Directions for Using the New Scanners

Hp Scanjet 3500c – Cole and High School

Picture document

1. Place the document you want to scan on the scanner bed aligned with the top right hand corner. (see little symbol)

2. Double click on the icon on your desktop HP Director or push the scanner button (center front) on the machine.

3. Select Scan Picture (for non editable documents)

4. You are prompted to see a preview. I always say Yes, then OK

5. You will get a window that pops up and says lamp is warming up.

6. Your document will soon appear on the screen.

7. The view will appear with a broken line around it and black handles. Adjust the highlighted area to be around what you want scanned.

8. You can scan any part of or all of, the image you see. Grab onto the black square and adjust the highlighting.

9. Click the accept button and the scanning will take place.

10. The scan will be saved into the My Pictures folder with a date as the file name.

11. I suggest you go into My Documents, My Pictures. Right click on the Folder with the scanning in it and rename the folder, My Scans. I would also right click on the scanned file and rename it as well.

12. There are optional adjustments that you can also experiment with.
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Document with text or text and pictures (you don’t want to edit)

1. Place the document you want to scan on the scanner bed aligned with the top right hand corner. (see little symbol)

2. Double click on the icon on your desktop HP Director or push the scanner button (center front) on the machine.

3. The Scan document window appears.

4. You need to decide what type of document it is and how you will use it.

a. Text & Graphic(s) as Image

b. Text as Image

c. Editable Text

d. Editable Text with Graphic(s)

5. You should select  a or b 

6. Next select where you want to scan to by clicking on the inverted triangle.

7. Save to file is what you should select most of the time to get the document into your computers filing system.

8. Click the Scan button.

9. Your document will soon appear on the screen.

10. The view will appear with a broken line around it and black handles. Adjust the highlighted area to be around what you want scanned.

11. You can scan any part of or all of, the image you see.

12. Click the accept button and the scanning will take place.

13. A window will pop up asking if there is another page you want as the same document. 

14. The Save as window will appear. It should default to the My Documents folder.

15. Depending on the type of file the computer will decide what to save it as. You can change those settings to:

a. PDF (Will open in Acrobat Reader)

b. Rich Text (Will open in Word)

c. HTML (for Web Publication)

16. Select your preference and click Save. 

Editable document 

1. Place the document you want to scan on the scanner bed aligned with the top right hand corner. (see little symbol)

2. Double click on the icon on your desktop HP Director

3. Click on Scan Document

4. Select Editable Text

5. Where to scan should be to Microsoft Word.

6. Click Scan

7. Your document will soon appear on the screen.

8. Adjust what you want highlighted and click Accept. 

9. Once you have made your selections the scan will be made. 

10. You will be asked: Scan another page into current document? If there is another page to the document change the paper in the scanner and click the Yes button. If not click No.

11. Your scanned document will open up in Word.

12. Certain formatting will be lost and you will need to edit the document.

13. Remember to Save your document. 
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