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Step 1: Prepare scanner
e Put on gloves. This will help keep

the scanner and material clean
e Lift the scanner's lid
e Using an anti-static cloth gently
wipe the scanner's glass

Step 2: Prepare documents
e Clean documents carefully

e Place face-down on the scanning bed

e Be careful not to scratch the scanning
bed

e Close Scanning bed lid

Step 3: Open Epson Scan
e Make sure the scanner is powered
on.
e Connect your external hard drive or
USB to the computer
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Step 4: Settings
e Set Mode to Home Mode

e Document Type: Select Text/ Line Art

e Image Type: B/W for typed document, Color for a
handwritten letter

e Click Other for Destination

e Resolution: Set to 300 dpi

e Target Size: Original

e You can set the settings differently if you are comfortable
with the equipment
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Step 5: Preview and scan
e Click Preview

e Use the selection tool on the left side of the window to
select the area you want to scan. You can select multiple
areas by pressing the Ctrl key simultaneously.

e Click Scan

& Preview — x

&
] , Mode:
Noma Thnbnsi o0 EPSON Scan  imevis .
Document Type
Zaom [
— ? = / Teut/Line At v
[ st Gk
l -1 TEL
; N '“" 3 Image Type
1 (®) Color ) Grapseale () BlackEwhile
0 Destination
Al () Screendwieb () Printer () Othe
Rolasle Resolutior: 300 | dgi
J -@ Target Size: Diiginal -
Image Adustments
[[] Descreening Backlight Correction
Color Restoration DIGITAL ICE Technology
] Image Optiori()

Text Enhancement

Aute Area Segmentation

Brightness..
7= Preview Sean #
? B J =3 .

-1 5
Help Configuration... Cloze
€28.50in. f[}]i.?l}in. 2550 x 3509 pixels 25.60 MB R: G: B:




smay ocanning Documents

nnnnnnnnnnnnnnnnnnnnnnnnn

Step 5 continued: Preview and scan
e Location: Click Other and set destination to USB or hard

drive
e File Name: Date_Event_Start Number
e Image Format: Set to PDF
e Click OK
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Step 6: Add metadata

e Right-click on one of your finished files and select
properties

e Inthe Comments section, add your file's Who, What, Where,
and When.
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Step 7: You are done!
e Clean the scanning bed with an anti-static cloth.

o Make sure the scanner is powered off and closed
e Don not forget to eject your USB or hard drive and your
materials



