
  

 
 
 

Scanning an Image using Adobe Photoshop 
 

1. Click on the Apple icon in the upper left corner of your screen. 
2. Click on Adobe Photoshop 6.0.1 
3. Click on File, Import, Deskscan II. 

 
 



  

4. To see a preview of what your image will look like, click on Preview. 

 
 

5. Select the area that you want to scan, by dragging the dotted box around the area 
that you want to save. 

6. If your image is a color image, under Type, choose Color Drawing or for photos, 
click on Color Photo. 



  

7. Next, Click on Final to scan the image into Photoshop. Photoshop will open and 
show your final image. 

 
 
8. Before saving, there are adjustments that you can make in Photoshop to make 

your image look the way that you want it to look. 
a. To adjust the size of the image, click on Image, Image Size and make the 

necessary adjustments that you want to make. 

 
b. If the image is sideways or if it is upside down, click on Image, Rotate 

Canvas and choose which way that you want to rotate the image. 
9. Once you are ready to save the image, click on File, Save and save your image to 

the folder or disk you want it saved to. 



  

Scanning a Document Using OmniPage Pro’s Optical Character 
Recognition Feature 

 
1. Click on the Apple icon in the upper left hand corner of your screen. 
2. Click on OmniPage Pro 8.0 
3. To scan an image or a document, click on Process, Scan Image. OmniPage 

will scan your image or document. 
4. If your document is a handwritten document and you would like to use the 

Character Recognition feature of OmniPage, click on Process, OCR & 
Check. OmniPage will then bring up a page which shows what it scanned and 
then will bring up a proofread OCR box which will show unrecognizable 
characters and allow you to change these characters to the correct ones. To do 
this, type in the correct character or characters in the Change to: dialog box 
and then click Change. If you do not want to change the character, click 
Ignore. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  

 
5. Once OmniPage has finished proofreading the document, you can click on 

Process, Save As. 

 
 
Under Format you can choose from a variety of file formats to save the file.  
Choose the format that you wish to save the file as and also choose where you 
want to save the file and click on Save. 
 



  

6. Below is an example of a Word document that shows what was scanned above 
once the proofreading is complete. As you can see, even though OmniPage 
may recognize characters, they may not always be the characters that you 
want them to be. 

 

 
 

Scanning an Image or a Document using OmniPage Pro 
 

1. Click on the Apple icon in the upper left hand corner of your screen. 
2. Click on OmniPage Pro 8.0 
3. Click on Process, Scan Image. 
4. Your image or document will show up on the screen. 

 
 
 
 
 
 
 
 
 
 



  

5. To save your image, click on Process, Save As. 

 
 
6. From here you can choose where to save your document and also what format 

you want to save your document as (such as a Word file). 
 

 
 
 
 
 
 
 


