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Procedure for Scanning Dwgs on the Kip Scanner/Plotter
1. Start by making sure PC is set to the PC and not the KIP Plotter controller by hitting the following keys:  CTRL, then CTRL again, and then the number 2

2. Log onto PC by Kip Plotter:   user: MSDDPRINT
password: scanAway3579
domain: PPDPRINTBOND (this computer)

3. Run PowerPrint Scan

A. Select format required such as TIFF or PDF (these are the 2 most commonly used formats) found in the lower left hand corner of the window.
B. Name file or select the default

C. Hit the scan button and load document into the scanner

D. A viewer will now pop up what has been scanned, verify and then just exit out of this viewer by selecting File/Exit.
E. Note the location of the file.  The default should be C:\IMAGES

4. Transfer file to the desired location; 3.5 Floppy, CD, or your account on the PPD Server.  
To send the file to a 3.5 Floppy or a CD:

A. Click on MY Computer and go the file location (i.e. C:\IMAGES.)
B. Select the file and right mouse click and select the command: Send To.

C. Pick desired media of Floppy or CD.

To send the file to your account on the PPD Server:

A. Start Menu, select Run command.

B. Type in: \\blue1\ppd_users\(your user name)  i.e. \\blue1\ppd_users\friend
C.  A login prompt now pops up asking for a username and password:

username: fermi\username      i.e. fermi\friend
password: (enter your fermi domain password)
D. Click on MY Computer and go the file location i.e. C:\IMAGES.
E.   Drag scanned file from its location to your PPD account area.

5.  Log off PC.  Now you can go back to your own desk area and access these scanned files. 


