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How to………. 
1.1.1.  
 
 
Scan and Save 
Place document face down on the glass of the scanner and shut the lid. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Press the Scan and Save button – please be 
patient it may take a few moments  

 
 
 
 

The scanned image will appear, choose Accept 
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Double click on the 
image file displayed 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Choose Save As 
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Click on the down arrow next to 
the Save In and choose Desktop 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 

To help with the file size, 
adjust the quality of the file 
if necessary 

Name the file  
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Choose Save 

To close, click on the X 
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