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Instructions Pertaining to Generation of Images

Please follow the following instructions carefully while generating the
images

v’ After scanning the document always save the image in “pdf” format.

v" Image should be clearly legible. If the resolution is around 100 dpi and
the size of image 1s around 500 kb it’s possible to generate an image
which can be read. .

v" The size of image should not exceed 500 kb.

v Please take care that while reducing size the image does not become
illegible.

v" Upload the image in the prescribed slot only.

The images that are clear and legible but, uploaded in the wrong slot or the images

that are uploaded in the correct slot but, not readable will not be considered during
the scrutiny process. They will be treated as ‘Not Submitted’

*Instructions for Scanning Documents*

Keep the document
on the scanner.
bttt i B Select the scanner
[ ave i 0 & ke = St OptiOIl and start
scanning. Scanner
S| Concel dialogue window
opens. Select the
option
“Save to a file” and
click on the “Scan”
button.

S

hp Laserlei Scan
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Savein: |t") My Scans :j i
| 2 () TWOICES
3 |i]5.jpg
My Recent
Documents
€,
Desktop

J

y Documents

9

When you click on
‘Scan’ button ‘Save

) 1
My Computer A§ dialogue

_ ! window opens.
M_I,JPI;J:Ct:ISDrk Filz name: J j Save |

Save az type:

[JPEG Bitmap File (“ipa] =l

Cancel

Savein: ]D My Scans :J - ﬁ v
Lsé i1 pof
My Recent  FLi11.pdf
Documents @12.de
F— )
- Click on “Save as
Desktop

type” drop down to
’_/ select PDF File

[.pdf.].

A

My Metwark File name:

Flaces

Save as type:

FDF Fil [.pdf)

Save |
Cancel
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Save in: | = My Scans

|

« [ cf BE-

ky Recent Ell.pdf
Dacurnents E
12.pdf
©,

Desklop
My Documents

by Computer

oL

"'\-J
by Metwmark,
Places

File: name:

0
Scan Gasic Adwanced Output Twpe Help

Save as lype:

|SSC

L] Save

|POF File [*pdf]

Cancel

=

After selecting the
file type name the
file and click on
‘Save’ button.

B Thrashold |
LightenfDarken l 4

Sharpen ] Color Adjustment 1

Resize Resolution

Selection Area Dimensions
Width: Height::

&.50 11,69

Qutput Dimensions

Wwidth: Height:

Busy...

S0 11.69
Units:

inches ']

dimensions

Cancel

Output bype: Millians of Calars

Output dimensions: §.50 x 11.63 inches

File size: 25.59 MB
Resolution: 300 dpi
Scale: 100.00%

Invert Colors J Mirror |
Reset Tools
Preview J Scan J Cancel

After clicking on
‘Save’ the scanner
will start process and
once the scanning is
complete the image
of document will be
visible.
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- ! Sharpen Color Adjustment | B/ Threshald
i Resize Resolution Lighten/Darken
: Default !
| O | <
- !
] - L]
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|

Invert Colors

J

Mirrar

Cutput bype: Millions of Colors
Qutput dimensions: &50x 11,69 inches
File size; 2,84 MB

Reset Tools

.

Resolution: 100 dpi

Scale: 100.00% = ]
Preview

Scan

Cancel

Set resolution at 100
dpi after checking
the scanned image.
Then, click on
‘Scan’ button and
‘Save’ the document.

The Steps for Changing Image Size

Install PDF24 from the link https://en.pdf24.org

Start PDF24 after installation.

7 PDF24 Launcher
BA
PDF Creator
* B

Impert fram scanner
or camera

—

7ig) FAX
PDF24 Fax

A=

POF Printer
Assistant

=2®2®m

Extract Pages

8

Compress PDF Files

ERICRES

CLONE

Greats your customized version
containin n loga

o

/2712017




Online Admission Process o
MCAER 2020-21 _ Kalp

%7 PDF24 Launcher

3 A - Vg
PDF Creator PDF Printer Compress POF Files
Assistant

L= E—

Click on Compress PDF File

i

7 PDF24 Compress

23 | & O bl

] - L e ]
Add file Calc Size Open File Save
| Add a PDF file to the list |
Click on Add file
¥ ot * MName Date modified Type Size
B Desktop T 1500PLpof S/29/201711:3L AM  Adobe Acrobat D.. 170 k8|
& Downloads
:-._"l Recent Places
& SkyDrive =
Select and open the document to be compressed
fff-’ DF24 C:::rmpress
a C © =
s : -
Add file Calc Size Open File Save
File Size Mew Size
1500PI.pdf 169.71 KB 489.35 KB
DPI: 144 Web optimized' L]
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DPI: 20

DPLE 144 Image Quality & 55

Image Quality 75

The size of image should be smaller than 500kb and it should be legible.
Change resolution (DPI) and image quality to get desired image.

ud C © Z

Add file Calc Size Open File Save

[ Recalculate file sizes l

After changing DPI and image quality click on calc size to check image size.

c e %

Calc Size Cpen File Save
Size Nl Saves all compressed files h
169.71 KB 97.79 KB | th‘

After checking the size and ensuring that it is as per requirement click on
‘Save’ button.




