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Introduction  
You may have a hard copy of a graphic image such as a map or 

picture that you wish to open in an electronic format. This self -help 

document takes you through the steps to scan a document as a 

graphic and then display that document in the SMART Notebook.  

Scanning a Picture  
There are many different scanners available at Towson University. In this self -help document we will 

be using the hp scanjet 5590.  

1.  Turn on the scanner.  

2.  Open the scanner lid and place your picture face down on the glass.  

3.  Press the Start button.  

4.  Click All Programs>HP Solution Center (Fig 1, 1).  

5.  The HP Solution Center  dialog box (Fig 2) will 

open.  

6.  Click Scan Picture  (Fig 2, 1).  
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7.  The Scanning from the Scan Picture button (Solution Center) dialog box (Fig 3) will 

appear. Make the following selections:  

¶ Make sure Picture (Fig 3, 1) is chosen.  

¶ Under Where do you want to send the scanned image(s)? , make sure Save to file is 

chosen  (Fig 3, 2)  beside Scan to .  

8.  Click the Scan button (Fig 3, 3) at the bottom of the dialog box.  

 

9.  The Save to file Save Options for the Scan Picture button dialog box will appear. Make sure 

the following options are chosen:  

¶ Under Base File Name -  give the scanned picture a name (Fig 4, 1).  

¶ Under Save Location -  click the Browse button and choose a drive and directory to save 

the scanned image to. It is best to save the file to the H: drive so you can open it from any 

location at Towson University.  
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10.  Click OK . The hp scanning  dialog box (Fig 5) will appear and after a short time, a preview of 

the scanned image will appear. Click the Accept All button (Fig 5, 2) to begin the actual scan.  

 

 

11.  The scanning dialog box (Fig 6) will appear.  

 

 

 

 

 

 

 

 

 

 

 

12.  After the scan is complete, the hp scanning dialog box (Fig 7) will appear.  

Click Yes if you want to scan another graphic or No if you are finished (Fig 7, 1).  
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