How To Use HP Scanjet6310 Scanner

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
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Scan Sharkouts:

To perform a scan, select the desired Scan Shortcut and click 'Scan'
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How To Use HP Scanjet6310 Scanner

Step 3:
Name your file
Click fnOkoO

x]

Sawve to file Sawve Options

File Tvpe
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[ ]reate one file per scanned page when choosing a mulki-page file
Farmat (POF, TIF, RTF, T=T, HTML)

Base File Mame

| ccan & number in sequence (0001, 0002, etc.)
will be appended to the base file name.

[ ] Owverwrite existing files with the same file name

Save Location

| CiDocuments and Settings\FRC\Deskiop | [ Browse. ..

[ ]Use Monthly Sub-Folder

Launch \Windows Explarer in the save location after saving the Filels)

' [ Cancel ] [ Help
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Step4:Now the scanner gives you a preview of
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. Mostregular 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
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Step 5:
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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 AClI oseo.
The program will open the folder where your document was saved.
o Double-Click your saved document.

l’ /n Search |{ - Folders v
=
Address |[2) C:\Documents and Settings\FRC\Desktop A
Application Window DF scan0001
Shortcut Adobe Acrobat 7.0 Document

4
(2 Make a new folder | HP Scanning (HP Scanjet N6310)
e Publish this folder to the Options  Help
Web

File and Folder Tasks

lad Share this Folder
To perform a scan, select the desired Scan Shortcut and click 'Scan’
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Scan Shortcuts:

Scan Settings for selected shortcut

ER ,
z PDF BW 300ppi Duplex

PDF E 00ppi Single:

75 PDF Bw 200ppi Duplex PDF BW 200ppi Sinle

Document as Image
Black and White

Readiris Pro11 Details D PDF BW 200ppi Single Scan To: Save to file

Desktop PD:
mﬁ File Folder PDF BW 200 Simplex (1-sided scan)
Date Modified: Today, May 14, :

trailooot 2009, 4:19 PM
Document to PDF File

I'¥5F ]
e &
ﬁ = _Document to Searchable PDF File Change Settia

¢4 start T Document! - Microsof... | W Desktop £ HP Scanning ®)B | v, 419pM

Faculty Staff Resource Center X6772 May 2009



