NATIONAL OCEANIC & ATMOSPHERIC
ADMINISTRATION

1. Scan your picture.

2. Select the “True Color’ option under the ‘Output Type’ menu if your dealing with a
colored picture, otherwise choose ‘Black & White’, ‘Grayscale’, or “Text’. If the ‘Output
Type’ tag does not exist, look under the other tags for these choices and check the
appropriate box. (Attached page 2) ’

3. Select the ‘Output Resolution’ option under the “Tools’ menu. Select ‘100’ from the list
options and exit the menu.
(Attached pages 3 & 4).

4. Leave all other options as their default.

5. Save your file as a Jpeg Image (*.jpg), (Attached pages 5 & 6).

If you are not able to complete steps 1-4, but are able to complete step 5, your file may be
small enough to transmit over the Internet. Saving your file as a Jpeg Image (Step 5)
decreases the file size the most. To find out if you were successful, right click on your saved
picture file and click properties. Generally, if the size of the file is in (Bytes and under

700,000) or (Kilobytes (KB) and under 700) your alright, if the file is in Megabytes (MB) or
any other file type, the file size is too large.
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