Scanning Pictures, Photos, and Images using the HP Scanjet 5500c

Logon to the campus network (G: drive) before you begin.
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*To make files smaller without losing much of the quality, use the JPEG slider bar at the bottom of the “Save as” box.  Moving the slider to the center will reduce the file size without degrading the photo.  

Emailing photos and image files

Once you have successfully saved your photo files to a known location, they can be sent as email attachments using the procedures specific to your email program.   

For manufacturer documentation with greater detail, choose the “Help” button on the HP Director bar from step I.    

If you need further assistance, ask the Reference Librarian at the Reference Desk.
I. Begin the scanning process by placing a photo face down in the upper right corner of the scanner.  Click on the Scanner icon on the computer desktop to open the HP Director control panel.  Choose “Scan Picture” on the left side of the HP Director bar as shown at right.





II.  After clicking on “Scan Picture”, a window will appear with a preview of the photo you are about to scan as shown below.   If the border around the preview is correct, select “Accept” (the large green icon at the bottom of the window).  If you wish to crop the photo before scanning, drag the border around the area to be scanned and then select “Accept”.  





III.  After clicking “Accept”, a third window will appear with thumbnail images.  If more than one picture appears in the window, yours will be the last one showing, as in the image below.  To edit and/or save your photo, double click on the thumbnail image and your picture will open in an editing window.  





IV.  	If you need to crop, rotate, change colors, etc., you can do so in this window.  Once you are satisfied with the image, choose “Save As” to save the file as shown in the image to the right    





V.  	The final step in this process is to name the file and choose a format and destination for it.  .jpg format is one of the most universal file formats for photos and can be used to send email or to print photos.  Because image files are generally large*, it is best to save them to the network drive (G:) or a flash drive.   Give the file a name (e.g. photo1) and select the format (e.g. .jpg) by scrolling down the “save as type” box.  In the upper box (“Save in”), navigate to the location you wish to save to (e.g. C: My Documents).  Select “Save” to complete the process.





Manufacturer’s Help File








