Using the HP 3800 Scanner

Instructions scan a picture or document

1. Place document / picture on scanner (upside down).

2. Double click on the HP Solution Centre icon on the desktop, (if not opened already).

3. From the main window, chose “Scan Picture” or “Scan Document”.  
With the “Scan Document” you can edit the text scanned.  
   
4. Press Scan

5. You will be offered a preview (this is not the scan yet).


6. You can manipulate the preview at this stage.  

7. Use the mouse to pick the handles and select the part of the preview you want to scan.

8. Once the document has been scanned you can say “yes” or “no” to scan another document or picture. 

9. On the new screen that comes up chose edit and “save as” to save document in your folder or a memory card.  You need the browse option to find the location you want to save the file into.  

10. You will then open your scanned picture from your computer using Microsoft Office Picture Manager.  The HP Solution Centre software is installed only on the machine connected to the scanner.  



USING THE CANON SCANNER


To Scan an image

1      	Log on with System password
2	From the Start menu select 	Programs
				Canon ScanGear Toolbox CS2.1 
				Canon ScanGear Toolbox CS2.1 
You will see an Icon bar
3	Select the colour whirl icon Customl - Colour, 75dpi (4th from right)
It will say	Now Calibrating
	Do not open the Document cover
A time bar will show you when it is complete
4 It will open Ulead Photo Express 
	Click OK when you see hide toolbar
5	If necessary use Transform to turn the picture      	Flip vertically
							Flip horizontally
							Or Rotate by degrees
6 Use the Trim icon to cut the picture to size 
		Choose the shape to trim with (Rectangle is probably best - but you choose) 
		Adjust size of frame when satisfied click Apply 
		(use other options if necessary)

To Save the scanned image

1	From the File menu choose Save As
	Choose the correct pathname (C: etc)lf you are saving on the Hard Disc 
	Or Choose A: if you are saving on a Floppy
2	Change the Save As Type to JPG
3	Enter filename e.g. Picturel and click Save 
	(if a message about Lossey file comes up click OK)
OR
1	Choose	Share
		Save
2	Output folder	C:\classes\Sl\lj (or appropriate pathname)
	or	A:
3	File name	Picturel (or similar)
	Save as Type	JPG
	Data Type	True Color
		Save to Album should NOT be highlighted
4       	Click              		Save
         	(message about Lossey file - click OK)
5       	Close               		(Do NOT save changes to BMP file stated)
                                     	(This uses up masses of disc space)
Close Toolbar

To Insert Photo in Presentation - Follow instructions on Digital Camera sheet


