Scanning using the Epson Perfection 1250
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Use the USB cable to connect the scanner to one of the USB ports on your laptop. 

2. Attach the mains plug, plug in and switch on at the socket.
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From the start menu, double click on ‘Control Panel’.
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4. Double click on ‘Scanners and Cameras’ [image: image10.png]2 Document1 - Microsoft Word
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5. Double click on ‘Epson Perfection 1250’.  This will start up the Microsoft Scanner and Camera wizard, which will guide you through the process of scanning.
6. On the first page of the Scanner and Camera Wizard, click ‘Next’.

7.   Put the document to be scanned into the scanner, lining it up with the guidelines inside. 

8. Select the picture type from the options given. 

9. If you wish to see a preview of your picture before scanning (to check how it will look), click on the ‘Preview’ button. 

10. If you are happy with the preview and wish to scan, click ‘Next’. 

11. Type in a name for the picture, leave the file format as JPEG and then use the arrow key to browse for a place to save the group of pictures – I would recommend using the folder ‘My Scans’ (in ‘My Documents’) for this. 
12. The scanner will then scan your image – do not remove the picture or document from the scanner until the message ‘Your pictures have been successfully copied to your computer or network’. By clicking ‘Finish’, you will be able to see the folder containing your pictures – to see one, double click on it.
Inserting Scanned Images into Documents

Microsoft Word

This is exactly the same as adding a picture to the word document. Just remember that you have saved all scanned images into ‘My Scans’  so when adding the picture instead of looking in ‘My Pictures’, you look in ‘My Scans’.
Easiteach

1. Open Easiteach and go to ‘Resources’ at the bottom of the screen. Select ‘Multimedia Bank’.
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2. Choose ‘Browse’.
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3. Double click on ‘My Documents’, then select ‘My Scans’
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4. Next, choose the folder containing your image and double click to open it. Your scanned images will appear in the Multimedia Bank and you can drag them onto the page you want. You can turn them around, adjust the size and annotate them using the Easiteach toolbars.
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5. To  adjust the size, click the edit button and then click on the image. Then drag one of the corners to change the size. To turn the image around, drag the green square in the centre.
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Website
You need to upload each image into the ‘Image Store’ as shown in the website guide – just remember a scanned document is just another picture!
