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How to Scan a Picture

You can use the Naperville Public Library scanners to scan a picture into a digital file.
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Scanning from the Scan button (Front Panel)

what are you scanning?

O Document

(® Picture
(®) Scan griginals fram glass
(O Scan negatives using the Tlansparent Materials Adapter (ThA)
(O Scan pasitives, including 34 mm slides, using the THA

5. Under Scan to, click on the drop down arrow and select ‘Save to file’:
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‘Where do you want to send the scanned image(z]?

Scanta | Savetofile v
File Type: | Jpeq Image [*.jpa) LY
[ Save to file Save Options...

[] Save these settings as defaults for the Scan buttan,

[ Da nat prampt me for these settings again.
[''ou can turn on thiz prompt again within the Settings dialog for this button.]

Picture

200 ppi

Milliornz of Colors [24-bit)

Scan Picture Settings. ..

[ Scan ] [ Help ] [

Cancel ]

Place picture to be scanned in the upper right corner, face down, on the scanner glass.
Click the scan button <<% on top of the scanner.
The HP scan dialog box will appear (shown below).
Select Picture and select the option to Scan originals from glass:

‘where do you want to zend the scanned image(s]?

Scan to: H:g HF Image Zone i

éﬁ Send New Fax

ZI Microgoft \word

E-] Microsoft PowerPoint
1",1* Faint

File Type:

Millions of Calars [24-bit]

& Printsr

Scan Document Settings...

Bl E-mail
[ Show Pre| H‘E HF Image Zone
Copy to Clipboard
Eee uﬁ HF Document Wiswer
[IDanotpd 4 WordPad
[You can =)

. dialog far thiz buttan. )
E‘j] HP Instant Share

[ Scan ] [ Help ] [

Cancel ]
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6. Under File type, click on the drop down arrow and choose ‘Jpeg Image (*.jpg)’:

=
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Scanning from the Scan button (Front Panel)

Wwihat are pou gcanning?

() Document
(*) Picture )
. Picture
(%) Scan originals from glass
(C) Scan negatives using the Transparent b aterials Adapter (ThA)
() Scan positives, including 35 mm slides, using the ThA 200 ppi

i ?
‘wihere do you want to zend the zcanned image(z]? Milliors of Colors (24+bit)

Seante: | Savetofile vl

File Type: |Jpeg Image (*jpg) "|

[ Save to file Save Dptions... ] Scan Picture Settings...

[] Save these settings as defaults far the 5 can buttan.

[] Do not prompt me for these zettings again.
['ou can turn on thiz prompt again within the Settings dialog for this button. |

[ Scan l [ Help ] [ Cancel

7. Check Show Preview button in the dialog box:

=

Scanning from the Scan button (Front Panel)

Wwihat are pou gcanning?

() Document
@ Picture X
. Picture
(%) Scan griginals fram glass
(C) Scan negatives using the Transparent b aterials Adapter (ThA)
() Scan positives, including 35 mm slides, using the ThA 200 ppi

i ?
‘wihere do you want to zend the zcanned image(z]? Milliors of Colors (24+bit)

Seante: | Savetofile vl

File Type: |Jpeg Image [*jpg) v|

[ Save tofile Save Dptions... ] Scan Picture Settings...

] Save these settings as defaults far the 5 can buttan.

] Do not prompt me for these zettings again.
["'ou can turn on this prompt again within the Settings dialog far thiz button. ]

/v[ Scan l [ Help ] [ Cancel ]

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

Revised: 11/12/2008

Page 2 of 4



W Ttapersille Public Libwary

N

9. A preview of your scanned picture 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.

& hp scanning |Z E”gl
Scan  Basic Advanced CQutput Type Help

A

invent

Auto Correct Photos

Resize

Sharpen

A4
v

¥ Lighten / Darken
v

¥ Color Adjustment
-

Resolution

Mirror

BRI

Invert Colors

k
N |

| 4] Descreen
' h=

Reset Tools
Output type: Millions of Colors
Output dirmenszions: 308 x 2 88 inches " gl
File Size: 1.04MB Q*
Resolution: 200dpi -
Soale: 100% Mewe Scan Accept

10. Click on the Accept button to scan the selected area.

11. If you would like to scan another image, click Yes:

[ =
hp scanning :

DY Do ol wank to scan anokther image?
\V If sn, click ves and then either:
- lnad the next original and click Mew Scan for a new preview
R,
- select a new area in the current preview,

Yes ] [ o
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& hp scanning |Z E”gl
Scan  Basic Advanced OQutput Tvpe Help

A

invent

Auto Correct Photos

Resize

Sharpen

A4
v

¥ Lighten / Darken
v

¥ Color Adjustment
-

Resolution

Mirror

= DI

Invert Colors

k
N |

! 4] Descreen
' =

Reset Tools

Output type: Millions of Colors

Output ditmenzions: 303 x 2,88 inches ™
File Size: 1.04mB Q-

Resolution: 200dpi -
Seale: 100% Mewy Scan Accept

12. Click the New Scan button after placing the next picture face down on the scanner glass.
13. Select the area to be scanned and click on Accept, as show in steps 9 — 11 above.
14. After last picture is scanned, click No:

hp scanning X

D Do wou want to scan another image?
\,__-/ If sn, click ¥es and then either:
- load the next original and click Mew Scan for a new preview
QR
- select a new area in the current preview,

[ Yes ] | Mo |

15. Allow the program to process the scanned images into a jpeg (jpg) file(s). The jpg file(s) will be
saved inside the ‘My Documents/My Scans’ folder.
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