Best Practices for Proper Scanning

Scanning documents, especially those used in assessments, requires accuracy and
precision to ensure that the content is captured correctly. Following these best practices
will help you produce clear, high-quality scans that can be easily processed and reviewed.

1. Use the Right Equipment

¢ Scanner Quality: Use a dedicated flatbed scanner or a multi-function printer (MFP)
with scanning capabilities for the best results.
e Scanner Settings:
o Setthe scannerto 300 DPI (dots per inch) for a balance of file size and
clarity. This ensures that both text and images are sharp and readable.
o Scanin Black & White: For clear contrast and to keep file sizes manageable,
set your scanner to black & white (not grayscale or color).
¢ File Format: Save scans as PDFs (categorized by grade level — 1 PDF file per grade
level).

2. Document Preparation

e Remove Staples and Paper Clips: Ensure the document is free of any fasteners
that may damage the scanner or cause the paper to misalign.

¢ Flatten the Pages: Smooth out any creases or folds that could interfere with
scanning clarity.

e Use Clean Paper: Avoid using paper with excessive wrinkles, tears, or stains that
could compromise scan quality.

3. Positioning the Document

¢ Align with Scanner Guidelines: Place the document squarely within the scanner’s
margins or guidelines. Misalignment can result in cropped or skewed scans.

e Set Scanning Size to Letter: Ensure that the scanning size is set to 8.5 x 11 inches
(Letter), which is the standard paper size for most forms and tests.

4. Check for Clarity and Completeness

o Review the Scan: After scanning, inspect the document to ensure all content is
legible and nothing is cut off. Key elements such as text, margins, and any
important markings (e.g., sighatures or stamps) must be clearly visible.

e Re-scan If Necessary: If any part of the document is unclear, re-scan that page
rather than trying to adjust the brightness or contrast in editing software.



5. Naming the scanned file

e Organize Files: Name the files clearly using the following consistent naming
convention to make retrieval easier: “schoolname_level_x.pdf”. For example:
RedmondElementary_Level_2.pdf, RedmondElementary_Level_3.pdf, etc.

6. Final Tips for Specific Cases

e Answer Sheets: Ensure students/parents are aware and follow the guidelines to
properly fill and answer sheet.

e Multiple-Page Documents: When scanning multi-page documents, ensure that all
necessary pages are included.

By following these best practices, you will ensure your scanned documents are of high
quality and ready for submission.



