
To Scan a Picture on the 5p

Be sure you turn the scanner on before you turn the computer on.
1. Place the item face down in the scanner so its top left corner is at the green arrow on the glass.

2.  Press the green button on the front of the scanner.  


(If a new window doesn’t open, go to Start - Programs - HP Scanning Software - HP ScanJet Button Manager - be sure there is a check mark in the box by Enable the Scan button - OK - Try again.)

3.  Click Pictures, then click Scan


A preview of the picture will appear on the monitor.  You may change the outlined area to that of your choice by using either of the selector tools (rectangle or lasso).  If you don’t like how the preview looks (it’s black and white instead of color if it is a photograph, or it it’s unclear black and white) go to Options.  Scroll down to Color photograph (best).  Click OK.  It should now look fine.
4.  When the picture is outlined as you want it and looks like you want it, click Accept.  Do not change its size now, you may do that in your word processor document.  Be patient.

5.  Another program  (Paper Port) will open.  Your scanned picture will appear very small with the name “Untitled” and a number (you will see old scanned items also).

6.  Drag that “untitled” picture to Paint (the icon is at the bottom of the window).

7.  If you see a window about annotation - just click OK.

8.  The Paint program will open with your scanned picture showing.  

9.  Go to File - Save As - go to your folder (you may have to use Network Neighborhood to get to your computer, then c on that computer, etc.)

10.  Highlight the “strange” filename that is in the filename box and replace it with a filename that you will remember.  Be sure the last four characters are .bmp (that’s a period before the “b”)

11.  Click the Save button.

12.  Close Paint (click the X).

13.  Close Paper Port (click the X).

14.  Be sure to remove your item from the scanner.
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