	[image: image2.png]




	Teaching Learning Center



[image: image2.png]Use the HP ScanJet to Scan a Picture


1. [image: image3.jpg]


Lift the cover of the scanner and place your picture face down in the upper right corner of the glass.  Close the cover.

2. Double-click the Shortcut to hp PrecisionScan Pro. [image: image4.jpg]
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Click Scan on the Menu Bar; then click Preview. 

OR  

Press [Ctrl] + [R]

OR

Click the Scan Button [image: image1.jpg]


 on the Toolbar. 
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4. On the Menu Bar, click Output Type, then click the output type you want.
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5.
In the Output Resolution drop-down box, click the resolution you want.
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Use the mouse to select the area you want to save.  You can do this in one of two ways:

· Double clicking the image; then grab the sizing handles and moving them to fit;

OR

· Move your mouse over the image until it becomes a cross-hair.  Click the left mouse button, drag it until your image is selected, and release the button.
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7. Click Scan on the Menu Bar; then click Save As….
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8.
In the Save in drop-down box, choose the folder in which to save your file.

In the File name text box, type the name of your file.

In the Save as type drop-down, choose the file format you want.  (Jpeg Image is a good format for photos.)

Click Save.
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9. 
Your picture will scan and save.  

Application:

You can now insert your picture into Word documents or PowerPoint presentations, print it onto an overhead transparency, or use it on a web page.  

Tip:  	If you use a higher resolution, you will have a better quality image, but your file size will be larger.
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