Scanning paper and saving as an image:

1. Insert page into scanner (align to upper right-hand corner)
2. Open Adobe Photoshop

3. Go to File>Import>HP Scanjet Source
4. Select BW Photo from drop-down menu
5. Click Preview Scan

6. Click and drag a box around the area needed to be scanned

7. Click Final Scan

6. Go to File>Save As

7. Select the file type as jpeg from the Format drop-down menu

8. Name the file accordingly

8. Click Save
9. Type 12 in the quality box
10. Click OK

Scanning paper and saving as text:

1. Insert page into scanner (align to upper right-hand corner)

2. Open ABBYY FineReader

3. Click Scan&Read
4. Select BW Photo from drop-down menu

5. Click Preview Scan

6. Click and drag a box around the area needed to be scanned

7. Click Final Scan

8. Allow the program to analyze the image, and create text for it

9. Click Save
10. Name the file accordingly
11. Click Save
Saving scanned image as text:

1. Open ABBYY FineReader

2. Click Open Image

3. Select the appropriate jpeg image of the scanned page

4. Click Open

5. If necessary, click the Rotate Clockwise (or Counter-clockwise) button in the image window, depending on the page’s orientation

Note: the button looks like a rectangle with a half-circle arrow

6. Click Read
7. Click Save
8. Name the file accordingly

9. Click Save
