Scanning slides into digital format:

Prepare Scanner:

1. Remove white background filter from scanner.
2. Put slide template in scanner so that outward facing arrow matches the arrow on upper right hand corner of scanner.

3. Fill slide template with slides.  The print on the slide that says “this side toward screen” should be facing up toward the cover of the scanner.  Slides need to be in template so they are all in “landscape” view not in “portrait” view.  When slide is in landscape view put in so the top of the slide is toward the top of the template. See diagram.

4. Close scanner cover.

Open Adobe Photo shop:

1. File> Import> EPSON TWAIN 5 (or choose name of scanner you are using) Computer will display that pre-scanning is in progress.  If pre-scanning begins and your settings aren’t correct click on cancel.  Now adjust your settings as shown.  Once settings are correct click on the preview button.  
[image: image1.png]Image Type

Destination

3 EPSON TWAIN 5.
EPSON TWAIN

Document Source:

Resolion

¥ Unsharp Mask

TPU: Pos. Fim

Color Phota -
EPSON Siylus Prner (Phota) v

ke sure tese sefings look
Tk s,

Source

wiisn H[BT0 inches <.

Taget

wrs — HE .

Scale

3
ol .

1065
T
Scaleshouis

be at100%

St Sefings
& Confguraion.
5can
B FullAuto mode. =y
L 4] Close ? Hel

=lolx]





Once previewing is done all slides should be shown as thumbnails on the window as shown below.
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2. Press Scan.  After scanning is complete all images should be on the screen with each title bar labeled “untitled”.  Close window. 

3. Resize and Save image as full size. Click on the image you want to resize. Image>Image size 500 pixel height (make sure this is pixel height, not image height) Constrain properties box and Resample Image box should be checked. When the settings are correct click on OK.
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a. File

b. Save as…

i. Images Folder

ii. Year of Production

iii. Name of Production

iv. Name of Slide.  (photo,  underscore, number) An example for the third slide of a particular play would look like this:  photo_03
c. Save

i. Quality=10 for pixel height of 500

4. Resize and save image to thumbnail size. Image>Image size change pixel height to 100 pixel height (make sure this is pixel height, not image height) Constrain properties box and Resample Image box should be checked as shown on previous screen shot. When settings are correct click on OK.

a. File

b. Save as…

i. Images Folder

ii. Year of Production

iii. Name of Production

iv. Name of slide and type (photo, underscore, number, underscore, type) An example for the second slide of a particular play which is also a thumbnail would look like this:  photo_02_thumb

c. Save
i. Quality=5 for pixel height of 100 (thumbnail)

5.  Repeat steps 3 and 4 for each slide you are scanning.

6.  Empty slide template
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