How to Scan Documents

· At Desktop, Click Start Programs ScanOffix ScanOffix Applications TouchScan TouchScan
** “TouchScan Easy Settings” should open ~ Follow #s 1-6:

** Note: Right Click to Highlight #

** Note: Left Click to Select Feature

** Note: You MUST select all six each time you scan a document, even if the settings haven’t changed.
· 1. Place Document on Scanner
· 2. Select Size: Always select “Letter”

· 3. Select Resolution: Always select “Normal”

· 4. Select Image Mode: Always select “Black & White”
** Remember, only text will scan.  No lines, boxes or pictures.

A Different process is taken to Scan & Save Pictures

· 5. Select Destination: Always select “Desktop”

· 6. Click Ready to Scan: Always select “Scan”
** You should hear it scanning your document.

** “ScanOffix Bulletin Board” should open.  A small preview of your document should appear on the screen, and highlighted / outlines in blue (if not highlighted, then left click on it to do so).

** At the Bottom of the screen should appear 3 overlapping windows: Image Applications, Text Applications, & Advanced Applications.

· Click on Text Applications, and click on the Microsoft Word Icon.

** Microsoft Word should open with the full text you just scanned and editable.

** Note: Before you begin to use the scanned text, proofread it in full.  The scanner reading the text as representative pictures may not always interpret the letters as it should.  If the document is slanted even the slightest on the scanner, it makes this even worse.

** After fixing the scanner typos, you are ready to go…If necessary, ready to scan your next document.

~ Happy Scanning !!!

