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This guide will help you use one of the 4 new HP Scanjet scanners on campus. 

In response to the new Office Depot online printing system, Hartnell has 
purchased four new HP Scanjet 6130 high-speed scanners for your use. They are 
located throughout campus at the following locations: 

 2 are in the Faculty/Staff Resource Center  
 1 in the evening dean's office (former office of instruction)  
 1 in the Science and Math Institute (SMI) lounge (Merrill 2) 

 

 
 
Step 1:  

 Double-Click the icon for the scanner 
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Step 2:  

 Place the document you want to scan in either the feeder tray (text facing up) or on the glass. 

 Choose your file output 
o If you are unsure which output, choose ñPDF BW 200ppiò and click ñScanò 
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Step 3: 
 Name your file 

 Click ñOkò 
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Step 4: Now the scanner gives you a preview of your scan (donôt worry the end 

quality will be much better than this simple preview) 
 

1. The Add/Delete Tab 
a. You can add more pages if you forgot to place them all in the feeder 
b. You can delete blank pages 

2. Rotate/Flip Tab 
a. Allows you to turn a page 90 degrees so that it can be landscape 
b. Allows you to turn a page 180 degrees if it was scanned upside down 

3. Crop Tab 
a. Lets you choose the area you want to scan (pick out a section or picture off a page) 

i. Most regular 8.5X11 pages do not need adjustments 
4. Lighten/Darken Tab 

a. Only used in pictures/slides 
5. Adjust Tab 

a. Lets you adjust the contrast 
i. Most scans will never need to be adjusted 

6. Correct Document Tab 
a. Lets you sharpen your scan 

i. Most scans will never need to be adjusted 
 
 
 
 

        1.     2.      3.     4.      5.      6. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*You probably will not need to make any adjustments. 
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Step 5: 
 Click ñFinishò 

 

 
*make sure you are on the last tab ñCorrect Document tabò 
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Step 6: 
 The program will open the scanner choices again, in case you want to scan another 

document or picture.  
o You can click ñCloseò. 

 The program will open the folder where your document was saved. 
o Double-Click your saved document.  

 

 


