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Photocopy Guidelines

Critical factors for converting to other formats
I. Resolution/ Contrast
Goal: Text contrast should be sharp (black on white with a distinct background)

Quality Control Check: Is the text legible? (not faint or blurred?)
If you have to strain to read the letters, then a character recognition software program will not read the text any better.

Tip: With colored or shaded pages, increasing the brightness setting will help rid the background shading. Decreasing the brightness will help provide a greater contrast for faint text.

II. Orientation 
Goal: Text should be at 90 degrees and flat.

Quality Control Check: Is all the text visible?
A common problem with photocopies is that the text is curved, skewed or cut off at the margins based on the placement of the book.

Tip: Press down the spine of the book to the glass when copying and visually note where the border line of the margins is on the glass. 
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