IT-Services Public Documentation

Last Updated: Thursday, July 07, 2005
Scanning Pictures in IT Computer Lab on PC


Step 1.  (Getting to Scanning Software)

Click Start > All Programs > Adobe Photoshop (it should be near the bottom of list)
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Step 2.  (Using Scanning Software)
A. Once Adobe Photoshop opens, make sure your picture is insert on scanner and top lid is closed.
NOTE: Close any Tips that pop up 

B. Choose File > Import > Epson TWAIN
NOTE: If you receive an error message about the scanner, turn scanner off and back on.  Then repeat previous step! 
(Sometimes after sitting for long periods of time the computer looses connection with the scanner.)
C. When Image appears on screen use the mouse to click the “crop tool” on the left hand side in the tools pane.  The “crop tool” looks like this  [image: image2.png]My Doauments |~ Adobe

Photoshop s
g Computer
P Service Outages
iy o Wl i
s oy UNCG is performing a
major upgrade of
. | administrative systems this
4 summer in order o
My Network [l Jows Gt improve the speed,
Moy = reliability and availability
G of UNCGenie and

v underlying “Banner”

systems. This will result in
Recyde il UNCG some service outages on
pppicatons the following dates:

All UNCG
Banner Based Services
down starting at 5 pm

nteret [N clackboard|

Epiorer
() ’ No.
(/0 Banner Based Services
Netscape | Campus Available
Messenger  Ppeline
Al
‘7 Banner Based Services
— available by 8 am
epsoni024... — Espartan
Click here for more details
on what specific services
2 2 3
oo 5 I
PageKeeper  putty 058
Standard 3.0
2
=
Pagekeeper ¢
S

lstat @ T BRLE

Document1 -Micrs...




 .  
D. Once chosen outline the part of the image you want to keep (This is called cropping the image).
E. Then choose Image > Crop to get the desired picture.

F. If picture is ready to be saved, go to the “Saving Pictures” section below.
G. Replace picture with next picture and repeat processes B - F
Step 5. (Saving Pictures): 

These are the most efficient steps to save pictures for websites, Powerpoint slides or printouts

A. Go to File > Save As > change “Format” type to JPEG
B. Name the file and save to your N or R Drive Space. 
(If you do not have space, you should save them to another data storage source such as a floppy disk, USB drive, etc.)

C. Repeat this process to save the next picture.

