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MODULE 9.  

USING MICROFILMS 

Microfilm is used for the preservation and archiving of documents, and 

makes researching information on these documents much more accessible to 

the public. Microfilm readers are part of every modern library, and are easy 

to use. Though the microfilm readers may have different styles, they have 

the same basic function of allowing the viewer to read information off an 

illuminated frame of a strip of microfilm, usually 35mm film width. The 

microfilm comes in a roll on a reel that is usually plastic, roughly about 

three and 3/4 inches in diameter. 

The ST Viewscan II 

 Double-click the desktop icon for ViewScan Premium to start the 

scanning software 

Loading the film/fiche 

1. Pull the carrier handle forward until the top glass is raised  

2. Place the roll on the left spool with the end of the film overlapping the top of the 

roll (inwards) and pull under the first white spindle under the glass, under the second white spindle and 

then insert into the slot on the take-up reel. 

3. Push the carrier handle in to lower the glass and move the film under the camera until the film image 

appears on the screen (may need to move carrier in or out to adjust position). 

4. Push the red button pointing right to advance the film (left button rewinds). 

Using ViewScan Software 

1. After double clicking past the Splash screen the following screen 

opens. 

2. Select the desired skill level 

 Simple - View and Print images - similar to an older style 

reader/printer 

 Standard - View, scan, simple editing and print 

 Advanced - View, scan, advanced editing and operational 

features. 

3. Once the program is running you will see the film image appear in the viewing area in the centre of the 

screen. You will also see all of the BROWSE mode tools available to use for the selected level across the 

top of the window. 

The film may need to be rotated in a different direction or angle to view it properly. If necessary, 

rotate film using the Rotate Left or Rotate Right buttons on the computer screen. 

Use the “Digital Zoom” buttons to resize the film image so that it is comfortable to read, then apply 

the adjacent “Focus” (Zoom In/Out & Focus In/Out) buttons as necessary. 

To improve the appearance of the film, click Adjust Brightness  or Positive Negative. 
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MODULE 9 - Using Microfilms - Contents cont. 

4. Virtual film control buttons show on the bottom of the screen. These can be used 

as an alternative to the buttons on the film carrier. They operate the same way.  

Tabs 

There are three TABS above the tool bar giving access to the three modes of operation - Browse, Cropping 

and File - that allow you to view, edit, crop, save or print. Browse is the default start tab. 

 Browse  

  

 The icons across the top do what they say they do. 

 The Full Frame button at the bottom of the screen captures the whole screen. ' 

 Click on the image to zoom to any area you would like enlarge. Click again to zoom out. 

 Cropping 

  

 

 

 

 

 Use to select one (or more) articles or images from a page. Click the cropping Tab and click and drag 

a line around the desired content. 

 Make multiple crops on a non-rectangular image and the software will automatically make all of the 

boxes into a single crop. 

 If you make a mistake use the Clear Selections icon to start over. 

 Use the Capture Cropped Area icon at the bottom to capture what you have cropped. Your cropped 

article(s) will appear in the film strip area at the bottom. 

 At any time you can click on the thumbnail to view, adjust, rename and/or instant print your image. 

 Optional. lf you select the 'Text Search/Area Enhancement’ button from the captured Image Review 

window a new window opens. Select New enhancement Area and click and hold the mouse to drag 

the cursor around the area you want to enhance. Then release. The box will turn from blue to orange 

when an area is selected. Make sure to be within the area of the image or an area will not be selected. 

With an area selected, you can now make adjustments to the levels, brightness, contrast and 

sharpness. Click OK to save your enhancements. 

 Tab back to Browse to capture more images, or to File or export your images. 

 Clip Merge 

You can combine two or more scans onto one page using Clip Merge. First, scan all the images you want to 

combine. Second, next to the Image Bin is a button labelled Launch ClipMerge. When that is clicked a new 

window opens. To import a clip select the symbol that is a plus sign(+) in a circle. Select the clip to import. 

Once selected you need to place it, to do so click and drag the image from the top left to bottom right until 

you achieve the size desired. To import a second image repeat the steps. Save! 
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 File 

The File tab offers the functions of saving or printing your image 

  

  

 PRINT. Allows you to select the image(s) to print. A print preview is available. 

 FlLE SAVE. Here you can select which image(s) to send where. Choose a file name, location (use 

for saving to USB) & format (the default selection is Multi Page PDF. If you plan to import your file 

into another image editing utility, select the alternative format most appropriate for you). 

 Click the “Save” button at the top of the screen. 

Finishing up 

1. When finished, click the “X” in the top right corner to close ViewScan. 

2. Rewind the film by using the “rewind” and “fast-rewind” buttons. Once the reel is fully rewound, it may 

be pulled off the spindle. 


