Digitizing Photos
FastFoto Scanner

MCPL MEMORY LAB

The Memory Lab is supported by the Institute of Museum and Library Services under the provisions of the Library Services and
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Getting Started

Welcome to the Memory Lab. Review the next few pages to introduce yourself to the
equipment and software you will be using. Then, you will begin the do-it-yourself
digitization process.

Before beginning, please make sure you brought everything you need:
* Photographs
» Storage device such as a USB drive or external hard drive (or cloud storage)

The Memory Lab can digitize documents as well as photos in the physical formats of photo
prints, slides, and negatives of various sizes.

These are the instructions for using the Epson FastFoto scanner to digitize photos. Review the

other instructions provided if you would like to digitize documents with the FastFoto scanner.
It’s recommended that fragile or oversized photos are digitized using the flatbed scanner.



Getting Started:
Equipment and Software

Epson FastFoto Scanner: The FastFoto-680W is what will be scanning your photos. The
material(s) you are scanning should be placed in the upright input tray. Carefully review
pages 7-9 to learn more about preparing and loading your materials.

22 Epson FastFoto: The software used to scan and edit images.
’

File Explorer: File Explorer is the file system for Windows. This is where you can find
your storage device and files after scanning. The icon looks like a yellow file folder.

The desktop location of the programs is on the following page.



Getting Started:
Desktop Screen Guide
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Getting Started:
Equipment
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Overview of Digitization Process

Now that you are aware of the equipment and software you will be using, you are ready to
digitize your photos.

The digitization process is broken down into two parts:

1. Scanning your material: During these steps, you will turn on the scanner, place your
materials in the input tray, and use the FastFoto software to scan your photos. You may
repeat these steps if you wish to scan multiple items.

2. Finishing up: During the final steps, you will have a chance to view your scans and

transfer them to your storage device. You will also close the software and eject your
storage device from the computer.



Getting Started:
Preparing Your Photos

Before scanning, organize and clean your photos.

 Remove any dust or adhesive from the front and back of your photos to avoid marks on
the scanned copy and prevent jamming.

* Organize your photos into batches — you can arrange by subject, date, location, etc. You
can give each batch of photos a custom file name as you scan them.

* When possible, group your photos by size and landscape orientation (i.e. all 5 x 7”
photos in portrait orientation grouped together).

* Flatten curved or warped photos or scan fewer at a time to prevent jamming.

* If you are scanning small, delicate, or irreplaceable photos, we recommend you scan
them in the flatbed scanner instead, or ask at the front desk for the carrier sheet.

* Fan the stack of photos to separate any photos that may be stuck together.

e Scan polaroid or panoramic photos one at a time.



Getting Started:
Loading Your Materials

1. Press the power button to turn on the scanner.

2. Extend the input tray. If scanning panoramic photos,
extend the gray paper support.

3. Extend the output tray and raise the stopper to catch
the scanned photos. Adjust its location to fit the size of
your materials.

4. You may now load your materials into the input tray
following the directions on the next page.




Getting Started:
Loading Your Materials

1. Slide out the edge guides.

2. Load the material:

Load up to 36 photos in a single batch, faceup.

* For landscape-oriented photos, load the top edge of the photo first. For portrait-
oriented photos, load one of the long edges first to scan faster and prevent skew (or
crookedness) during scanning.

e Ifyouload 4 x6” and 5 x 7” photos in the same batch, align the photos in the center
and place the smaller photos on top. Load polaroid or panoramic photos one at a time

* Do not load photos in the scanner while it is scanning.

* Do not mix photos and documents in the same batch.



Software Settings

Before you begin scanning, take the time to make sure the correct software
settings are applied by following these instructions.

1. Click on the FastFoto icon
to open the software.

E Epson FastFoto

Delete Help

[ Sortby: |File name:A-Z O View: All Original Enhanced Texton Back —

2. Click on Settings in the top
right corner.

.n.

Settings

0 photo, 0 photo selected




Organization Settings

i Save my scanned photos here:

7’ Enhancements

| Folder C\Users\Memory Lab\Desktop Cr

File Name Prefix
_g_ Scan Settings Preview: _0001_a,jpg

. Prompt me to describe each batch of photos before scanning
Advanced Settings

When you press the scan button, you will be prompted to describe that batch of photos. FastFoto will thet™s psganized file
names, folder names, and tags.

.i. Upload

After scanning, view my photos with:
E| Scanner Seftings

Epson FastFoto

E Other Settings

3. Make sure the box for Prompt me to describe each
batch of photos before scanning is checked

E [ Epson FastFoto Settings *

“ Cance' |

1. Determine where your image

files are saved.

Click on the folder icon and
select your storage device.

2. Set the File Name Prefix.

(optional, but recommended)

This will title all the images as a
series with a set prefix, such as
“2001_Vegas_Family Trip ”

The files will be saved with
sequential numbers following
the prefix.

Consider your desired naming

format and be consistent.




Enhancement Settings

Modifying these settings
is optional.

1. Auto Enhance
2. Remove Red Eye

3. Restore Faded Colors

Note: Under Apply these
enhancements: select
To a second copy of the
photo.

E ﬂ Epson FastFoto Settings

‘ [ Organization

7 Enhancements

{ _g_ Scan Settings
Advanced Settings
L Upload

& Scanner Settings

E Other Settings

Enhancements

Apply the following enhancements to all scans: s

Images Simulated

Criginal Enhanced
Auto Enhance

Automatically adjusts the brightness, contrast, and saturation of photos.

Remove Red Eye
Automatically reduces the red-eye effect in photos.

Restore Faded Colors
Automatically restores the colors in faded photos.

Note: Enhancement results may vary due to image content.

Apply these enhancements:
() Directly to the scanned photo
@ To a second copy of the photo (recommended)

We'll save your original photo and also create a second photo with enhancements. This allows you to choose the version you
prefer.

|




Scan Settings

r

E Epscon FastFoto Settings

I_:I QOrganization

7’ Enhancements
Advanced Settings
.i. Upload

&' Scanner Settings

5 Other Settings

Scan Settings

Photo type:
@ Panoram ic phot
Standard photos Instant photos (15.5-36in)

Scan my photos at this reselution:

() 200 dpi - fastest scanning

Great for reprints, slideshows, and sharing.

At 300 dpi, each photo takes about 1 second to scan.
@ 600 dpi - archival scanning

Great for archiving, enlarging, and cropping.

At 600 dpi, each photo takes about 3 seconds to scan.
() 1200 dpi (interpolated) - highest resolution

Extra resolution for enlarging and cropping.

At 1200 dpi, each photo takes about 10 seconds to scan.

File format:
) JPEG
@ TIFF

Scan the back of my photos with Epson single-step technology

Light

Save the back of photos that have any detectable printing or handwriting.

“ Cance' |

1. Photo Type

Recommended setting:
“Standard photos” for most
photos. If you are scanning a
polaroid or panoramic photo,
select the appropriate option.

2. Resolution

Recommended setting: 600 dpi

3. File format

Recommended setting: TIFF

4. Scan the back of my photos

Check the box to scan the back
of each photo. Use the slider to
adjust it to your needs.




Scanning Photos

It is now time to digitize your photographs.

1. Make sure your photos are
properly loaded in the input tray.

Help

View: All Original Enhanced Texton Back

2. Make sure the output tray is
extended.

3. When you’re ready to begin
scanning, click on Start Scanning.

0 phato, 0 photo selected




4. Describe your photos — FastFoto
uses this to automatically name your
image files and organize them into a
specific folder.

Begin by entering a Subject. Select a
phrase or title that describes the
batch of photos. i.e. “Hawaii Trip,”
“Smith Wedding,” etc.

Entering a Year and Month or Season
is optional but it’s helpful to include
when that information is known.

5. Make sure the box for Create a
subfolder for this batch of pictures is
checked.

E Epson FastFoto

Describe Your Photos

SastEoto will use this information to create organized file names, folders, and tags.

Year: Month er Season:

Subject:

1999 ¥ | | June ¥ | | Hawaii Trip

File Name Preview: 1999_lune_Hawaii_Trip_0001_a

Create a subfolder for this batch of pictures
Folder Name Preview:

Load the photos into the input tray face up and top edge
first.
Slide the photos into the ADF until they meet resistance.

Ch\UsershJacksonHodges\Pictures\FastFoto\ 1999 _June_Hawaii_Trip

[[] Do not prompt me to describe my photos when scanning

Start Scanning

6. Click on the blue Start Scanning button to begin.




4. After each batch of photos, the software
will prompt you to load more photos into the
scanner, then press Scan Next Batch.

The software keeps a running total of photos
scanned.

5. Once all photos have been scanned, click
the Done Scanning button.

B epson FastFoto

6. Thumbnails of your scanned photos
are shown on the left. Click on each
thumbnail to display it in the window

on the right.

Optional: To edit your scanned images,
click on the Edit button at the top to
view and use the tools.
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E Epson FastFoto

71 photos scanned.

Have more photos?

Load more photos in the scanner, then press Scan Next Batch.

Scan Mext Batch

i5_Soccer. C~:> aSo\ Cm oSm(rrp
0001.a 0002 0003

2000_july_Wea ac 2000 July Wa

\900 uly_Wiza

2000_July_Wizar
ds_Soccer_Camp dSoce'('np dSo((eCr'rp dixce
0005 0007 0007,

ds_Soccer (mp ds Socces Camp  ds_Soceer Camp

262 photo, 1 photo selected

2000_July_ Wi 2000_July_Wiza

c mp a So((e (

=
RS T
2000_tuly Wazar  2000_luly Wizar

ds Soccer Camp  ds_Soccer Camp Date Token: 2000-7-1




Finishing Up

Once your photos have been scanned, you are almost finished with the
digitization process. You are now ready to transfer your scans by locating them
in File Explorer. To upload your photos directly to cloud storage, go to page 21.

1. First, remove all your materials from the scanner’s output tray. Do not close the
FastFoto software.

2. Transfer your photos to your storage device using the following steps, if necessary.

3. Click the file explorer icon on the bottom toolbar. It looks like a yellow file folder. m



4. When File Explorer is EER E——
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5. Click on the FastFoto
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view the folders that were
automatically named and
created.




6. To view your scans,
locate them in the folder
named according to the
information you entered
to describe your scans.

7. If you saved the files
to the computer instead
of your storage device,
to transfer the files:
select the folder(s) you
wish to transfer and right
click on the folder and
select Copy from the
drop-down menu.

Home Shar:

Pinto Quick Copy Paste
cccccc

Clipboard Organize Mew
“ v 5 s ThisPC » Pictures » FastFoto »
7 Quick access
g This PC
8 3D Objects
I Desktop 2000_uly_Wiza Open
Documents s_Soccer_Cam Open in new window
; Downloads Pin to Quick access
Add to Windows Media Player list
J'! Music X
Play with Windows Media Player
Pict
] Prctures Cast to Device
Felf Eﬂ Scan with Microsoft Defender...
8 videos
Give access to
i Local Disk (C:) . .
Restore previous versions
= US8 Drive (D) Include in library
- WSB Drive (D:) Pin to Start
Y letwork Send to
Copy
Create shortcut

Manage

Picture Tools
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FastFoto

Copy Delete Rename Ne
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8. Look for your storage device on the left side of the
window and click on it to open.

o preview

available.



9. When your storage device is
open, right click in the open
space and select paste from the

drop-down menu.

10. When finished transferring
all your photos, right click on

the name of your storage

device and click Eject. Your

device can now be safely

removed from the computer.
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11. Return to the FastFoto
folder and delete your photos
by selecting the folder and
pressing the delete key or by
right clicking and selecting
delete.

12. You can now close the FastFoto software.




Saving to Cloud Storage

Option One (recommended): Save your image files to the computer and then access your cloud
storage through an internet browser and upload the files.

Option Two: Save your scanned images to Google Drive directly from the FastFoto software:

1. Click on Settings and open the T T—— 5
Upload menu- 1 Crganization Up|0ad
'/ Enhancemen ts Click to enable: |
2. Click on the Google Drive icon. - 220 6
- Dropbox Google Drive
. Advanced Settings
3. In the window that appears,
sign into your Google Drive
accou nt. - [0 G Signin-Google Accounts 7 x  + — o x |
C (& htp google.com/v3/signin/identifier?opp 253Fadsh=51611278928%3A.. A 7 ) = &' - M

4. Click Ok to return to the |
main menu. to continue to FastFoto \ - ’

Forgot email?

Before using this app, you can review FastFoto's privacy
policy and terms of service.




Saving to Google Drive

1. Click on the Upload button
located at the top of the
window.

Help Settings

cannin:

Folder: |CAUsers\JacksonHodges\Pictures\Fastiillo [ Sertby |Fi|E name: A-Z o View: All Original Enhanced Text on Back

2. In the new menu that
appears, click on the
Google Drive icon.

B Epson FastFoto

3. Locate the files on the
computer and transfer
them to your drive

4. Once the upload process is
complete, return to the
Upload menu in the
Settings.

0 photo, 0 photo selected




Signing Out of Your Google Drive Account

1. Above the Google Drive icon, | B tsonfasfooserin: X
there should a note that reads: | osenton Upload
Curren t/y enabled' C/iCk tO VieW c.}_) N AL:‘I]TTica”beplload your scanned photos to these popular services. i
or change settings. '_ PN i
_g_ Scan Settings ?1’ L
Dropbox Google Drive
2. Click where it indicates. Advanced Settings
3. Click on the gray Disable
Google Drive button. 5 S s

E Other Settings

4. In the pop-up window that
appears, click Disable.
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