
Scanning Photos for the WRLS ECHO Project 

1. Once the scanner software has been installed on the computer, there will be three bubbles in 

the bottom right hand corner of the desktop screen. These are how the scanner is navigated. 

Click on the middle bubble, “Show Main Screen”. 

 

 

2. This menu will pop up on the desktop. Select “Start Application”. 

 

 Selecting this will bring up an icon of the scanner on the left hand side. Click on that icon.

 

 



3. The next window gives options on how to import photos or documents. In the upper left 

corner, select the blue “Scan/Import” bubble. 

 

Then select “Photos/Documents (Platen)”. 

 

4. On the left hand side of the next window, check the box that reads “Use the scanner driver”, 

and then select “Open Scanner Driver”. 

                      



5. The Scanner Driver will open in another window. On the far right hand side of the window 

there will be the menu. Use the “Advanced Mode”. This is where the “Color Mode” and “Output 

Resolution” will be changed. 

a. Color Mode: Choose between Grayscale and Color. If the photo is black and white, 

please select grayscale. We will not be using black and white for this project. 

  

b.Output Resolution: 600 dpi. If the back of a photo is being scanned, please use 300 

dpi. 

 

 

6.       Place the photo face down on the scanner bed. Match the corner and edges of the photo, 

as closely as possible, to the lower left hand corner and edges of the scanner bed. This will help 

to ensure the photo is not crooked when scanned. Shut the scanner lid.  

 

 

 

 



7.       Select the blue “Preview” button in the bottom right hand corner. 

 

 

8. At this point you may need to switch the view of the screen from thumbnail to editing. This 

can be found in the upper left hand corner. Just click the button and it will switch. You should 

see a dotted line around the image, not a solid line. 

 

 

9. The image then needs to be cropped and rotated. 

 a. Cropping: The scanning software auto-crops the picture, but you want to check to be 

sure it has captured the whole image.  

i. Any excess white space around the image should also be removed. If the 

image is naturally a little crooked, and it proves difficult to remove all the white 

space on the computer, leave the small amount of white space that cannot be 

removed. Keeping the complete image is more important than removing every bit 

of white space.  

ii. If there was a mat on the image scanned, the image should be cropped to 

show only the photo.  

iii. The dotted line around the image shows what will be scanned in the next step. 

Bring the cursor to the dotted line, when two opposing arrows show up, click and 

drag the line to where it needs to be. (Capturing the complete image, with as little 

white space as possible) 



  

b. Rotating: Each image should be rotated so that when the file is opened the image 

appears in the proper viewing orientation.  

  

At the top of the window you will see this toolbar. To rotate the image, select one of the above 

circles icons. The left icon will rotate the image 90 degrees to the left. The right icon will rotate 

the image 90 degrees to the right. Below is an example of the rotated image. It will look as if the 



whole scanner bed has been rotated on the computer screen. 

 

 

9. After cropping and rotating the photo, select the green “Scan” button in the bottom right hand 

corner. 

 

10.   After Scanning, the program will offer a prompt. “Retouch and save the image”, or “Scan 

other images”. Select “Scan other images”. This will allow the scanning of many photos, which 

will be saved and named at the end. 

 

 



11.   Repeat steps 5-10, until the selected set of photos has been scanned. 

 

12.   When the set of photos are finished, select “Retouch and save the image”. 

 

 

13.   Another window will open and offer the following prompt, select “Exit”. 

 

 

14.   All the images will be selected or “checked”. To uncheck the boxes all at once, select the 

four-square box above them. 

 



15.   Each image will have to be saved one at a time to allow for unique file names. Check the 

box of the first unsaved image. 

 

 

Select “Save” in the bottom left corner of the window. 

 

 

16.   The image then needs to be saved into a specified folder set aside for the WRLS ECHO 

project. The WRLS Digital Assistant will assist each library in creating this folder at the first 

training session. 

Select “Browse” to find the proper folder.    

 

 

Type in your unique file name. The WRLS Digital Assistant will give each library their unique file 

name at the first training session. They can also be accessed on the WRLS Website [For 

librarians only] section. 

Format: wrls-xxgggg 

wrls= Winding Rivers Library System 



xx = Unique Library Initials 

gggg = image number (i.e. 0001) 

Backs of images should be saved with the exact same file name as the front, with a “b” added to 

the end. (i.e. wrls-xx0001b) 

 

 

 

All images should be saved as “TIFF” for this project. Click the arrow on the right side of the box 

for the drop down menu, then select “TIFF”. 

 

 

 

 

 

 

 

 

 



 

Uncheck the “Save to a subfolder with current date” box. A location has already been chosen, 

the creation of an extra subfolder is unnecessary.  

 

 

17.   Repeat steps 15 & 16 with each image. 

 

18.   These images are now all saved to the computer. Notice how it no longer says “unsaved” 

below the image. 

 

 

You have now successfully scanned and saved photos for the WRLS ECHO Project. 

Congratulations! 

Please move on to the “Creating Metadata for the WRLS ECHO Project” tutorial. 
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