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How to Use the Scanner at the ESS Workstation

Requirement: the scanner looks like the one below

1. Click on the Windows Fax and Scan icon found on the Desktop as shown below. You
may have to minimize your Internet browser window(s) to view the Desktop.
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2. The Windows Fax and Scan screen will open up. Click on New Scan as shown below.

[ Sender Name Subject Start Time Pages Sze Caller ID Fax Account
Incoming &5 Microsoft Fax and Sca..  Welcome to Wind..  11/7/2012 11:3117 . 1 18 Microseft
o Inbox
2 Drafts
1 Outbox
Sent ltems
Welcome to g
®
Windows* Fax and Scan
One pioce 10 3000 ond fox your doxuments
FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes
To get stacted
1. Conmect a phone line 20 your computer
bf& ] ¥ yout computer needs an external modem connect the phoae 1o the modem and then connect the modem %
= Scan your computer. —
For Help, press F1 1 ltem a No fax accounts are configured

3. The New Scan screen options display with the default settings.

New Scan

Scanner: HP LaserJet Professional M... Change...

Profile: [Photo (Defautt)
Source: [Flatbed v]
Color format: [Color v]

File type: |1PG (JPEG image) -

Resolution (DPI): 300 2

Brightness: { 0

Contrast: 18} 0 (]

Preview or scan images as separate files
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4. Select Documents from the Profile dropdown menu.

5. Select either Flatbed or Feeder from the Source dropdown menu depending on where
you placed the document you want scanned. See the Appendix at the end of this guide
for more information.

6. Select Letter 8.5 x 11 inches from the Paper size dropdown menu.

7. After all options have been set, click on the Scan button to scan the document.

[ T —

Scanner: HP LaserJet Professional M... }ficr.agge,,. 1

Profile: ~h 1 Documents 'J

Source: \A 'lFeeder (Scan one side) '}

Papersice: M [Letter5 xilinches 216 x279.m -

Color format: L(Ey—scale—ﬁ
File type: LTlF (TIFF image) ] v]
Brightness: 8] 0
Contrast: 11} 0

Preview or scan images as separate files L

[ Scan [ Cancel

= — —
8. After the scanning is complete, the scanned document will appear in the
viewing pane of the Windows Fax and Scan screen. Click on Save as...

-4 Windouws Fax and Scan o
[Ele Edit View Tooks Document Help
w= NewScan [ NewFax W

W Forward az Fax 1)

4 == Scan Dat... File Name File Type Size Source
Documents 11/7/201..  Welcome Scan P9 S043 KB Windows Fax and Scan Team
11/7/201...  Image Aif 41MB  HP Laserlet Professional M1210 MFP Series
0D PAPOKS o w0 4Pl Aaen ey B¢ LRI 0w 10,
PSeR—————
SR 341 WORun WS (3000 Sy w0 W 20 O LN O UORNG Sy %) iy SAIDKE PUD LOWNG SIS Y] 9
- P 89 O 10 Laquenys 50y savos o pocikey oy iy podAen speuenny | I
x o oy 0y 6 sy vounq Ados sendriiopoa | B | vl
Q0! ¥Dy WO, 4 VOUNq ¥Dy |orpey > 4]
e v vounq xo4 pues | N w
iy oL oy G | u
voung Adey wers | Q) oL
e o s hard o |
Apoury ong v 1 PapOKd Iy i 9pOw nok B ) UeNAY (esue) e
e = oo, © wlpnmcurry wouNg ¥O | =) ¥
[T I 0k 0 om0y o promp o> veecs my ey ek ||
S0 U0 G4 KIS Sl SIOAOM 40 SR “Wistens e finrsan reesins sty s o e m e snol s mbsm come - |
For Help, press F1
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9. The Save As dialog box appears. Type in a name for the scanned document in the File

name field as shown below. After entering a file name, click Save.

=3 Save As @

Scanned Documents - O 5 Al A

Save in:

|

\Documents Image /
File pame: Test Scan Save
Save astype: [TIFFC.TIF:TIFF) | | Cancel

10. The scanned documents are located in the Scanned Documents folder via
Library>Documents>Scanned Documents.

- — - — -
-~ e )
- . A s — = = =
I\ » Library » My Documents » v 4y P
Organize v Include in library Share with v Burn New folder v 7]
{ Favorites e '
Bl Desktop Fax /
# Downloads Scanned Document’,%
&, Recent Places
— ——
- = S
@.\jv‘ » Library  » MyDocuments » Scanned Documents » vl cui p
Organize v Include in library v Share with v Shide show Bum New folder - v | ®
{ Favorites
Ml Desktop !
# Downloads ) i ;
-
4., Recent Places ‘ . .
Documents Image Test Scan % Welcome Scan
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Appendix

A. The top of the scanner contains the Feeder. Put the document(s) here.

B. Opening the top portion of the scanner exposes the Flatbed. Put documents such

as a Social Security card on the Flatbed for scanning.

Human Resources Shared Services Page 5 of 5

Revised: March 3, 2017



