
 

 
 
 
 
 

Using Pacific Scanners
PC Labs 

Students, Faculty & Staff 

This document is designed to help students, faculty and staff use the Epson scanners located in the PC computer labs in the 
lower level of Marsh Hall and in the Library commons.  These scanners are available on a first-come, first-served basis to 
anyone with a valid PUNet ID and password. 

Getting Started 

Begin by placing your document/photo on the flatbed and closing the 
scanner lid.  To open the Epson Smart Panel, click the Start button 
and choose All Programs/Epson/Epson SmartPanel. 

Scanning Options 

 SCAN TO FILE 

This is the most commonly used option.  Files can be saved in a 
variety of image formats like JPG and GIF. 

Click Scan to File to begin the scan process. 
Once your document/photo has been scanned, the Verify Assistant will 

pop up with a preview of your scanned image.  Double-click the 
image to preview it full-size.  If it’s not correct, scan it again.   

From the Verify Assistant, you can choose to Scan More or Finish and 
save your file(s). 

The default Save location is the My Documents folder.  To save to 
another source such as your jump drive, CD, or zip disk, click the 
Browse button. 

Choose the format to save your image as and click Save. 
  
 SCAN TO OCR 

You can also scan a document as a document, so that it can be opened with Word and edited.  This feature is called OCR, 
Optical Character Recognition. 

NOTE:  Scanning with OCR does not create a perfect copy of your document.  Typically, the software will pick up 
graphics, smudges, and any other unusual markings and convert them to text, leaving it to you to edit the document later.  If 
you need an exact copy of the document, scan it as an image file.   

Select Scan to OCR from the Smart Panel and scan your document.  If you only need part of the document translated to an 
electronic file, use Preview to select the area you want scanned. 
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