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To scan a document:
1. Log on with your career account and verify that the scanner is on (the white power button to the left of the main panel should be lit green).

2. Load document(s) face up into the feed tray, a green light will indicate proper loading.

3. Open up the program called HP Smart Document Scan Software 3.6.1 (should be in the start menu).

4. Select your scan profile from the list of available scan profiles.

5. Select how you are scanning your document (simplex = one sided, duplex = two sided) from the drop-down menu in the lower left corner of the application. 

6. Click the “Scan” button in the lower right corner of the application to begin scanning.

7. If you need to scan more pages, load them into the feeder tray as before, select simplex or duplex and click the scan button.

8. When you are finished scanning, click “Save” to save your PDF to Documents (U:\Personal)
If you have any questions, or if the scanner is malfunctioning, contact cheq@ecn.purdue.edu
