Using the Scanner

What is a scanner?

A scanner is an input device that creates a digital photocopy taken from a paper document and works in a very similar way to a photocopier, except that instead of producing a paper copy right away, the scanner saves an image to disk.

What could a scanner be used for?

One of the most common uses for a scanner is to take a photograph and insert it into a document on the computer, either for printing or for e-mailing to somebody.  For example, you may wish to e-mail some relations on the other side of the world and attach a photograph to your e-mail.  Using the scanner will save you a lot of time and money, since e-mails can be sent right away with no cost, whereas a letter may take several weeks to travel that distance and also cost several pounds in postage costs.

A scanner could also be used to as a photocopier.  For example, you may like to send a newspaper clipping to a relation who lives in another country, to keep them up-to-date with local news.  Be aware though, that this method of scanning will only result in an image file (or picture) whose text cannot be edited.  Unless your scanner comes with…

Optical Character Recognition (OCR)

This enables the scanner to recognise characters typed onto a page and therefore allows you to edit the text, without having to retype the whole document.  Say, for example, you printed out a letter that you had typed but then deleted the original, it would be possible to scan your hard copy and use the OCR feature to recognise the characters.  You could then open the scanned document and edit the letter as you would have been able to before it was lost.

However, OCR is still a fairly unreliable process and it can make a lot of errors, so don’t expect it to work perfectly.

Your First Scan

As with all programs, the scanner software can be opened from the Start menu.  However, before you do this you need to place a document onto the scanner bed.

· This example is for one type of scanner only

· Then click Start->All Programs->HP PrecisionScan LTX>HP PrecisionScan LTX

If the scanner has not been used for a little while, then the scanner will take time to warm up.  Once this has completed, you should see a display similar to the following:
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The window has numbers down the left-hand side to guide you through the steps required to complete your scan.

1:  Start a new scan

· Click this button

This will make the scanner begin its pre-scan, where it quickly scans the document on the bed of the scanner so that it can produce a preview for you.

2:  Select a final scan area

This enables you to only select a small part of the document.  Afterall, it would be crazy to scan an entire A4 page if you only wanted a small logo.  To select the scan area:

· Click above and to the left of the area you want to scan

· Hold down the mouse button

· Drag the cursor downwards to the right until you have highlighted the area you would like to scan

· Release the mouse button

· Then click and drag the edges of the highlighted box inwards to fine-tune the highlighted area until it shows ONLY the area you are intending to scan

3:  Where do you want the scan to go?

· From this drop-down menu, select File

You should always do this as it is far better to have an image saved to disk that can then be opened in any program, rather than send it a program that cannot properly handle images and then not be able to save the image easily.

4:  Make Optional Adjustments

This section enables you to select the type of scan and the physical size of the scan.

Change Output Type

· Click this button

You will be presented with a short list of different file types to choose from.  You should never need OCR whilst doing this course, so it is advisable to always use either of the colour photograph options.  The normal colour photograph is limited to 256 colours, whereas the best colour photograph could have up to 16m colours and therefore takes up more disk space.

· Select the most appropriate of the photograph options

· Click Ok

Change Output Size

This is where you can specify the height and width that you would like your final scan to be.  Bear in mind that an A4 sheet is approximately 30cmx21cm and that a full A4 scan would take up a huge amount of disk space.  Most images work well at between 200 to 400pixels wide (about 5 to 10cm wide).

· Click the top option, to scan the image at actual size

· Click Ok

5:  Save the scan now

· Click this button to complete the scan

You will be presented with a dialogue box whereby you select the quality of the image to be scanned.  Dragging the slider bar towards the left will decrease the quality of the scan and will reduce the amount of disk space the image takes up.  Dragging the slider bar to the right has the opposite effect.  Placing the slider bar just to the left of the middle usually gives a good scan without taking up too much space on disk.

· Click Ok

· Select a destination (the desktop) and a name for your file

Your scan should now be saved to disk and can be inserted into a document, presentation, publication or can be opened as an image in its own right.

· You may now close the scanner program, or continue to scan other documents using the same method.

