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How to Scan a Document to a Word Processor

You can use the Naperville Public Library scanners to scan an original to a Word Processor, such as
Microsoft Word. You can scan items directly into Microsoft PowerPoint as well.
1. Place document to be scanned in the upper right corner, face down, on the scanner glass.

2. Click the document scan button
3. The HP scan dialog box will appear (shown below).
4

on top of the scanner.

Select Document and appropriate option under it for Color/Grayscale/Black & White:

Scanning from the Scan button {Front Panel)

‘What are you scanning?
@ i

(%) Calar

O Grayscale

O Black & ‘white

T Fiete

‘Where do you want to zend the scanned image(z]?

D ocument
Scan az Image
[ho OCR]

300 ppi

Millionz of Colors [24-bit]

Scan Document Settings...

Scante: (W& HP Image Zone A4
File Type: | Jpeg Image [*.jpa) w
[ HF Image Zone Save Options. ..
[] Show Preview

[] Save these seftings a3 defaults for the Scan buttan,

[[] Do hat prompt me for these settings again,
['Y'ou can turn on this prompt again within the Settings dialog for this buttan.)

[ Scan ] [ Help ] [

Cancel ]

3

5. Under Scan to, click on the drop down arrow and select ‘Microsoft Word’:

=

Scanning from the Scan button, (Front Panel)

wihat are pou scanning?
(&) Document
() Color
() Grayscale
() Black & White

) Picture

‘where do pou want to gend the scanned image(s]?

Scantor | 8] Microsoft ward 5

éﬁ Send New Fax

s [ twiord}

E-] Microzoft PowerPoint
1;',1* Paint

= Printer

Bl E-mail

&
Docurnent

Scan for Editable Test
[perform OCH]

300 ppi

Milliahe of Calars [24-bit]

Scan Document Settings. ..

[ Show Pref
[ 5ave the

[1Da nat pr

[v'ou can

l.t{ HF Image Zone
Copy to Clipboard
ui HF Document Yiewer
A wordPad

= Save to file

E:‘j] HF Irnstant Share

dialog for this button.]

[ Scan ] [

Heh ||

Cancel
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6. If an alternative word processor is to be used, files can be saved in RTF (Rich Text File) format.

a. Choose ‘Save to file” under Scan to in step 5 above.
b. Under File type, click on the drop down arrow and choose ‘Rich Text File (*.rtf)’

N

=

Scanning from the Scan button (Front Panel)

w'hat are you scanning?

() Document N
) Colar
() Grapscale
(O Black & vwhite
) Picture
Docurnent
Scan az Image
[no OCR)
300 ppi

i G
‘where do pou want ko zend the scanned image(s]? Willons of Colors (24-bi]

Scanto: "=l Savetafile v

Eile Type: | Jpeq Image (% jpa) w

Bitmap Image [*.bmp)]

Tiff Image [compreszed) (*.tif) Scan Document Settings...

PHG Image [*.prg) =

PCx Image [*.pox)
[] Show Pre) 121y ()

[]Da nat prd

[ou can dialog for thiz button.]

TEXT File [“b4)

[ Scan l [ Help ] [ Cancel

7. Check Show Preview button in the dialog box:

-

Scanning from the Scan button (Front Panel)

what are you scanning?

() Document A

(&) Color

() Grayscale

() Black & wihite
() Picture

Crocument
Scan for Editable Text
[perform OCR)
300 ppi

i 7
Where do pou want to send the scanned image(s] Milions of Colors (24-hi)

Scantor | [#] Microsoft word 3

Scan Document Sethings...

[ | Save these settings as defaults for the Scan button.

[ 0o nat prompt me for these settings again,
['Y'ou can turm on this prompt again within the Settings dialog for this button.]

/ Scan l [ Help ] [ Cancel ]

8. Click Scan to start the scanning process. Click OK on the next screen that appears.
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N

9. A preview of your scanned document will be displayed. Adjust the size of the scan-box (dotted
rectangle with dark black squares on corners and edges) on the image — only the portion

selected will be scanned.

(=3 hp scanning

Scan  Basic Advanced Output Type  Help

2

Cutput dimensions: 7.54 x 5.31 inches
File Size: 655.10KB

Reszolution:  300cdpi

Scale: 100%

<

Mew Scan Accept

Resize

Sharpen

BW Threshold

Reset Tools

10. If you prefer, you can click on the Resize function to set the selection area dimensions more
precisely and to make sure the margins are set correctly. A standard sheet of letter-size paper
is 8.5 by 11 inches. Press the tab key on the keyboard after entering the selection area
dimensions, and the output dimensions on the preview will be changed to match.

ghp scanning
Scan  Basic Advanced Output Type  Help

DEX

ra

Cutput dimensions: 850 x 11.00 inches
File Size: 1.02MB

Reszolution:  300cdpi

Scale: 100%

<

Mew Scan Accept

Fs

i |8.50

wy: |8.50

Resize

Selection Area Dimensions
H: [11.00
Output Dimensions

H: [11.00
Scale: Units:

1010% - inches -

<]

b

b

k

Sharpen

BW Threshold

11. Click on the Accept button to scan the selected area.
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12. If document has additional pages click Yes:

r

hp scanning

¥

Lo wou want bo scan another image?
If =0, click ¥es and then either:

- lnad the next original and click Mew Scan for a new preview
CIR

- sglect & new area in the current preview,

|

Yes Mo

Ehp scanning
Scan  Basic Advanced Qubput Type  Help

F S

Output dimensions: §.50 x 11.00 inches

File Size: 1.02MB
Reszolution:  300dpi
Scaler 100%

w
— w
| -

Mew Scan Accept

Resize

Selection Area Dimensions

280 H: (11.00
Output Dimensions

280 H: (11.00
Seale: Units:

10I0% ~ inches «

Sharpen

BW Threshold

3

13. Click the New Scan button after placing the next page face down on the scanner glass.

14. Select the area to be scanned and click on Accept, as show in steps 9 — 11 above.

15. After last page, click No and a Word document or RTF file will be opened in a temporary work
area. Use ‘File/Save As’ to save the document to the desired folder or storage device.
Note: Always check for accuracy of conversion by comparing the original document with the

saved file.
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hp seanning

D

Do vou want ko scan another image?
If 50, click ¥es and then either:

X

- load the next original and click Mews Scan For a new preview

R,

- select a new area in the current preview,

=
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