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Scanning a Photo or Picture
This guide will take us through the basic steps for scanning an image and saving to the PC.
Before you scan your photo, ask yourself what it is you want to do with the image.

e Do you want to email the photo for someone to see on screen?
e Do you want to email the photo for someone to print?
e Do you want to print the photo at the same size, larger or smaller than the original?

These questions need to be asked in order for you to decide what options to select throughout the
scanning process.

Once you have created your scan, you can edit it using Photoshop Elements, Irfanview, or HP
Photosmart Premier software using the Library PCs.

If you are emailing a photo or photos for the recipient to view on screen, the file size should be close
to lowest without losing image quality on screen.

If you are emailing photos for the recipient to print, then you should be looking for a medium quality
scan.

If you want to print the photos then select the highest quality scanning option, see pages 2 & 3 of this
guide for further information.

Lift the scanner lid and place the item that you want to scan face down on the glass.

To start the scanner software, click on the icon show below on the desktop.
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This window will now open.
Click on the “Scan Picture”
button on the left of the
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If you want to scan a document bl [/
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Document” button. (See page 5 Sefings .
of this guide.)
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When you click on the “Scan
Picture” button, this window
opens.

The default file type is set to
JPEG. (We recommend
scanning as JPEG unless you
want extremely high quality
images that you want to
increase the dimensions of
significantly.)

Click on the “HP Photosmart
Premier Save Options” button
to select where the scan will be
saved to and how large a file
you will end up with.

The “Scan Picture Settings..”
on the right of this window
button allows you to make
more advanced adjustments to
the scanning process.

Once you have clicked on the
"HP Photosmart Premier Save
Options" button, this window
will appear.

To choose the location where
you want the scanned image to
be sent to click on the “Browse”
button and choose “My
Documents” or “My Pictures”
folders to save scans to.

To adjust the quality of the
image here click the “JPEG
Options” button.

Scanning from the Scan Picture button (Solution Center)

‘what are you scanning?

() Document
() Picture :
i Ficture
(#) Scan originals from glass
() Scan negatives using the Transparent M aterials Adapter [ThA)
() Scan positives, including 35 mm slides, using the ThiA, 200 ppi
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When you press the “JPEG
Options” button you will see this
window.

You can adjust the quality of the
scan by sliding the Image Quality
Slider between Low and High.

Smaller file sizes are
recommended for emailing,
higher file sizes are
recommended for printing.

Once you have scanned your
file, you can edit it using
Photoshop Elements or Irfanview
software on the Library PCs so if
you are not sure what to do here,
leave the slider at the highest
setting.

Once you have clicked “OK”, and
“OK” again on the previous
window press the “Scan” button.

This window will open and the
scanner will preview the photo,
when the preview is complete, the
“Accept” button will be highlighted.

Click on the “Accept” button and
the scanner will complete the scan.
You will be asked if you want to
scan another image, just select
“No” at this stage.

You can adjust the amount of the
preview that you want to scan here
by placing the mouse pointer over
any of the black dots on the
outside edge of the previewed
image and dragging them in.

JPEG Options

Image Clualiby
Lo High
[Small File] [Large File]

Drrag the control to specify the file's image quality. Higher quality results in a larger file
gize [and longer download time for a JPEG file dizplaved on a'web page].

Format

[ ] Progressive

Digplays the entire image with increazing detail az it 1z downloaded within a web
browser. Thiz option iz particularly uzeful for a large image file.
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" Auto Correct Photos
" Resize
¥  Lighten / Darken
" Sharpen
" Color Adjustment

" Resolution

Mirror

Invert Colors
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Output type: Millions of Colors

Output dimensions: 19.09 x 1287 cm

File Size: 4 46hE %
Resolution: 200dpi -
Scale: 100% Mew Scan Accept

—

HP Photosmart Premier software will now open. You can use this software to edit your image in
various ways, or as previously mentioned, you can edit your photos using Photoshop Elements or

Irfanview software.




Emailing the scanned photo(s)

To email the scanned photos, open your email provider website, log in, create an email and attach
the file from the location you selected earlier (this should be “My Documents’™ of “My Pictures”).

Printing the scanned photo(s)

If you want to print the photo in the library, you can do so but Highland Libraries do not supply photo
quality paper. If you have your own photo quality paper, please ask a member of staff to load this for
you prior to you printing. (Please note that the PCs in Ft William Library and in Inverness Reference

Library cannot print to photo quality paper).



Scanning a Document Using Optical Character Recognition Software

Place the document face down on the scanner glass.

To start the scanner software, click on the icon show below on the desktop.

This window will now open.
Click on the “Scan Document”
button on the left of the
window.
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HP Scanjet 3800

5 Scan Film
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Make Copies

Settings

iup Phola Pager ' gh) |

Help and Support

Create

Order high quality HP prints
First 25 prints are FREE!

»» Get started




The document | am scanning in
this example has a colour logo
so | have selected the default

‘what are you szanning?

settings under “What are you ® D.;;Cg;:t
scanning?” but you can select g
whichever Option is most () Black & wihite
appropriate. () Ficture

Under the “Scan To:” option,
select “Microsoft Word”.

The “Scan Document

‘Where do vou want to send the scanned image(z]?

Scanning from the Scan Document button (Solution Center)
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Document
Scan for Editable Text
[perform OCR)

300 ppi

Millions of Colors

Settings..” button allows you to Scanto: | ] [TEE

make more advanced changes
to the scanning process,
including selecting the
language of the original
document. Shaw Preview
When you are ready, click the
“Scan” button.

Szan Document Settings...

[[]5ave these settings as defaults for the Scan Document buttan,

[ Do not prompt me for these settings again.
[¥'ou can turn on this prompt again within the Settings dialog for thiz button.)

I Scan l

[ Help ] [ Cancel l
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Once the scanner has
previewed the page in the

ES hp scanning

Scan  Basic Advanced Output Type Help

scanner, this window will a3
appear. Click on the “Accept” | -
button when it is highlighted to .
accept the scan.
File Size: 12.85MB
| Reszolution: 300cdpi
f Scale: 100%
|

Resize
Lighten / Darken
Sharpen

Color Adjustment

S ResetTools

Cutput dimensions: 15.00 x 2093 cm —

Mew Scan Accept

Once the scanner has scanned the page into
Word, you will be asked if you want to scan
another page. In this example, the document |
am scanning is a 2 page document so | will click
the “Yes” button when prompted and place the
second page of my document in the scanner.

hp scanning | X

9 Do vou want ko scan anokther image?
\,_“(J If so, click Yes and then either:
- load the next ariginal and click Mew Scan For a new preview
CR.
- select a new area in the current preview,




Once I've clicked the “New Scan” button, the
window changes as shown here until the preview
scan of the next page is compete. Once the
preview is complete, click the “Accept” button.

You will be asked if you want to perform another
scan. In this case | am clicking the “No” button
as | have scanned both pages of my document.

The scan will be sent to Word, you will see some
progress windows appear, Word then will open
with your scanned document as shown below
(the Highland Council Logo on the top left of the
document has not scanned well and not all of the
formatting has been preserved — note the lack of
bold lettering throughout the sub headings).

You are now free to edit the document, email,
print or save to an external device.
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Preparing to Scan

Output dimensions; 21.29 % 29.72 cm —
File Size: 26 21MB f;_
Resalution: 300dpi -
Soale: 100% Pew Scan Accep

Send to Microsoft Word

Processing page 2
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