Step-by-Step for Using a Scanner

By Cheryl Malsom

· Click on START

· Go to PROGRAMS

· Find Microtech Scan Wizard then click on Scan Wizard 5
· The running border indicates what the scanner is going to print

· CROP the picture with a double arrow

· Click on SCAN TO (where do you want to save to)

· Name the file

· Change type to JPEG
· WHEN YOU ARE CHANGING PICTURES BE SURE TO PREVIEW PICTURE BEFORE YOU SCAN IT
WHEN YOU HAVE SCANNED YOUR PICTURE, YOU MAY ENTER IT INTO A DOCUMENT:

· INSERT

· PICTURE

· FROM FILE

· Choose a file

· Choose a picture 

· INSERT

· YOU CAN NOW ADJUST THE PICTURE USING THE PICTURE TOOLBAR
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