
Scanning 
Photos 
in the
Memory Lab



Push this grey button to turn it on.

After you turn it on wait for the green light to become solid, then it is on.

This is the Epson scanner.



Place photo or document on top left
corner of scanner glass. 

Lower top.



Turning on the Mac and Monitor

To turn on the monitor, 
push this first button
on the right underhand
side

In the back right
corner, push in
the recessed
“on” button

Give it a few moments 
and look for the small
dot to light up here. 
Now the Mac is on.



Logging in to the Mac

1. Click on CPL Memory Lab
 

2. Type in the password: 298Cedar
  



3. Insert your flash drive 
or external hard drive 
in the USB port on the
side of the monitor. 
It will appear on the
desktop.

4. Double click on 
the rainbow eye icon,
 right in the middle 
of the row below. 
This is our scanning
software, “Silverfast 8.” 

Your external
hard drive

Logging in to the Mac



Open the Silverfast 8 software. Then, click on the Start button.
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This is the order of the tasks to scan your pictures. See details next for each step!



The Preset Photo Quality (or "resolution") is something 
that can be changed if you want. 
However, if you select the higher settings it takes longer to
scan, is harder to share, and takes up much more storage.  
An excellent range to get quality scans is 300-1600 dpi.

3. Select your file type. 
TIFF is the preferred type for photos. 
JPEG files are also for photos but are not as good quality. 
PDF files can be used to scan documents, 
they take up far less space on your hard drive than photos.

2. Click on the file icon 
to determine your path
 for saving the file. 
Select your external hard
drive. 
(This one is called NO NAME)

1. Name your file.

Troubleshooting Tip:
If your storage device does not show up on
step 2, exit the Silverfast 8 software. Then
go and find your storage device using the
finder tool and open your storage device. 
NOW, go back into Silverfast 8 and find it.
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Click on Scan.

4

When the Prescan is complete,
drag the orange square borders
to frame your photo.

5

Watch the progress of your
 Prescan and Scan at the bottom left
of the screen.

Click on Prescan.
(watch the progress at
bottom left)

(Check the Path and Name again
before scanning)



 Always check your file  "Path" and "Name" before clicking "Scan."

Sometimes the file name will revert to the last name typed in, and the  path may revert to the
"cplmemorylab" documents folder.
Be sure to always check the name and path  before clicking scan. 



Pro Tips for Photo Scanning:

Organize your photos by topic and create
folders on your storage device 
named for each topic. 
Example: Wedding pictures, baby pictures,
1990.

Consider only naming the first photo in 
each folder. The computer will name all 
the following pictures you scan, Wedding 2,
Wedding 3, Wedding 4...etc. 
This saves time in the Memory Lab 
and allows you to re-name them at home
when you have more time.



How to view your photo Find your file by clicking 
on your external hard
drive on the left of the
screen. 
(This one is called “NO NAME”.) 
Double click on the picture 
file to open it. 

Click on the “Finder”
 at the left end 
of the row of icons 
on the home screen.

When done with all scanning, eject your
external hard drive by clicking on the triangle 
to the right of your hard drive name. 
(It will disappear from the home screen.)



Eject your flash drive. 
Scan the “Welcome to the Memory Lab!” 
sheet and save it to the 
documents folder on the Mac.

Delete any of your photos 
or documents that may have 
been saved on the Mac in “documents.”

Shut down the Mac by clicking the apple 
on the top left of the home screen. 
Turn off the scanner by pushing in the grey
button.

Now that you have all these beautiful pictures digitized be sure to copy them onto another hard drive. 
Keep the hard drives stored in different places. Consider also storing them online, this makes them easy to share, too! 

Before you go...



Troubleshooting Silverfast 8 software

If Silverfast 8 opens to this screen it means someone 
 clicked on the globe icon on the top left. 
Click there again to deactivate this mode.
(The globe should be red.)

If you don’t see the box where you name your file
and select file type and where to save it,
click on the arrow next to where it says “Scan Dimensions”
(see where it says "Expand Dialog")
and the box will open up again.


