Directions for Using the New Scanners

Non 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 Precisionscan Pro 3.1 or push the scanner button (far left) on the machine.
3. If you pressed the button on the scanner itself you will get a pop up window where you make a choice of HP Precisionscan or Microsoft Office Document Imaging (ODI)
4. Select HP Precision for non editable documents

5. Close the tour by clicking on the X in the top right hand corner. Teachers might want to take this brief tour. It has some good ideas.
6. Click on the button next to Start a new scan. You will get a window that pops up and says lamp is warming up.

7. Your document will soon appear on the screen.

8. Use your mouse to select the area you want to have scanned. To do this click in the top left corner, holding the mouse button down, and drag across the area. You can scan any part of or all of the image you see.

9. Select the output type you want. Stick with black and white if you are printing. Select color if you are putting your image into a presentation.
10. There are optional adjustments that you can also experiment with.

11. Decide where you want your scan to go by clicking the appropriate button. If you want to just print it once click the Print… button. Your print window will appear. Click the OK button on that window and it will start the scan. If it is something you will use again, click the Save as… button and select where you want to save the scanned document. Scan to… allows you to send the image to an email, a fax, the web or a web authoring software. If you select Microsoft Outlook it will automatically give you a send mail window and your scanned image will be the attachment.
12. Once you have made your selections the scan will be made. 
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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 Precisionscan Pro 3.1

3. Click on the button next to Start a new scan. You will get a window that pops up and says lamp is warming up.

4. Your document will soon appear on the screen.

5. Step three Editable Text (OCR) will appear 
6. Use your mouse to select the area you want to have scanned. To do this click in the top left corner, holding the mouse button down, and drag across the area. You can scan any part of or all of the image you see.

7. Select the Save as… and go to the My Documents folder and save as a text file. To do this change the Save as Type to TEXT File
8. Name your file and click the save button

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 scanner and click the Scan button. If not click Done.

11. Your scanned document is now in your My Documents folder

12. The document will open in notepad and you can edit it. Not all the formatting will be the same so you will have to work on it.

13. If you change Save as Type to Rich Text File your document will open in Word. Again certain formatting will be lost and you will need to edit the document. 
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