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Loading Mcroforms

Microfilm: Pull the carrier forwardintil the glass plate in front lifts up. Next, with the film coming over
the top of the reel and to the right, load the film onto the spindle on the left side of the caDiegctly
under the spindle, you should see two white plastic whelels the film under thevheelon the

outside, over theoneon the inside, under the glass, then over tlikeelon the inside and under th
oneon the outside. Use the illustration attached to ttiesk to assist youThenplace the film sideways
into the slot of the takeup reel on the right and rotate the reel clockwidéinally, push the carriamtil

its front lip is even with the front of thecanner. The film in now loaded.

Microfiche: Pullthe carrier forwarduntil the glass plate in front lifts upNext, place the fiche undére
glass and push it back as far as it will go. It does not matter which way you (opsidte down or
backwards)as the computer can rotate the imagaitally. Pushthe carrier until its front lip is even
with the front of the scanner

Microcard Pull the carrier forwardintil the glass plate in front lifts up. Next, place the ¢andnt side

up, under the glasand push it back as far as it will.gé youare using darger card it is normal for ito
GadAaAoOl 2dzié FNERY Inthk &ent yaR ryfay ne2dfo plillikHe camifout and flip it around
to make sure that the first half of the document is under the scani®hen you need to scan the
second halfturn it around, then place it back under the glass.

Getting Started

After loading your item, click the Power®deon on the Novell  Fe Eic view nelp
-
I

wmdoyv. Once the program loadgpu w.|II see an image of your *_1,5 @J Q{;@ @ :;

material on the display, as well asveralicons at the bottom of DROWS By D el saved

the page Click the folder icon which has the label

GwSadG2NB {SGlAy3aé AT &Rdz K2OSNJ G6KS|Y2dzaS 20¢
file directory will open whergou shouldselect the
format you areusing but you canask a staff member
for assistance if yodo not know what your item is calledifter ®lectingtheformats  Of A O1 a h LISy ®¢

The scanner will need a minute to readjumbd thenyour item in the display should be fairly readable,
though youmay need tause the controls at the bottonfsee page 3o make adjustments to the image

Advancing the Image

| Auko-Frame™

If you areviewingmicrofilm, you will need to
use the Roll Film Cawol. To advance the film, .
click the button in the middle of the control . E__ ﬂ _———]
and drag it to the right; the film should

advance. The farthgroudragthe button, the faster the film will move. Additionally, clicking and
holding the double arrow icon will fast forward the film. Rewinding works in the same way, but you will
need todragthe button to the left.

To move between pages of micrdfeeor microcard, simply slidbe carrier back and forth.
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Frequently Used Controls

Brightness¢ KS &! . ¢ odzitd2y 2y GKA& O2y(NRf Aa |y a&! d
adjust the brightness and contrast to what the scanner finds to be the neaslable.To
YIydzZ tfe OKFIy3aS (KSaSo addrild ¥ Aa G DIaNR IKKSY abNI

C
[ ¥
t

Zoomt If the image you are viewing is too small to read or too large to fit on the screen, you can
dzaS GKS %22Y (& 206 dxii (uBefl 8 zdardd and oltR Make sure that you
i i '—ﬂ click andhold the buttons to adjust the zoomnas just clicking therwill not do anything.

Magnifier- This tool is separate from the Zoom and allows; ™ @rg
é you to focus in on just one part of the image. After you ——
D click this icon, a new, smaller viewing box will appear in

the top left corner. If you click on the top bar of this new :
window, you can drag it around the page. After you have movec
from the top corner, you should see a small blue box that is also:
now in the corner. If you click and drag this box around the imag5
you will see that whatever is contained inside it is now magnifiec
in the separate viewing box. Additionally, you can adjust the siz
this viewing box to adjust the proportions of the compesding
blue box. This tool is especially helpfidr browsing through
newspaper articles.

Rotate Digital If the image you are tryingtoview isupsiBe2 6y 2 NJ AaARSgl 2asx Of AC
S5AIAGF T £ 0dzi G2y ° (fgou Nerdd Baké &shalldr ¥djusrBentgplease refer
to the Manual Straighten instructions below.

«d

Manual Straighten If the image you are trying to view is

slightly crooked (though not completely sideways), you can u

the manual straighten tool to fix it. Selethe control, then click

two points in the image that should form a vertical line, such
the edge of a piece of paper. The scanner will then adjust the image
what you have selected.

or full screen display. The control will automatically rotate and
resize your image to either create or fill a large empty space at the bottom ofi¢heng area
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Savinga Scan as a PDF

O
O i, i T e o |
- - f o an

These scanners have the ability to save whatever you are viewitigeon
“se SCreen as a high resolution PDF.

z

- the display, which you can move around and rebizelicking and

sanned, allowing you to focus on single articles or insage

Save As @@

Once you have something Savain | @ Semestor Storage ] 703 m-

outlinedinsidethe green box =

) ) = Washington Post, 02.22,1965.pdf
which you would like to save, 7'_-»washintnnpnstDZZZGSaSsep.|:||:IF
clickonthed { Ol y (2 5INAGS | mé
icon. This should opendsavel 4 ¢ RA NBOG 2 NEB
where you can select a file naraed choose
0KS FAES GeLlSo | yRSNXGKS a{I @S | a GeLSé >
option, there are several formats listed, Ut} Fie nsme: | pewspaper scan 3

the bgst optllons ar@PDE and oPD.F FDF (mulipage] ¢ POF] =
(multipage)¢ The difference here is that B ]

a8t SOGAY3 ats5Cé grftf ONBfiH
each scan that you createhereas tle

GYdzZ GALI IS¢ 2LIA2Yy o6Aff
single file with multiple scans

Save as ppe;

[ TIF]

Tiff Grouwp IV [%TIF)
DF[rigtipage] £ PDF 7

Eifffmullfipagg] i € 2dz U2

Tiff L2w [multipage] [ TIF)

Tiff Group I [multipage] [*. TIF]

ONBI S

When selecting the location for the file, make sure that you either save to a flash drive or the drive
labeled Semester Storage (Bhything saved to the C: Drive will bestkted upon rebooting the
computer.

If you plan on scanning multiple pages to a single file, even if you have a flash drive, you should save

your file to the E: Drive, then move it to your flash drive upon completieewving a large file directly to
a flash drive can take as much as half an hpbt saving to the computer then moving it to the flash
drive will take less than a minute.

Ly GKS OFrasS 2F | Ydz GALI IS aol yjy
directory, you should see a small box intioererd K+ & NB I Ra
and will tell you how many scans you have saved. Advance to the next
AGSY @&2dz ¢62dA R tA1S G2 &a0lys 2dzf A’§FS™AG
5NAGS | mé odzid2y F3ILAys FyR YI 19§ admd )ik
Continueuntil you have everything you neethenK A i (1 KS & CALBLAZ K d
and wait for the box to disappearfhe file isnow saved and readyDo not
attempt to save another scan with the same file name, as the original fiighy f== [~ i
will be lost.

: w33 NRf $aa 2F G(KS ad0lyySnNna asSiaidAryd

dragging its cornerdVhatever is contained within this box is what will be

a

>
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Trouble Shooting

Below isa list of quick solutions to common problems, but please remember that the library staff is
always here to assist you, so let us know if you need help with anything.

-The scanner is not responding or the image is frozen on the screen, even after youdrnbedilm
and adjusted settings.

Sometimes the scanner gets a little overloaded. In this event, double click th
& S é . Ardhdufglass will pepp fora moment, then the machine will beep

and shouldstart responding again. e =
- ‘ 3
ERVE

-The image on the monitor isompletely black.

This could be one @&ffew things.First, make sure that what you are viewing has an image under the

scanner (for example, the first few feet of a reel of microfilm is all black; you will need to advance past

that part). Ifthatdoesotworkx G NB Of AO1Ay3d (GKS aFAfS (eLS¢ A02y o
microfiche or film will appear as all black until you change this settirthatifioes not

work, try doubleclicking thed Sigon (pictured above) An hourglass will pepp for a

minute, then the machine will beep and the image should reappear.

- 2dz Ot AO1T SR GFAyAaKE FFGSNI ONBFGAYy3 || aG@GREI t LI 3
box to disappear.

This usually happens when large files are beingsrethto a flash drive. If you are waiting for the box

to disappearthe file is being saved to your flash drive and you must not disconnethis saving

process can take several minutes, and as much as half an hour. To prevent this from hapgaimng

save to the E:Drive on the computer, then drag the files over to your flash drive after you have finished
the file.

-You scanned several pages, but only one page is shgwp in the file.

This happens if you scan several pages, hit finish, then tmgsagain (using the same file name) to
make sure that you got everything. The scanner is saagf page as you go, and you do need to
save files again when you are finished. If this happens, you will need to rescan everything.

-There are spots orraudges appearing on the scans.

While occasionally there are imperfections on the item you are viewing, most spots and smudges that
appear on the scanner are caused by dust or finger prints on theadassr. You can very easily pull it
out and wipe offany dust that may have collected, or you can always ask staff for help with this as well.
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BurningFilesto a CD

& Novell-delivered Applications for STRG : .
After saving your scans to the E: Drive, you can burn them toR &3

File Edit View Hel
,-ﬂ-g I,»py_ﬁ % ‘ take them home with youYou can get a blank @Dfrom the Help Desk
3 « A then open the Novell windovand clickhe Easy CD Creator Icon.

DR Drive Easy CD Eject USE Pow
(D) Creatar Drives

@ Roxio Creator Plus Dell Edition
File Tools Help

Data Guide
= Data Disc
udio Sj“

Cr Disc of your files on CD or DVD media.

When the program loads, click tliBate tab on the
f STl aARS 2F GKS YSydz (R

Letter Access (DLA)

(P Easy Archive
- ( %;\ Protect your impartant music, videa, and data files by
> Data Guide \ j

drive using Backup MyPC technology

NSEGZ Of A01 GKS a! RR S5 il é
file(s) fran the E: Drive, verify that everything is listed in
the window, then click the red button in the bottom right
hand corner to create the disc.

Printing

To print an image from microform, use the green box to outline whatever you would like to
scan. Mxt, click theprinticon. You should see the button depress for a moment, then pop
up again. The image is then ready to be picked upiatd? A, near the back stairs. You will
need to repeat these steps for each image you wish to print.

At the printer, you will be asked to
selectyon O 2 Y LJdzii S NI Print Job Name:
Identification NumberThis is
located on the Desktopf the
Computer you are usinga.nd E.Ground Floor.Strozier.Libraries
aK2dz R a0l NI o6Ad GKS—4
Each page cos8g to print and t!;g
needs to be paid by using the Goldzeares Tk v
Chip on your FSOard.

¢CKS AYIF3IS GKIFIG &82dz 2dzit AYSR gAftft | dzi2Yl GAOL £ ¢
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