
Image to Text Conversion 

Easy to Do. 
Why would you want to do this? 



• The software to accomplish this is probably 
already on your computer.  

• The process takes about 3 minutes. 

• First, I need to discuss why you want to do this. 

 

Image to Text 



Computerized Text 

• We use computerized text all the time; Write a 
letter to a friend, send an eMail, file a recipe. 

• You can always type one word at a time. 

• It is much easier to copy and paste, especially 
if there is a lot of text.  This saves time and 
reduces typing errors.  



You already do …. 

• Copy and Paste from a document or an eMail.  

• You Copy text from a browser window. 

• You scan paper copies of letters or legal 
documents and your scanner converts this 
information to text. 

• What else might you want to do? 



Here are three examples 
• 1)  Your friend sends a scanned image of a 

newspaper article.  

 



Here are three examples 
• 2)  Your browser displays a pop-up window. 

For example, here is one I use quite often.  

 

• If you click on the down arrow in the box 
‘Choose a Category’, you get a pop-up. 

 



Pop-Up Window 

• You can’t copy directly. 

• You can copy as image 
with ‘Print Screen’ key. 

• I needed this as text 
when I reorganized this 
section of the website. 



Here are three examples 
• 3)  You take an on-line exam and want to keep 

the questions and answers for later study.  

 



Convert Images to Text 

• Use ‘One Note’. 
• This is a program on your computer 

if you have Vista or Windows 7. 
• If you use XP, you will eventually 

upgrade to Windows 7. 



POSSIBLE COMPLICATION 
• If you have NEVER used ‘One Note’ before, you 

will have to open it once in order for  
this process to work automatically.  

• Simply go to the Start Menu 
Type ‘one’ into the search bar 
Click on ‘One Note’ to start it 

Lets 
DO IT! 



Simulated Execution 

• At the Computer Club meeting We converted 
an Image to Text using ‘One Note’.  (simulated) 

• 1)  Open your image in any program. 

• 2)  ‘Print’ choosing ‘Send to One Note’ as your 
printer (instead of your hard copy printer). 

•     (see next slide for screen dump) 



Simulated Execution 



Simulated Execution 

• 3)  Click ‘OK’ at the prompt to save. 

• 4)  Right click the image and choose 
‘Copy Text from This Page of the Printout’ 
           (see next slide)        



Simulated Execution 



That’s all Folks 
• The text is on the Clipboard.  Paste anywhere. 

CHOOSE A CATEGORY 

Choose Category 

Birthdays and Anniversaries (0) 

BOD Meeting Minutes (13) 

BOD President’s letters (5) 

Budget (Current) (2) 

Committee Charters (3) 

Community Meetings (11) 

Eforms (0) 

Financial Review (3) 

Forms (15) 

General Information (6) 

Helping Hands Volunteers (1) 

Heritage Plantation CC & R’ (2) 
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