Scanning 

How-To Guide

1. Log on as yourself using the Graphics Workstation computer.

2. Place the document you wish to scan on the scanner’s screen. 

3. Click on Paper Port located on your desktop. 
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4. Once Paper Port opens click on Twain located in the toolbar. 
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5. A new window will appear. Click on Scan. 
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6. After scanning is complete click on Preview. 
7. You can change the Resolution, Contrast, etc. by clicking on the options located left of the preview picture.
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8. If you choose to change the configurations you will need to click on Preview again to see the updated picture. 

9. Once you have your picture the way you want it, click 
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10. This will take you back to the main Paper Port screen. Then click on your document and drag it to the PDF symbol in the tool bar located at the bottom of the screen. 
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11. This will then open Adobe and you can save your document as a PDF. 

12. If you wish to just save it as a JPG, GIF, etc. you can choose another option within the toolbar at the bottom of the screen. 
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