How to Scan*
Epson Scanners--WinLab

Step 1:


Place image face down in the upper right corner of the scanner.

Step 2:

	If you do not know now to use Photoshop:
	If you know how to use Photoshop:

	Scan from within the application you wish to use the image.

Ex. If the image is going to be in a Word document, scan from Microsoft Word.

Insert ( Picture ( From Scanner or Camera…

For device, select “Epson TWAIN 5” and “Custom Insert.”

This works for Word, Excel, PowerPoint, FrontPage, etc.  


	In Photoshop, go to File ( Import ( Epson TWAIN 5
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Step 3:

You should now be transferred to the scanning software.  A prescan should occur by itself.  If the prescan doesn’t occur, press the Preview button.  

Step 4:

Now think about your output.

If the output is PowerPoint or FrontPage (Is it going to be on a computer screen?), then scan at 72 dpi (ppi).  

If the output is going to be printed, scan at 150 dpi (ppi).  (You might go to 200 or 300 dpi if you want the output to be particularly clear.)  

Caveat

This is true if your output will be the same size or smaller than the original image.  If you are going to enlarge the output, multiply the resolution by the factor of the enlargement.

Ex.  I have a picture that I want to print 2x bigger than it really is.  I would normally scan a picture to be printed at 150 dpi; however, because of the enlargement factor, I would scan at 300 dpi (2 x 150).  

Step 4: (Cont.)
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Step 5:
Select the part of the image you want to scan.

Step 6:

Finally, press the scan button.  

Step 7:

Hit the close button and you should be returned to the application from which you scanned.

Step 8:  (For Photoshop users only!)
If you scan in Photoshop, save the image in the JPEG file format.  You can pick a quality setting of 8.  
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* This is a general guide to scanning, intended to help you make the best choices for your particular use. Note that there will be exceptions to these recommendations.

A).  Select “Color Photo” for most jobs.  Do not select Color Photo (48-bit).





B).  Type in the desired resolution here.
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