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Important points to Take Care: Make sure that the scanned documents are readable. Collect the
originals from the scanner collate and clip the documents onCe again. The file should have details of
the content and a barcode on the top to help faster retrieval. If DPI (dots per inch) is more, photo is
sharp but the size of the file is less.

Scanning guidelines- ~ w

Scanner setting (Note sheet-tear & poor legibility): 200 dpi B&W or 200 dpi 8 bit gray scale, output
format- pdf, output size expected-(Single page- 150 kb B/W, per 10 pages-890 kb, per 25 pages-1.5
mb)

Scanner setting (Note sheet-clean paper): 150 dpi- B&W, outp?ut format — pdf, output size expected-
(single page-15 kb B/w, per 10 pages-250kb, per 25 pages —1.1ﬁwb)
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Scanner setting (correspondence-handwritten) : 200 dpi - é&W or 200 dpi 8 bit gray scale, output
format — pdf, output size expected- (single page- 150 kb B/w, per 10 pages-1mb, per 25 pages-1.7
mb) |

Scanner setting (correspondence-Printed Paper/computer printed): 150 dpi - B&W, output format-
pdf, output size expected - (single page- 15-20 kb, per 10 pages-300kb, per 25 pages-1mb)
Scanner setting (correspondence-colour printed paper):300 dpi - colour, output format- pdf, output

size expected - (single page- 450 kb, per 10 pages-3mb, per 25 pages-5mb)

Create Folder <office/section-name> (save the following in it)

Noting: Scan all the pages of the noting as one single pdf document i.e. maximum file size = 20 mb &

save as <file name-noting.pdf>

Correspondence : Can be multiple files (each file size = 20 mb max.) & save as <file name-corres-no.

pdf>

Check the file size and quality after scanning.
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