
How to Digitize Your Documents, Photos, Etc. 
Every scanner is different.  For this demonstration, I used three scanners. They are: 

The Epson Perfection V30 Color Scanner  

• Affordable  

• several automatic features  

• up to 4800 dpi optical resolution  

• brilliant clarity due to the high resolution  

 

Lexmark Prevail Pro705  

• Wireless  

• All-In-One Printer  

• Can scan to a flash drive or memory card  

• Not many image adjustments  

• 50 page Automatic Document Feeder  

 

Canon CanoScan 9000F Mark II  

• Gutter Shadow Correction removes the shadow typically seen when scanning an open book.  

• Auto Scan Mode automatically adjusts settings by detecting what you're scanning 

• Superb Scanning Resolution 9600 x 9600 maximum color resolution1 (film scanning)  

 

Positioning your document 

Canon 
CanoScan
9000F Mark II

Epson 
Perfection 
V30

Lexmark Prevail 
Pro705

 
 

Place the item face-down on the scanner glass and align an upper corner of the item with the corner of the 

scanner marked with an arrow or alignment mark indicated on the glass holder. As you can see from this table, 

each scanner has its own location in which to position the upper corner of the document. Check with your 

manual.  

 

Note:  



 Always keep the document table clean. Dust is the biggest inconvenience with scanning.  

 Do not leave photos on the document table for an extended period of time as they may stick to the glass. 

 

Placing Multiple Items on the scanning glass  

 

 
 

Note: If you are scanning multiple photos at once, position each photo at least .4 inch apart from the others. 

Close the scanner cover gently so that your images don’t move If your photos have a lot of white in them—say 

photos with snow scenes, you might want to cover the photos with a colored sheet of paper so that the software 

can more easily determine where the edges of the photos are.  

 

 

Epson Scan Modes 

• Full Auto Mode
• Office Mode

• mostly for text documents
• Select settings for text documents

• Home Mode
• Preview
• Customize some settings
• Size image, adjust scan area, color restoration, dust removal 

and backlight correction

• Professional Mode
• You have total control

 
 

 

 



Canon Modes 

ScanGear (Canon’s scanner driver) is software required 
for scanning documents and film. It enables you to 
specify the output size and make image corrections 
when scanning.

 Basic Mode – 3 easy steps

 Advanced Mode – you have total control

 
 

Epson’s Full Auto Mode--Photograph 
 

We don’t have to specify what kind of item we are scanning nor will we get a preview of the image. 

 

If the photo is badly faded. You can check the Customize button.  

 

    

 



 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Check the Color Restoration checkbox.  Click the File Save Settings button to specify where you want the 

scanned image to be saved.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Notice the default folders, Documents, or Pictures. But you can also indicate another location by clicking the 

Browse button and navigating to it. Here I just clicked on my Desktop.  

 



Next enter the name you want to give the images. If I was scanning photos of my trip to Ireland, I may just type 

in Ireland. Then all images scanned in after that would have the name Ireland followed by a 3 digit number. In 

other words, Ireland-001, Ireland-002, etc.  

 

Next you must choose what file format you want to save this image in—Jpeg, pdf, etc.  

 

Click the OK button to close the dialog box.  

 

Now that you have set up your settings, click the Scan button and the scanning will commence and the output 

will be stored in the location you specified.    

Because it was scanned in Full Auto Mode with no preview, I was not able to adjust the exact area I wanted 

scanned. So I ended up with a small yellow border at the top of the photo. If I want it to look perfect, I would 

either have to use some third party software to crop that border off the top or I’d have to rescan the image using 

a Mode other than the Full Auto Mode.  

 

Home Mode—Photograph 

So let’s move now from Full Auto Mode to Home Mode.  Home Mode is best when you want to preview 

images of your originals before scanning them. You can size the image as you scan, adjust the scan area, and 

adjust many image settings, including color restoration, dust removal, and backlight correction.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Click the arrow to open the Document Type list, and select the type of your original(s) you are scanning.  

Select Color, Grayscale, or Black&White as the Image Type setting.  

In the Destination box, click the button for the way you plan to use the scanned image(s). Screen/Web for 

images you will only view on a computer screen or post on the web. Printer for image(s) you will be printing. 

Other if you want to select a specific resolution for other purposes. Epson Scan selects a resolution setting for 

you based on your choice of whether your destination was Screen/Web or Printer.  

Click on the icon indicated to make your File Saving settings. 

 Now that we have all the settings adjusted, click the Preview button. Preview performs a trial scan. After you 

see the preview, you can tweak the image or the portion of the image you want scanned and make adjustments 

to the image.  

 

Grayscale vs. Color 

Experts always recommend scanning a black and white photo as a Color photo and not use the Grayscale 

option.  

Scanning in Color  

 creates 16 million shades of gray vs. the 256 shades of the Grayscale mode 

 If editing, Photoshop has more data to work with 

 Scanning process will take longer 

 File size will be larger 

a. B&W scanned in Grayscale: File Size = 2.3 MB 

b. B&W scanned in Color:  File Size = 7 MB 

 
For more information:  http://www.luminous-landscape.com/tutorials/bit-depth.shtml 

 

Basic Adjustments using Epson’s Home Mode  

Once the image is displayed, click on the icon that when hovered over says Automatically locates 

the image.  

Notice the marquee. This is the broken line surrounding the image. This is the portion of the image that will be 

scanned. You can also click on the Zoom tool.  

 

You needn’t chose this option unless you need a close-up look at the image. As we zoom in closer you can see 

the marquee. We can adjust the area scanned by moving the cursor near the edge of the marquee until you get a 

two-headed arrow. When you get the two-headed arrow, left-click and drag the mouse to where you want the 

marquee to be. In this case,  

http://www.luminous-landscape.com/tutorials/bit-depth.shtml


Click the Scan button to complete the process. 

Correcting Backlighted Images using Epson’s Professional Mode  

In Epson’s Professional Mode you have more control over the output. If the subject in the photo is 

underexposed because of the light coming from behind the subject. Try using the Backlight Correction to fix 

this. 

Notice that there is a plus sign next to the Backlight Correction checkbox.  Click on the 

plus sign, to expand further options. In this case, it gives me the option to choose the degree of backlight ing 

correction I want. Your choice is Low, Medium or High.  

You can also check the Brightness button. The Brightness dialog box opens where you can use the Brightness 

and Contrast sliders to adjust the image. Adjust the image brightness by Moving the slider under Brightness to 

the left to darken and right to brighten the image.  

Contrast is the degree of difference between the brighter and darker parts of an image. Increasing contrast will 

increase the difference, thus sharpening the image. Decreasing contrast will decrease the difference, thus 

softening the image.  

Correcting Backlighted Images using Epson’s Home Mode 

In Epson’s Home Mode (a step down) , the Backlight Correction is available, but you have no ability to choose 

the level the correction will be applied. . 

 

Canon’s Scan Gear’s Advanced tab  Color and Backlit Adjustments  

The Canon scanner I used also has a backlit correction function and here you see the original photo on the left 

and the image after color restoration, backlight correction and sharpening on the right.  



 

 

Interestingly enough, Canon has a backlit correction function in both their Basic Mode and in their Advanced 

Mode and you can get radically different results. So if you don’t get the results you want, you may have to play 

around with the different modes and settings.  

 
Epson’s Color Adjustment using Professional Mode  

Many scanners also offer some limited color adjustments. Use Epson’s Color Palette tool to make minor 

color adjustments on a photo. They are intended to tweak minor color variations—not to change, for instance, 

someone’s hair color from brown to red!  

To make minor color adjustments, click the Color Palette icon. 

Click the color extractor icon.  Your cursor changes to an eye dropper. 

In the Preview window, click on the color in your image that needs adjustment. 

The color you selected is moved to the center cell in the Color Palette window 

with variations in hue in the surrounding cells.  

 

Select the cell that contains the hue you would like to use to adjust the color in 

your image.   If I want to add more yellow to the color I selected, I can click on one of the cells going straight 

up.  Each cell closer to the yellow tip has a higher degree of yellow added.  Or I could add more blue to this 

color by moving down.   

Whatever color I click on, now becomes the color of the center cell and the color change is reflected in your 

image. 



You can also use the cells in the strip on the right to change the brightness.   Upwards is brighter while 

moving downwards darkens the color. 

 

Click the Close button when done. 

 

 

Which Resolution Should I use? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Source:  Epson Perfection V30 manual 



Here are Canon’s recommendations: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Output Size 

Reduce size of image 

You can scan your images at their original size, or you can reduce or enlarge their size as you scan them.  

You do this using the Target Size setting.  

 

If you are going to scan your image to a specific size, you should select the Target Size setting after previewing 

it, but before adjusting your scan area indicated by creating a marquee. This sets the scan area to correct 

proportions so your image will not be cropped unexpectedly.  

 

You can select a predefined scan size from the Target Size list. Click the arrow to open the list and select the 

size you want. A marquee (dotted line) proportioned for that size appears on your preview image.  

 

Enlargen size of image 

To enlarge the scanned image, either enter new values into the Width and Height or specify a different %.    

I am entering 300% so that my output size will be 3 times larger. 

Depending on how much larger you want your output, you may have to rescan at a higher resolution. 

 

 

Source:  Canon CanoScan 9000F Mark II manual 



Output to the web in a specific size using Epson’s Home Mode 

 

You can also scan to a particular size.  

 

Click the Target size down-arrow to open the list and select the size you want. If you choose a size, a marquee 

(dotted line) proportioned for that size appears on your preview image. 

  

If the size you want is not in the Target Size list and you want to use this size again, you can create a custom 

size. Select Customize. The Target Size window opens. To enter a new custom size, type a name for your 

custom size. Note that the size is in inches If your Destination is the Web, change it from inches to pixels. 

Then enter the width and height of your output. Click Save, Your new size appears in the Target Size list. Then 

click OK.  

 

Move the cursor along the marquee edge until you get a two headed arrow, and then click and drag until you 

have move the marquee edge to the area desired.  

 

You can also move the selection up, down or sideways by moving your cursor inside the selection and when the 

cursor turns into a hand; you can click and drag the selection around.  

 

Canon’s Gutter Correction  

 
Flatbed scanners have problems with the dark area that occurs when you scan open books. This dark area is 

called the gutter. However, this problem can be fixed using Canon’s Gutter Correction feature.  

 

If you click on Canon’s  Gutter Shadow Correction feature down arrow, it displays the level of gutter 

correction that can be applied.  

 

Scanning Negatives 

 
Not all flat-bed scanners will scan negatives, 35mm slides, etc. If you need to scan such materials, you must 

ensure that your scanner is capable of this function. The scanner needs a bright light source that comes from 

behind the negative as well as in front of it. The process is as follows: 

 The negatives or slides are inserted into a holder 

 Remove the Film Adapter Unit protective sheet from the document cover which exposes the light 

 Place the holder containing the negatives on the scanner glass.  

 

Negatives and Slide Scan using Canon’ Scan Gear  

First set the settings for Scan Gear that you will use to name the file, the location of the stored image, etc. 

Now that are settings are saved use the ScanGear function to scan the negatives. In the Advanced tab. Our 

Source document is Color Negative Film. Notice automatically the resolution changed from 300 dpi to 1200 

dpi once we chose Color; however, you can go higher if desired.  

 



Click the Preview button. Notice we had two strips of film and it displays 8 thumbnails. If you prefer, you can 

click the Zoom tool which displays each image separately.  

 

Adjust the marquee to just the area I want to keep and check the box at the bottom of the image to indicate you 

want to scan this image and click the arrow to move to the next image (do not check images you do not want 

scanned).  

 

You can draw a marquee over the area you want to keep. To draw a marquee, move your cursor over the 

preview image. The pointer becomes a set of cross-hairs.       

 

Position the pointer in the area where you want to place the corner of your marquee and click. Hold down the 

mouse button and drag the cross-hairs over the image to the opposite corner of the desired scan area. Then 

release the mouse button.  

 

If a photo needs rotation. use the tool bar at the top to rotate the photo. Notice the buttons to adjust Saturation 

and Color Balance as well as Brightness and Contrast.  

 

Check the box at the bottom to indicate you want this image scanned.  

 

Complete the process by clicking the Scan button. 

 

 

Other Devices that can Scan Negatives and Slides  

Flatbed scanners are not the only devices that can convert your slides and negatives. There are many devices on 

the market that can do the same. The Wolverine SNaP is one such device.  

 

 
 



 

It is a powerful yet simple to use device to preserve all your old Photos, 35mm Slides and Negatives. The 

design combines a built-in color screen, internal memory and SD memory card reader to convert 35mm slides, 

negatives and photos into digital images in seconds and without a computer. Slides, negatives and photos are 

simply placed into their proper holders, inserted into the unit and with a push of a button your media is 

converted into JPEG or Tiff digital images. To offload images to a computer simply hook up the Wolverine 

SNaP to any PC or Mac computer USB port without installing any driver or software. The Wolverine SNaP 

pictured here was borrowed from the Indian Prairie Public Library.  

 

 

Canon Flatbed vs. Wolverine SNaP  

 

If you are wondering the quality of a slide scanned on a Flatbed Scanner vs. one scanned on a Wolverine SNaP, 

I have displayed a side by side comparison. Notice that the Wolverine captured more pixels and more pixels 

generally means better quality. My one concern however, is that it may be easy to crop off part of the image 

depending on how you position the slider in the Wolverine SNaP device particularly if the borders are dark. 

 

  
 

 

Scanning Items > Scanner Glass  

 
If you have a photo too large to fit in entirety on the scanner glass, Canon’s function called Image Stitch allows 

you to scan the left and right halves of an item and combine them back into one image. Items up to 

approximately twice as large as the platen are supported.  



 

You can choose to scan from the Left or Right. As shown, place the item face-down on the platen with the 

upper right hand corner of the photo aligned to the right side of the scanner glass. Click the Start Scanning 

Image 1 button. As shown on the computer, rotate the physical item so the other half gets scanned. Click the 

Start Scanning Image 2 button. Notice that there is some overlap that you can use to adjust the image.  

 

Move your cursor onto one side and click and drag that half into position.  You can drag the left side to the right 

or vice versa.   

Click the magnifying glass tool to zoom in. 

Unclick the magnifying glass to return to the move tool. 

Click and drag the image on the left to line up with the half containing the right side. 

Check the top and bottom to ensure they line up. 

Click the zoom tool to zoom out. 

Click the Adjusting Crop Frame box to crop out anything that is not part of the image.   

Click the Scan button. 

It is not perfect.  You may see a line demarcating the two sides.  Try to put the line in a less conspicuous place.  

You probably don’t want it in someone’s face. 

 

Descreening 

 

 

 

When images in a magazine or newspapers are printed they use a method known as halftoning. Those photos 

are printed using a series of overlapping dots that fool your eyes into seeing more colors than are actually there. 

With Descreening Without Descreening 



Because of these overlapping dots, scanning these documents or images will produce something known as 

Moiré pattern. 

Scanning these images into the computer will result in a wavy pattern that garbles the original image leaving 

you with a useless image. What makes things worse is scanning the image or document slightly off alignment 

which can increase the effects of this wavy pattern.  

Descreening is a way to optimize your scan by altering the Lines Per Inch at which you scan. There are 3 main 

descreening settings. These are only guidelines, use your scanning software to tweak these settings.  

 

The settings are:  

Magazines - should be scanned at 133 lines per inch. This smooths the dot pattern found in glossy magazines. 

Newspaper photos - should be scanned at 85 lines per inch. This smooths the coarse grain pattern commonly 

found in newspaper images. 

Art prints - are scanned at 175 lines per inch. This smooths the fine dot pattern found in high quality art prints. 

Using Epson’s Professional Mode, in the Adjustment section is a Descreening option.  This option has a plus 

sign.  Click the plus sign to designate what type of document this is—Newspaper, Magazine, Fine Print and the 

corresponding lines per inch the scanner should use.   

Now you are ready to scan the newspaper clipping. 

Scanning in Black and White using the Threshold Adjustment  

 
When scanning in black and white, the machine has to make a decision about all the grays in the image. Since 

only black or white are choices, the scanner has to decide, "Should I call this gray black or call it white?" That 

cut-off point between black and white is known as the threshold.  

Use the Threshold slider to adjust the cut-off point. 

Don't place much faith in the preview image, but gives a rough guide. 

 

Epson’s Dropout Color Feature  

 
Sometimes you may have a document that is highlighted with a colored marker or perhaps there are notes hand 

written in blue ink. Similarly, you may be scanning a color book or magazine that has boxes behind the text.  

You may not want the messy markings, highlighting or text boxes to show up on your scanned document. 

Epson offers a Dropout Color feature that will remove certain colors from a scan.  

 

For yellowish papers, drop our red. For olive or greenish papers, drop out green.  For blue, drop out blue.  



 
 

OCR 

 
OCR stands for Optical Character Recognition. The purpose of OCR software is to decode the scanned image 

of the page, and generate real text characters, the same as if you retyped the page yourself on your keyboard. 

OCR software is able to take digital images of text and turn them into machine-readable text that can be 

searched or edited.  Using Canon, it dumps the scan results into a Notepad document.  

 

You will have to review the text because typically, OCR software does not have 100% accuracy. Accuracy did 

improve, however, when I upped the resolution to 400 dpi. Also, Canon does permit you to use OCR software 

of your choice rather than what they provide. Once edited, the text and be copied and pasted to a Word 

document or anywhere else you prefer.  

 

I also used a Lexmark’s Prevail Pro705 all in one printer/scanner/fax machine. This scanner came packaged 

with the ABBYY FineReader OCR software. In my opinion, it performed a lot better than Canon’s default 

OCR software. First, depress the Scan button on the device.  

 

The first parameter asks you which application you want to scan to. Depressing the right arrow key will scroll 

through programs the output can be sent to. We will choose Microsoft Word and depress the OK button.  

 

The device then scans the document and places the output directly into a Microsoft Word document. Now that 

the output of the scan is in Word, I can begin to edit the text and or copy the text to another document.  

 

What is Show Through?   

When scanning a two-sided document that is printed on thin paper, the image on the opposite side of each page 

may show through. Some Canon scanners offer a feature called Reduce Show Through.  

If your printer does not have this option, experts recommend use a dark backing sheet behind the page you are 

scanning so that the printing on the other side doesn't show through.  

It may also be helpful to drop your dpi to 150–200 to improve the scan.  

 



Unsharp Mask Adjustment 

Caution:  Using the Unsharp Mask adjustment emphasizes the outline of the subjects to sharpen the image but 

it also enhances the dust spots that may show up on your negatives, slides or photos. If you have it on by 

default, always check your output to assess its effect before scanning a lot of images.  Typically you will spot 

dust spots on solidly colored areas of the image. 

Wand Scanners 

This Wolverine portable scanner is one example of a wand scanner.  This particular one is: 

 Battery Powered  

 Has TWIN Roller Design that makes more accurate scanning 

 Saves scans direct to Micro-SD memory card so no computer, software or outlet required to operate  

 Download scans to any computer using USB cable or direct to an iPad using an iPad Camera Adapter  

 Small enough to toss in your bag 

  

One thing I like about it is that it can scan the entire length of a document 

Scanning with your phone or tablet 

Another option to digitize your documents in a pinch is to use your phone camera or tablet to scan all kinds of 

paper documents: receipts, notes, invoices, certificates, etc.  

Check out the various scan apps available for your device. 

To get more info regarding scanning documents and photos using your phone, check out: 

http://bloodandfrogs.com/2013/09/scanning-documents-and-photos-using.html 

Scanning with a Camera 

 Pressing a book on the scanner breaks the binding. 

  Flatbed scanners are slow. 

  You need to reposition the book for every page. 

  Flatbed scanners are slooooooow. 

 

The following website gives you detailed instructions with photos on how to make a cheap book holder out of a 

cardboard box and how to process the output of your book into a PDF file. http://tinyurl.com/k6d875h 

The Fopydo Scanning Stand   

The Fopydo stand is a $30 foldable product that when assembled, is designed to hold a camera device in a 

stable manner and in an optimal position with respect to the image.    

It also comes with free Fopydo software for creating PDFs from scanned images. 

See website fopydo.com for more details.  

http://bloodandfrogs.com/2013/09/scanning-documents-and-photos-using.html
http://tinyurl.com/k6d875h
http://tinyurl.com/k6d875h
http://fopydo.com/

