naming rule.

3. Choose whether Quick Scan saves to the file system or SharePoint by default.
4. Choose the default destination folder if your team uses a fixed destination.

5. Use Quick Scan & Save from the Home tab for repeated scanning.

Settings X

Global SP Online PDF and OCR Quick Scan Barcode Scan Setings CRM & SharePoint Auto Upload Licenseand *  *
File name prefix

[] Always use auto-name [] Create document per page

"Quick Scan and Save" Button Action

© Ssave to File System () Save to SharePoint

Save documents to directory:

Browse

OK ‘ | Cancel

12. User Settings Reference

12.1 Global Settings

Setting What it controls

The default format used when saving new
Default output file format documents. PDF is the most common SharePoint
format.
User interface language The language used by eDocStation user interface.
Use Document Separator Sheets Enables splitting batches by separator sheets.
Removes blank pages automatically when scanning
Detect and remove blank pages batches. Review results before relying on this for
critical documents.

IMAGE PLACEHOLDER: Global settings tab

Screenshot to capture: Global settings with output format, interface language, separator sheets, and blank-page detection.
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12.2 Scan Settings

Choose WIA or TWAIN in Settings > Scan Settings > Scan protocol. If the TWAIN dialog appears during scanning,
remember that its options come from the scanner driver. Not every scanner has a TWAIN driver; WIA is
supported by almost all Windows-compatible scanners. For device-specific options or the recommended
protocol, use the scanner vendor documentation or ask IT which driver profile should be selected.

Setting Guidance

Use the default protocol unless scanning fails. If
Scan protocol scanning freezes or errors, try the other protocol if
available.

Enable when multiple scanners are used from one
workstation.

Enable when users need to change feeder, color
mode, or resolution often.

Use feeder for batches and flatbed for fragile or

Show Select Scanner dialog

Show parameters dialog before scan

Source . -
single-page originals.
Use grayscale for OCR quality, black and white for
Output type small files, and color when color information is
required.
Resolution Use 300 dpi for most OCR documents.
Settings X

Global SP Online PDFand OCR Quick Scan Barcode ScanSettings CRM & SharePoint Auto Upload Licenseand *  *

Scan Protocol

|m o | Show "Select scanner” dialog Show parameters dialog
Source Qutput Type Resolution
|DocumentFeeder v| |Graysca|e v| 300 =
[] TWAIN Log (system use only) (] Citrix TWAIN mode se only)
OK | ‘ Cancel
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12.3 SharePoint Settings

SharePoint authentication and tenant identifiers are normally configured by the administrator. End users may

use the options below only when instructed by support or the administrator.

- Clear previously saved user credentials when sign-in is stuck or the wrong user account is used.

- Display SharePoint Properties after upload when you need to fill metadata after saving from standalone

eDocStation.

- Do not change Tenant ID, Client ID, or

13. Troubleshooting

Problem

Scan command is missingin
SharePoint

What to try first

Refresh the browser and confirm
you are in a document library, not
another SharePoint page.

When to ask for help

Ask the administrator to verify that

Scan, PDF and OCRis enabled in
the tenant App Catalog and
available as a tenant-wide
extension.

Browser does not open
eDocStation

Allow the browser prompt to open
the edoc: protocol. Confirm
eDocStation is installed.

Ask the administrator to verify the
protocol handler and workstation
installation.

eDocStation opens but scanner is
missing

Check scanner power,
USB/network connection, and
Windows scanner availability.

Ask IT to reinstall or update the
scanner driver.

Scan freezes or fails

Try a smaller batch and change
scan protocol in Scan Settings if
available.

Ask support or IT if the scanner
fails in Windows scanning tools
too.

OCR quality is poor

Use 300 dpi grayscale, choose the
correct language, and improve
original image quality.

Ask whether additional OCR
language packs are installed.

Upload fails

Confirm you can upload a normal
file to the same SharePoint library
in the browser.

Ask the administrator to check
authentication, permissions,
required metadata, and logs.

Required SharePoint property is
missing

Refresh the Save to SharePoint
dialog or reopen the library.

Ask the library owner to confirm
column setup and permissions.

Wrong account is used

Clear saved credentials in
SharePoint settings if available,
then sign in again.

Ask administrator/support before
changing authentication mode.

14. Reference

- Scan PDF and OCR for SharePoint - Administrator Guide.docx: deployment, Entra registration, authentication

policy, and workstation rollout.

- Tesseract OCR engine: used for optical character recognition.

- iTextSharp library: used for PDF creation.
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