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Page Documents
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Getting Started

Welcome to the Memory Lab. Review the next few pages to introduce yourself to the
equipment and software you will be using. Then, you will begin the do-it-yourself
digitization process.

Before beginning, please make sure you brought everything you need:
* Documents
* Memory device such as a USB drive or external hard drive

The Memory Lab can digitize single page documents as well as multi-page documents
such as recipe books and journals.

These are the instructions for scanning multi-page documents. Review the other
instructions provided if you would like to digitize single page documents or photos.




Getting Started:
Equipment and Software

Epson Scanner: The Epson Scanner is what will be scanning your documents. Your
materials should be placed on the scanner glass and the lid should be closed when

scanning.
Epson Scan 2: Epson Scan 2 is the software you will use to set up and initiate the
scanning of your documents. The icon looks like a blue scanner.

File Explorer: File Explorer is the file system for Windows. This is where you can find
your storage device and files after scanning. The icon looks like a yellow file folder.

More information about the desktop location of the programs is on the following page.



Getting Started:
Desktop Screen Guide

?




Overview of Digitization Process

Now that you are aware of the equipment and software you will be using, you are now ready to
digitize your documents.

The digitization process is broken down into two parts:

1. Scanning and saving your documents: During these steps, you will turn on the scanner, place
your materials on the scanner glass, and use the Epson Scan 2 software to setup and preview
your scan. You will then scan and save your materials to your memory device. You may repeat
these steps if you wish to scan multiple items.

2. Finishing up: During the final steps, you will have a chance to view your scans. You will also
close the software and eject your storage device from the computer.



Scanning and Saving Your
Documents

It is now time to digitize your
materials. You will use the Epson
Scanner and Epson Scan 2 software
to scan your multi-page documents.

1. Push the lower grey button on the
Epson Scanner to turn it on.

2. Place the first page of your
document face down on the top left

corner of the scanner glass.

3. Lower the top of the scanner.



4. Open the Epson Scan 2 software by double clicking
the icon on the lower tool bar of the screen.

The software will look like this when it opens.

E Epsen Scan 2

Scanner : | EPSOM Expression 12000XL{USE)

Scan Settings @ | Mot Selected

Mode @ | Document Mode

Main Settings  Advanced Settings

Documen t Source : | Scanner Glass

Document Size :

Image Type :

Resolution :

Rotate: | 0%

Correct Document Skew :

[] Add or edit pages after scanning

Image Format | POF

FileName : [ A20230314_11422603.pdf

Folder : | Desktop

on reven | |




5. Change the Mode to “Document B epson scen2 i
Mode ” Scanner : |EPSON Expression 12000XL{USE)

Scan Settings : | Mot Selected

Mode : | Document Mode

3. Change the Document Source to your Main Settngs  Advanced Settings
preferred size. “Letter” is the name of Document Source : | Scanner Giass
the standard 8.5 x 11 size. Cocument Sze : | Letter

Image Type

Resolution :

4. Change the Image Type to “Color”

Rotate :

Correct Document Skew :

5. Make sure the “Add or edit pages 1 o edt pages after scarning
after scanning” box is checked.

6. Change the Format to “PDF.”

7. Leave the File Name as is.
You will change it later.

8. Change the Folder to your external
storage device.

Image Format : | PDF

9. Click the Preview button to begin a Fletame ;420230103 152753510k
. older : @
preview scan of your documents. Folder | Desktop




10. After the preview scan is
complete, an image of your
document will appear in this
window.

If the document is not aligned
correctly, rotate it on the
scanner glass or change the
scanner orientation using
these buttons. Continue doing
this and preview scanning until
your document is correctly
aligned.

11. Click the Scan button when
you are ready to scan the first
page of your document.

E Epson Scan 2

Scanner : | EPSON Expression 12000XL(JSE)

Scan Settings : | Mot Selected

Mode @ | Document Mode

Main Settings  Advanced Settings

Document Source : | Scanner Glass

J
g/ =i

™~ |

Document Size : | Letter

Image Type

Resolution :

[+ add or edit pages after scanning

Image Format @

File Mame : | A20230403_

Folder : | Desktop

(2

Scan Count @ 1 'j 8.50in.

Ja 1tooin,




12. Once your first-page scan is completed, this
dialog box will pop up.

E Add page

Scanning complete,

Click [Save] to save your scanned images.

If you wish to add more pages, take the previous Cick [Cance] todicard the scamed mges.
i to scan additional images.
page off the scanner glass and place the next Click [Edit] to edit your scanned images before saving them.

page in the same position on the glass. Click
llAdd.”

Continue doing this until all the pages for your
document have been scanned.

Once all the pages have been scanned, click
“Save.”




13. Once your scan is B et
L} | = | Desktop

completed and saved, File Home  share  View
Explorer will open up showing A B> ThisPC > Deskiop v & | O SearchDesktop
your neW Scan file. # Quick sccess MName a Date Type Size Tags
@;ﬁ AT 2940 DRA Microsoft Edge P... 384 KB
:gem‘rp ; : = A Open PMG File 14 KB
14. Rename the scan to your samts 1 ] i g oo e
desired name. Right CIiCk on [&] Pictures A S Open with > [Shortcut 2KB
. . O This PC = F I PNG File 42 KB
the file name. A gray box will - R
: “ ” ¥ Network -
appear. Click “Rename Sendto >
toward the bottom of the 1 -
pOpUp. YOU Can nOW type in f Create shortcut
the new file name. | e
Properties
15. To view your new scanned ‘
document, double click on the Sieme | e esieced 518 =

file name.




16. After you have inspected your file, you can exit the PDF preview window by clicking
the “X” on the top right.

o

17. To scan another document, minimize the File Explorer window by clicking on the
at the top right of the window. The Epson Scan 2 window should now be back at the

front of the screen.

18. Repeat steps 2 through 15 to continue scanning multipage documents.




Finishing Up

Once your documents have been scanned, you are almost finished with the
digitization process. You are now ready to remove your materials from the
scanner glass.

1. First, remove all your materials from the scanner glass.

2. Click the Preview button to complete one more preview scan. This will reset
the scan preview area and ensure that the next user does not see your
previous scan.

3. After the preview scan is finished, close Epson Scan 2 by clicking the “X” the
top right of the window.



4. Turn off the Epson Scanner by pushing the same grey button
you used to power it on.

5. If you would like to view your scans again, locate them on the
computer by clicking the file explorer icon on the bottom
toolbar. It looks like a yellow file folder.




| + | Documents
6. When File Explorer is Home  Share  View

Open, IOOk fOF yOUF « A 3 This PC » Documents v | QD £ Search Documents
Storage deVICe on the Mame Date modified Type
. . v g Quick access
left side of the window. — R
* Downloads
Decuments
7. Double click on your (=] Pictures

device to open it and 8 This PC
double click on any of > USB Drive (D)
the files inside to view > & Network
your scans.

8. When finished, right
click on the name of
your storage device and
click Eject. Your device
can now be safely
removed from the
computer.

0 items

9. Make sure your materials are removed from the scanner glass and
securely packed away.
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