Tips for Scanning Text

     Printed text can be scanned, edited and modified as long as you scan it as text and NOT as an image.  Scanned text can be read aloud by a computer with text-to-speech software programs. Scanned text can also be converted to a .WAV or MP3 file and played as an audio CD or with an MP3 player. 

     The following are some tips that will help you scan text and use it with such applications as electronic readers or talking word processors.  Students who have difficulty reading print may then listen to the text read by a computer, a CD-ROM or MP3 player.
1. When possible, start with a clean, good quality, original document with no smudges or wrinkles.

2. If necessary, make a photocopy of the document to improve the contrast or quality of the original.  Use correction fluid to remove marks or smudges.

3. Newsprint and other thin paper allow text from the opposite side to show through and cause errors when you scan.  Put a sheet of black paper over the back of the document to block the light.

4. Although scanning software recognizes many fonts, standard fonts (Times New Roman, Arial, Palatino) will scan much better than some others (Script, Old English).  
5. Place your text page straight on the scanner bed.  
6. If the text on the original is slanted, draw a line on the back of the page that corresponds with the text baseline.  Use this line to align the page with the scanner’s guides.
7. If you have both text and graphics on a page, scan them separately unless your scanning software recommends otherwise.

8. When you are finished scanning, check your results for errors.  A spellchecker will help identify errors.  

