Computer Helpline
Portrait Image Scanning

By Mike Reed

In this month’s article, I will teach you the best ways to produce high quality scans. I will also explain the differences between scanning for print and scanning for use on the World Wide Web. Just because you can scan now, doesn’t mean you know how to get the very best quality out of every scan, so keep reading and learn the secrets of scanning professionals. 
Portrait Scanning

If you produce personalized prayer cards, candles, videos, online memorials or obituaries that include a picture, then you have had to face the challenge of image scanning. It is amazing how many people tackle this challenge incorrectly, and yet produce results that can be deemed as acceptable. What I hope to help you do is to move beyond acceptable, to producing the finest quality images that your equipment can produce.

You Need the Right Software

An important ingredient to producing first class results is the use of first class imaging software such as Adobe Photoshop. Your computer came with Microsoft Paint and it can do some of the basics needed to produce results, but it falls far short of giving you the options you really need. Photoshop is much like Microsoft Word, way too many buttons and options for most tasks, but it’s sure to have just the tool you need in almost any situation. If you don’t have Photoshop yet, order it today, it will be worth it! In my next installment, I’ll focus on image touch-up and manipulation. So don’t be frightened by the number of options, I’ll help you find the few that will give you the power you need to produce winning results every time.
You Need the Right Hardware

Print shops, drug stores or just about anyone who develops film can scan photos and deliver them to you on a CD-ROM, but that is an expensive and time consuming option for most funeral homes. If you will scan more than 15 portraits a year, then you can justify owning a scanner. A scanner is a lot like a copy machine, except instead of printing a copy of the picture, it creates an electronic version, stored on your computer.
Think About How You Will Use the Picture

How you scan can greatly affect the quality of the images that you will use to display on the web or to print with. Potentially, depending how good you want the prints to look, you may even perform two scans of every picture and create two separate images. You may want to create one image for the web and a second image for printing. Web images might be used for the funeral home website, for online obituaries or online memorials. Print ready images can be used in a wide range of memorial items, such as prayer cards, memorial cards, candles, plaques…
Millions of Dots

Look at any picture in this or any magazine, you will notice, if you look closely, that the image is made up of millions of tiny dots. The higher the number of these dots, the finer the image detail and the better the image looks. Typically when you print in color professionally, you need about 300 dots per inch (dpi). When you display an image on the web, you typically need about 96 dpi. You can scan only once, at 300 dpi and then downsize the image to 96 dpi for web use. For maximum quality, two separate scans works best, one targeted at 96dpi and another at 300dpi.
Scan it Right

When you scan an image, using the right dpi setting is critical to getting the best possible results. Most scanners default to 300dpi. This is about triple the density of dots that is needed for web output but is just right for printing. Many modern scanners can scan as high at 4800dpi, some even higher, so why not use the highest dpi setting every time? Most people new to scanning have no idea what scanning dpi to select. Higher is always better, right?
Never assume that higher dpi equals better quality. The truth is that if you can determine just how many dots you need for the final print, and then you scan to match that, you will get the cleanest and crispest possible output. You see, when you scan with more dots than you need, you over burden your computer, working with dots that will just get tossed out when it comes time to print, plus when you store these images, they will take up extra space on your computer.

If you scan too few dots, then the output looks blocky, if you scan too many dots, the output looks blurry or soft. For the crispest output, you need to closely match the input dots to the output dots. To scan the right number of dots, you have to measure the part of the picture you are scanning and know the size the image will be when printed. If you start with an 8x10 portrait and you plan to print the image only 2 inches tall, then that is considerably different than if you have a wallet photo with 3 people in it and you need to isolate one tiny face and then blow it up to print an 8x10 photo.

How Many Dots Do You Need?
The first step is choosing how you will use the scanned image. Measure the size you will print the image and assume you need 300 dots for every inch of the image on paper. Then measure the part of the picture you will scan. With this information, you can determine the number of dots that you will need in the scanned image, and thus the DPI to use for scanning.

Here is an example. Let’s assume that we have a 5x7 portrait and we need to print the image at three inches tall. If we assume that we need 300 dots per inch for the print, then we need 300 (the output dpi) times 3 (the height in inches of the output image) dots to cover the height of the image (300 x 3 = 900). 
Because the original image is seven inches tall, to get the 900 dots we need to print, we would need 900 dots scanned from the 7 inches of the original photo. This means that we need to scan at about 128 dpi, or 900 ÷ 7 = 128. If we scanned at 300dpi, the default for most scanners, we’d have over twice the dots that we need. If we scanned at 4800dpi, the best most scanners can do, we’d have over 37 times as many dots as we need. If you don’t need it, don’t scan it.
Here is another example. If we had an 8x10 family portrait and we measured 3x2 inches to crop just the head of the deceased from the picture, and we decide to create a web based image at 96dpi that was to be 3x2 on the screen, then we do the same math as before, but with different figures. We start by finding the number of dots we need in the output. We know that the output is 3 inches tall and needs 96dpi, so we use 96 x 3 = 288 dots needed for the full height of the image on the screen. We then note that the original area to scan is three inches tall, so we divide the dots by 3, giving us 96 once again (That happened because the original size just happened to match the output size of 2x3 inches). The math is pretty simple when the input and output sizes are the same, but the idea works for any input and output size. Because the final answer was 96, we know that we need to scan at 96dpi.
One challenge is that most scanners won’t let you pick just any dpi you want. Instead, you need to select the next higher dpi setting that is closest to the dpi you need. So, if you need 96 dpi, you may need to use the 100dpi setting, assuming that your scanner supports that mode. The key is making sure you get all the dots you need and as few extra dots as possible. Check the manual for your printer and always select an optical resolution that is closest to the dpi setting that you need.
If all of this is just too confusing and you’re happy with images that are a bit soft, then always scan at 300dpi. Unless your scanning a very small image and blowing it up, more dots simply takes up more space than is needed.

The Windows XP Scanning Wizard
Windows XP makes scanning pretty simple. With many scanners, all you do is place the image on the glass, close the cover and push the “SCAN” button. With the right scanner and with it properly configured, this will run the “Scanner and Camera Wizard”. If this option isn’t available with your scanner, you can still use the “Scanner and Camera Wizard” by clicking on “Start” then “Accessories” and then on “Scanner and Camera Wizard”. If you have a scanner properly installed and turned on, this will start the wizard.

Once you’re in the wizard, make sure you have placed the image on the scanner glass and closed the lid. Now click the “Custom Settings” button and select the “Resolution (DPI)” that is equal to, or one step higher than the dpi that you calculated for the scan. Remember, higher settings do not equal better, they only cause the scanned image to take up more room on your computer. Enough is enough; get only the dots you need. Once you have selected the correct dpi setting, click “OK”.
Now that you have the settings right, click the “Preview” button. This will cause the scanner to capture and display a quick scan of the image and automatically select the smallest rectangle that will encompass the image on the scanner. You can click and drag the corner controls in the preview area to more closely select just the area to scan. Scanning too much area also wastes space on your computer by capturing image area that you really don’t need. When you have selected the area to scan, click the “Next” button.

Picture Name and Destination
You will now be presented with the “Picture Name and Destination” page of the wizard. There are three separate settings on this page and each deserves close attention and understanding so that you make wise choices. On this page, you will choose the base name of the image, the format to use when saving the image and where on your computer to save the image.
There are many proper and logical ways to organize images on your computer. If the method I propose does not fit your needs, simply adjust as needed. The design I will propose will work best for homes that will deal with between 10 and about 50 funerals with scanned images each month.

The first setting is the name for the image. The terminology used on the page is “group”. This is so that is you scan more than one image for a particular funeral that each image shares a base name. No matter if you plan to scan one or several images, the correct thing to enter is the full name of the deceased. I recommend that you type the last name followed by the first name and then if available the middle name.

The second setting determines how the dots that make up the image are stored. Each of the available formats has unique properties that make them appropriate for different uses, but the two that are the most common are TIF and JPG. TIF (also known as TIFF) is the best format if you plan to print an image and JPG is the best if you plan to display the image on the Internet.
The final setting defines where on your computer to store the newly scanned image. If you have a centralized server, that would be the best place to store the images, but if not, use the “My Images” folder on the computer connected to the scanner. You may want to create folders for each year to help separate the images and make it easier to archive past years images to CD.
Once all three settings are complete, click “Next” and the scanner will begin the actual scanning process. This may take a short time, but when it’s complete, the image will exits in the format you choose, with the name and in the location you choose. You will be presented with the “Other Options” page of the wizard where you can choose to close the wizard by selecting the “Nothing” option or you can click the “Back” button which will take you back to the “Chose Scanning Preferences” so that you can scan another image.
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