Color scanning Instructions

In order to use the color-scanning feature, LSS has to install software on your machine.  If you want this option installed, please submit a “Request for Service” ticket.

1.   Open PaperPort software application.

2.   Click on TWAIN Button Icon

3.   Select available server, most likely you will only have one option, which is listed below

CODE
PRINTER NAME
PRINT SERVER
PRINTER LOCATION

LP

1000XRXDOC12
HQPS001

RM 2301

LF

1134XRXDOC12
HQPS001

RM 1134

LB

2133XRXDOC12
HQPS002

RM 2135

L

2333XRXDOC12
HQPS002

RM 1129

LFL

3109XRXDOC12
HQPS003

RM 3109

4.   Click OK button.

5.   Put document on Xerox Scanner, if you haven’t already done so.

6.   Click on Prescan button.

7.   After it has Prescanned, you can select the portion of the document you want to have scanned by left clicking the mouse and dragging until the portion of the document, you want is within the box you selected.

8.   Now, select the Scan button.

9.   This document will be placed where all your other Paperport scanning documents are currently located.

10.  You can only do 1 page at a time.

To save this file as a PDF:

1. While you are still in your Paperport application highlight document you want to save.

2. Click on File… Export.

3. Make sure “PDF Files (*.PDF)”  is selected as the Save as Type.

4. Type in name of what you want to call the document.

5. Click Save button.

