Steps to Scan a Single Map

1.  Open Wide Image program on the desktop
2.  Scan Setup appropriate settings will most likely be on default located in the upper left hand corner. (if not adjust appropriatley) 

· scan preset is “none” or if you have a dark blueprint you can select “dark blueprint” or other selections according to your map.

· The mode is “B/W Adaptive” 

· Resolution is 400
·  the paper size is “E-P +3%”
· On the menu bar, under scan, selected should be “scan to viewer”
3.  Feed map into scanner upside down and reversed (the scanner will pull in the map)
4.  Click the green circle on the lower menu bar.[image: image1.png]



5.  Image should then be transfered to the viewing screen.
6.  To zoom in on your map click the magnifying glasses[image: image2.png]



7.  If your map in slightly eskewed click on the ruler button on the lower menu bar.[image: image3.png]


 Click   on the corner of the top of your map and drag the line to the other top corner of the map.  Then click the align button which is to the right of the ruler button.[image: image4.png]



8.  To remove unneccesary  borders click on the rectangle on the lower menu bar.[image: image5.png]


 Drag  a rectangular box around your maps border.  Then click the crop button which is to the right of the rectangular box button.[image: image6.png]4



 (If you have selected to small of an area before you clicked the crop button re-click the rectangle to make a new selection) NOTE: there is a 30 second delay while cropping.
9.  If your map is upside down click on the triangle buttons on the lower menu bar accordingly.[image: image7.png]A




10.  If  your map has excessive dots on it and you want to despeckle it click the button on            the lower menu bar with two recatangles and a curved arrow (to the right of the triangle  buttons).[image: image8.png]


  When that menu appears click on despeckle and add in the amount which you  want to despeckle. Click Ok
11. When your map looks presentable click “File” on the menu bar and 
“save as”.  Save document on W:\Scannedmaps. To arrive at that destination click
· My computer
· “W gis” drive
·  Scannned maps (so that  it is on the server and you can use it on your personal computer) NOTE: 30 second delay while saving
12. To scan another map click “Scan” in the lower left hand corner of the screen[image: image9.png]


  and repeat steps 2-4.

13. For scanning multiple plans from the same folder (called “batched scanning”) first repeat steps 2 & 3. Next click “Scan” on the Menu bar and select “Batch Scan” from the selection of scan types. Once selected press [image: image10.png]


. A “Batch Scanning” window will appear. Type in or browse to indicate where the files are to be scanned to or into. Make sure “count starting from” is set to ‘1’.
To decrease size of image before inserting in Lotus

Because Lotus cannot handle massive images it is necessary to decrease the amount of memory each plan/map needs. The simplest & fastest way to do this is by opening the image first in Adobe Photoshop and lowering the resolution for the image.

1. Open Adobe Photoshop program on the desktop

2. Open image that needs to have its memory reduced in size by clicking on “File” and then “Open”(ctrl + O will also do)

3. Once image is loaded click “Image” on Menu Bar and scroll down to “Image Size”

4. On the “Image Size” window tab down to or click in “Resolution” box.  The number usually present is usually 400. Lower resolution until image size is less than or close to 1 megabyte.  (For checking image size see Step 5).  This will allow multiple images to be inserted into the same Lotus file.

5. To check size of image make sure the “status bar” is active by clicking on “Window” on the Menu Bar and scrolling down to “status bar.” The size of selected image should then appear on a bar at the bottom of Photoshop window.

6. Once reduced in size click “Save-As” to save to desired target ready to be “inserted” into Lotus file.    

Steps to Insert Images into Lotus File

1. Find and open desired Lotus file; select file and click the “edit” button on menu bar, or double click on disired file and click “edit document” once file is open.

2. Scroll down to “Scanned Maps” box and click on space bellow “Scan button.”

3. Find and click on “Insert” button on menu bar. A Report Description window will appear. Either erase default words and retype or erase entirely and click OK. Click OK in New Report window.

4. In “Create Object” window select radio button for “Create an object from a file.”

5. Click on “Browse” to find and select desired file. Click OK to place in “File” bar.  

6. Select “Display as icon” box in “Create Object” window. Click “Change icon…”

7. Type over “Lotus Image” next to the box named  “Label:” if a description for image is needed. Click OK twice and image with typed label should be present in Scanned Image box. Click “Save and Close” once all images are inserted.

