How to Convert a Document to a Rich Text Format File

Place the document to be
scanned on the lower right corner
of the scanner (Fig. 1) as shown
with arrows.

2. On the scanner (Fig. 2), press
the scanner button once as shown
with an arrow.

Figure 1

Figure 2
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In the Scanning from the Scan x|
Picture button (Front Panel) dialog W:f‘;'e”“ tg S
box (Fig. 3), under the # Colr
What are you scanning? £ G
. . R Elack & ‘white
option, click on the Document option. W Fe Scanfor Eaneble Tet
Click on the {5 Scan originals fiom alass o feeder, [perform OCR)
. * Gcan negatives using the Transparent b aterals Adapter [T
BIaCk & Whlte ) Sean pn?itives, inclugding 35 mmpslides, usihg the TMDA
Optl On ' . . ‘where do you want to gend the scanned image(s)? S
By the Scan to: option, click on the Seanta: [ savetctic | Milians of Colars
dO_\Nn arrOWhead v . . . File Type: IHich Text File [%.rtf] j
CIICk On the Save tO flle Opthﬂ Save to file Save Options... |
By the File Type: option, click on the Scen Peseigs |
doWn arrOWhead v . 5 Show Preview [Huglity vs. Speed... |
CliCk On RICh TeXt File (*rft) [~ Save these settings as defaults for the Scan Picture buttan, Scan Document Settings... |
CIiCk On the ShOW Preview bOX to [~ Do not prompt me f_or these setlin_gs a_ggin. _ _ _
[''ou can turn on this prompt again within the Settings dialog for this button ]
place a checkmark. T - | e |
Click on the Scan button.
In the Save to file Save Options for the Scan Figure 3
Picture button dialog box (Fig. 4), under the x|
Base File Name option, click inside the box. IS
On the keyboard, press the backspace and the IFich TestFie 1) =l
- - [ Create one file per scanned page when choosing a multi-page file format
delete keys to erase any entries, and type in a (POF. TIF. AT, TXT_ HTHL)
desired name for the document. For example,
H H 1~ Base File Name
type in History Essay._ _ . TR A e insequence 0001, 0002 ot
Under the Save Locatlon Opt|0n| CIICk on the I~ Ovenarite existing files with the same filename b
Browse... button.
In the Browse for Folder dialog box (Fig. 5), [ — '
. . - ADocuments and Settingsi ocuments’ cang’ Browse...
click on Removable Disk (E:) or any desired !_ s . L oo |
. Use Manthly Sub-Folder
storage medium. -
C“Ck on OK The new Settlngs Should now ™ Launch Windows Explorer in the save location after saving the filefs)
appear as shown in Fig. 6 on the next page.
21 =
Figure 4
.3 Program Files ;I
) WINDCWS
;. WTWTCHSZ
B~/ DVD-RAM Drive (D:)
B 1 erniovvatile: Disk (1)
_*g student on 'sand' {Z:)
[+ 4J My Netwark Places
----- i) Mursing Assistant
----- {2) Tutorials
----- 1) Scans
. | »
oK I Cancel |
Figure 5
2
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16.  Click on OK again. x|
17. In the hp scanning window (Fig. 7), click on - File Type
p g ( g ) . IFlich Tent File ".1tf) j JPEG Wptions... |

the bOX handles (Sma” Squares) to adJUSt to [~ Create one file per scanned page when choosing a multi-page file format

the size of the document as shown. (Rl Wl A il
18. Click on the Accept button. The scanning... S _

dialog box (Fig. 8) should now appear. [Fison Essay A mnber nsequence (000,002 o)
19. In the hp scanning dialog box (Fig. 9), click I Dverwte eisingfles with the same flename

on Yes to scan more pages or click on No. .
20.  The Save to E:\History Essay000L.rft dialog | =" —

box should now appear on the desktop (Figs. I Uss Monthly SubFolder

10 and 11 on the next page).

™ Launch Windows Explorer in the save location after saving the filefs)
[scanning.. X
Preparing to scan.,, 0K | Concel | Help |
Figure 6

Cancel

Scon Baok Advareed Outpd Trpe  Help

1=l

- ra
Figure8 |

hpscanning x

9 Do you wank to scan another image?
\.f) If 5o, dlick Yes and then either:

- load the next original and click Mew Scan For a new preview
OR.
- select a new area in the current preview,

[

Yes

Figure 9
Processing page 1
11 =
disen| |2 B @O | CaummvCibeary .. | ) Homtoso the . | =] Hosrto Comvert . | ] Homtotso e 5.. [ hosconning. |« B 10Em
Figure 10 Figure 7
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Also, the History Essay0001.rft
document file should now appear in the
Removable Disk (E:) window as shown
in Fig. 12.

| ey . | ) musethe . | et coment | )Mo e e 5 [T save totiumate, [ B 1vzem
Figure 11

Hsun] |2 @O |~ hemavable tis. ] owto sethe . | ] Hosrto comvert . | 7] Hom b e the 5| ] ey Essnonm. | [0 B 1isaem
Figure 12
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