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Introduction

You may have a hard copy of a document that you wish to open in an Introduction

electronic format such as Microsoft Word. This self-help document Scanning Documents

takes you through the steps to scan a document as text and then Launch Word

display that document in Word. Launch Word to Open
and Display your
Document

There are many different scanners available at Towson University. In this self-help document we will
be using the hp scanjet 5590.

Turn on the scanner.
Open the scanner lid and place your document face down on the glass. Figure 1
Click the Start button.

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

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

6. Click Scan Document (Fig 2, 1).
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7. The Scanning from the Scan Document button (Solution Center) (Fig 3) dialog box will
appear. Make the following selections:

1 Make sure Document (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.
i Click the down arrow beside File Type and choose Rich Text File (*.rtf) (Fig 3, 3).
8. Click the Scan button (Fig 3, 4) at the bottom of the dialog box.

Figure 3
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9. The Save to file Save Options for the Scan Document button dialog box will appear. Make

sure the following options are chosen:
Figure 4
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Towson University.
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10. Click OK (Fig 4, 3). The hp scanning dialog box (Fig 5) will appear. After a short time, a
preview of the scanned image (Fig 5, 1) will appear. Make sure the entire document is
selected in the preview window. If not, you may place your mouse on a sizing handle (the black
squares around the outside perimeter of the document), hold down your left mouse button and
drag until all the text you want to scan is selected. Click the Accept button (Fig 5, 2) to begin

the actual scan.
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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).

13. Remove the document from the scanner when
you are finished.
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Launch Word to Open and Display your Scanned Document

Click the Start button.

Point to All Programs.

Click Microsoft Office and click Microsoft Office Word 2007.

Click the Office button.

Click Open. The Open dialog box will appear.

Click the down arrow beside Word Documents and select Rich Text Format (*.rtf) (Fig 1, 1).
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Maneuver to the drive and directory where your document is located.

Figure 1
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8. Click on the document itself and then click Open. Your scanned document will appear in Word.

For information on creating annotations on a Word document, refer to the self-help document
entitled Sympodium 1D350 Using the Interactive Pen Display with Word 2007.



http://www.towson.edu/adminfinance/ots/Training/documentation/SmartClassroom/sympodiumwithword.pdf

