How to Scan the Documents

1 Make sure that the scanner is turned on
2 Place the documents in the scanner (for multiple scans, place the documents on the feeder)
3 Log into computer and click the “HP Director” icon on the desktop.

4 the application window will pop-up. Cick ‘Scan Document’
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6 Scanning starts. The application will ask you where to save the file. Make sure the you will
save it as the file type that you would like (for example, PDF file)

*It is recommended to save any files in your personal network space (H-drive).

Sava'u'l:'ui:";MYDncmnts _‘j - cF E-

ICaKEST ()Updaters
IC3)My eBooks

u'_'-ﬁM'r Music

(2} My Pictures

EI\W Videos

@My Web Sites

Filz name: I 3 l

|_Seve
Save astype: |POF (" pdf) -l Cance!




