
Using the Honors Lab Scanner
When you go up to the scanner in the Honors computer lab, most likely the screen will be dark. 
Touch the screen or any key on the keyboard to wake it up. 

Touch the “Sign In” button in the lower right-hand corner. Enter your Honors ID and password. 
If you don’t know your password, or if you haven’t set up your Honors account yet, talk to the 
computer lab manager or Costa.

After signing in, you should see several options on the home screen. These are the only ones we 
need to worry about:

If you touch Send PDF to Email, you will be prompted to enter an email address to send your 
document to. You can also enter the subject heading, the body of the email message, and the 
name that the file will be saved under.
After you’ve entered this information, make sure your document is placed face-down, upside-
down in the document-feeding area (the top part of the scanner). Then hit the green button, or 
touch “Scan” at the top of the screen.
After scanning, the email should be sent to the account you specified almost immediately—just 
open the attachment to view your scanned document.

If you touch Save PDF to My Documents, your document will be saved to the “Documents” 
folder associated with your Honors account. You can type the name that the file will be saved 
under. On the left, you should see more options such as “Color JPEG” and “Plain Text.” For 
information about these options, see below.
When you’re ready to scan, make sure your document is placed face-down, upside-down in the 
document-feeding area (the top part of the scanner). Then hit the green button, or touch “Scan” at 
the top of the screen.
To retrieve the file after scanning it, just log into your account on one of the computers in the lab, 
then click “Start” and go to the “Documents” folder.

Before touching Save PDF to USB, insert your flash drive into the USB port on the right side of 
the scanner. After touching this option, you will be able to type the name that the file will be 
saved under.
When you’re ready to scan, make sure your document is placed face-down, upside-down in the 
document-feeding area (the top part of the scanner). Then hit the green button, or touch “Scan” at 
the top of the screen.
The file will be saved on your flash drive in a folder called “SMBHC Lab Scans.” Remove the 
drive from the scanner and insert it into any computer to view the contents.

Touch Job Status if you want to double-check whether or not your document went through 
correctly. Sometimes it may take a minute or two to send an email, etc.—don’t get too impatient!
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The first three options above will scan a single-sided, searchable PDF document. The 
scanner uses Optical Character Recognition (OCR) software to “read” any printed text on the 
page. That way, when it scans a printed document, it can save the text information in the PDF—
meaning you can search the PDF, or even copy text from inside it to paste somewhere else. 

Touch Quick Sets to view more scanning options. These include:
	
 -Double-sided PDF
	
 -Plain Text
	
 -Color JPEG
Each of these settings should show up with the same options listed above: Send to Email, Save to 
My Documents, or Save to USB. You may have to scroll down using the scroll bar on the right 
side of the screen in order to view all the options.

Scanning a double-sided PDF is exactly what it sounds like. Use this option if you want to 
capture both the front and back of the document you scan. The document will save as the same 
type of searchable, high-quality PDF file used in the other setting above.
When scanning a double-sided document, as with any other document, make sure that it is placed 
both face-down and upside-down in the document-feeding area (the top part of the scanner). 
Then hit the green button, or touch “Scan” at the top of the screen.

Scanning a Plain Text document can be useful if you want to convert a physical piece of paper 
into an editable digital text file. Just like when scanning a PDF, OCR software is used to “read” 
the printed letters.
This setting has the potential to be extremely useful. If you have anything in “hard copy” format, 
you can use this setting to save it as plain text, copy/paste that into a Word document, and then 
edit to your heart’s content.
When you’re ready to scan, make sure your document is placed face-down, upside-down in the 
document-feeding area (the top part of the scanner). Then hit the green button, or touch “Scan” at 
the top of the screen.

Scan a Color JPEG when you have any kind of photograph, picture, or other image. It doesn’t 
try to read any text on the page; the scanner just saves it as a plain old image file.
When you’re ready to scan, make sure your document is placed face-down, upside-down in the 
document-feeding area (the top part of the scanner). Then hit the green button, or touch “Scan” at 
the top of the screen.

That’s pretty much it! If you’re not happy with these default settings, there are several more 
options available when you’re about to scan. All you have to do is hit the icon at the bottom of 
the screen that says “More Options,” and you can play with the settings. There are several more 
file types available, such as PDF without OCR TIFF, and RTF. You can change the size of the 
original document, for when you want to scan anything from a business card to legal-size paper. 
You can also tweak the quality of the saved document by increasing or decreasing the DPI (dots 
per inch), or you can change the default portrait orientation to landscape. If you have any trouble, 
ask the computer lab manager for help—or return to the home screen and start again if you want 
to reset to default settings.


