Using Windows Fax and Scan program

You will find the icon on the bar at bottom of your screen. It looks like a miniature of the scanner below
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Windows: Fax and Scan

One place to scan and fax your documents

FAX: You can send and receive faxed documents on your computer without using a fax
machine. You can also print, e-mail, or save a copy of your faxes.

To get started:

1. Connect a phone line to your computer.
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Manufacturer: Microsoft Properties i

Description: HP DeskJet Plus 4100 series [6141A8] |
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To get started:

1. Connect a phone line to your computer.
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=Scan your computer.
1ltem  # No fax accounts are configured
= ey - | o = 12:01 PM
mm Q search @ & E Q (=] @ - H @ @ &= & N~ RO 5003

Created on Windows 11 Using Windows Fax and Scan Program 7/22/2023



On the New Scan window change the setting on the left side
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Color format: Color
File type: JPG (JPG File)
Resolution (DPI): SOd St
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Contrast: . 0
Preview or scan images as separate files
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Legal Extra 9.5 x 15 inches (241 x 381 mm)

10x14 10 x 14 inches (254 x 356 mm)
B4 (ISO) 250 x 353 mm (9.8 x 13.9 inches)

New Scan Super A 227 x 356 mm (8.9 x 14 inches)

Japanese Envelope Kaku #2 240 x 332 mm (9.4 x 13.1 inches)
Legal 8.5 x 14 inches (216 x 356 mm)

A4 Extra 9.3 x 12.7 inches (235 x 322 mm)

Envelope C4 229 x 324 mm (9 x 12.8 inches)

Letter Extra 9.5 x 12 inches (241 x 305 mm)

Profile: Folio 8.5 x 13 inches (216 x 330 mm)

10x11 10 x 11 inches (254 x 279 mm)

Letter Plus 8.5 x 12.7 inches (216 x 322 mm)

A4 Plus 210 x 330 mm (8.3 x 13 inches)

German Std Fanfold 8.5 x 12 inches (216 x 305 mm)

9x11 9 x 11 inches (229 x 279 mm)

/A4 Rotated 297 x 210 mm (11.7 x 8.3 inches)

A4 210 x 297 mm (8.3 x 11.7 inches)

Letter Rotated 11 x 8.5 inches (279 x 216 mm)

Japan Envelope Kaku #3 Rotated 277 x 216 mm (10.9 x 8.5 inches)
Japanese Envelope Kaku #3 216 x 277 mm (8.5 x 10.9 inches)
Quarto 215 x 275 mm (8.5 x 10.8 inches)

B5 (ISO) Extra 201 x 276 mm (7.9 x 10.9 inches)

Executive 7.3 x 10.5 inches (184 x 267 mm)

PRC 16K Rotated 260 x 188 mm (10.2 x 7.4 inches)

PRC 16K 188 x 260 mm (7.4 x 10.2 inches)

Envelope Invite 220 x 220 mm (8.7 x 8.7 inches)

B5 (JIS) Rotated 257 x 182 mm (10.1 x 7.2 inches)

B5 (JIS) 182 x 257 mm (7.2 x 10.1 inches)

Envelope B5 176 x 250 mm (6.9 x 9.8 inches)
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Screen then changes back to the original Windows Fax and Scan screen. Look for the file name at center top
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Click once of the file name to highlight and click SaveAs on the menu of words above. Name your file and
notice the location it will saved. In this case Save In: is Scanned Documents in the Documents folder.
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Click on the File Library folder on the task bar to go to the newly name file.
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A program called Paint automatically opens and shows you the scanned file. | scanned blank page for example
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Q Image,jpg

Create a video
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The Print window opens. Change the Printer from Brother to Microsoft Print to PDF
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When you are done close the Paint program and open the folder containing your PDF. Now you can email it.
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