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Tips on “How to do scan paper”

The maximum File size of documents required in the “Online —
Application” is 256 KB.

Please follow the below steps to do best scan and get the required size

for the scanned document.

e Always do scan Black & White

e Scan your document as PDF or JPG

e Resolution no more 200 DPI

o |f the scan size still bigger than the required size:

o Open the file

o Use “Windows snipping tool” capture the

screen try not to leave space and margins.
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') Snipping Tool
SQ Pping

O Sa»ve it

e Use Microsoft Office 2010 to resize the image
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Right Click on the Image
Choose “ Open With”

Preview

Open

Upload to Web Albums...
Set as desktop background
Edit

Print

Rotate clockwise

Rotate counterclockwise

#  Move to Dropbox

Scan with FortiClient AntiVirus

Submit for analysis

Scan for Viruses...

Open with

Share with

Snagit

Add to archive...

Add to "download.rar”

Compress and email...
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Compress to "download.rar” and email

Restore previous versions
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o Select Microsoft Office
2010

Microsoft Office 2010 ;

Movie Maker

Paint

Photo Gallery

Picasa Photo Viewer
Windows Media Center

Windows Photo Viewer

Choose default program...
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o Resize the image
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] Microsoft Office 2010

: Ele Edit View | Ricture | Tools Help

‘@ Shortcuts.. = 7 Auto Correct Ctrl+Q
=3 = &) Erightness and Contrast...

Color...

E
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4 Crop...
&
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Rotate and Flip...
Red Eye Removal...

Regize...

Compress Pictures...

* Penguins.ipg 4 » Gk
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1 files selected
Resize scttings
Makee picture fit inside:
(@ Original size
() Predefined width x height:

=
() Custom width x height: ‘
all :

pixels
| Percentage of ongnal width x
height:

<1 %

| Size setting summary

Original size: 6490 x 480 pixels
New size: 640 x 480 pixels

o Under Resize Settings in the Right Sidebar Choose

=

Predefined width*height : Web-Large or Web-Small

] Microsoft Office 2010
: File Edit View Picture Tools Help

lishorteuts., il @80 ¥ 2B X

{4 ,;. P42 S 127 Edit Pictures... 73] Auto Correct z
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Type a question for help v
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 Resize v X

Penguins.jpg 4r Q-

CICARA!
1 files selected

Resize settings

Make picture fit inside:

(") Original size

@ Predefined width x height:
Document - Large (1024 x 75[3'

| {Document - Large (1024 x 768 px)
Document - Small (800 x 600 px)
iWeb -Larqe (640 x 480pxX). ...
_ |web - Small (448 x 336 px)

" |E-mail - Large (314 x 235 px)
E-mail - Small (160 x 160 px)

= %

Size setting summary

Original size: 640 x 480 pixels
New size: 1024 x 768 pixels

[ 5.2 ]

o Save the file.
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e Still you have a chance to minimize the scanned file by 50 % by
using some online tools:

o ForImages : http://www.imageoptimizer.net/Pages/Home.aspx
o For PDf: http://www.pdfzipper.com/
e For Smart phone oriPad you can use CamScanner application

o Android : https://play.google.com/store/apps/details?id=com.intsig.camscanner
o ios : https://itunes.apple.com/us/app/camscanner-free-pdf-
document/id388627783?mt=8
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