I3 PDF SCANNING HELPER PACK

Before and after scanning

[ ] Remove staples and paper clips

Straighten folded corners

Set 300 dpi for text, 600 dpi for photos

Choose PDF with text recognition (OCR) if available
Scan double-sided pages with duplex on

Check page order and orientation

Rotate sideways pages

Name the file clearly

Back up to a second location

N B I O

Shred originals only if not required to keep

Notes
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