Preparing Documents for Scanning— Tips & Techniques

Did you know that Accounts Payable now scans all documents for archival? There are a few things you can do to help us
prepare your documents for scanning. These steps will also help to streamline the scanning process and allow us to archive
your documents faster.

A Note About Thermal Receipts

Thermal receipts do not print in the traditional way of ink on paper. Instead, thermal receipts “burn” an images and text
onto the paper using heat from the receipt printing head. These types of receipts should not be taped or highlighted. Doing
so basically destroys the printed information on the receipt.

Here are some tips:

Please Do Not Use Highlighters
e Highlighters will destroy the image on thermal receipts

e Even onink printed receipts, the highlighter can be picked up by the scanner as “black ink” and black out the data you’ve
highlighted

Please Do Not Staple Receipts

e Staples cause damage and jamming to the scanners

e Please do not staple groups of receipts together. We ask that you follow the “taping receipts” guideline below
Please Carefully Tape Receipts

e Please tape receipts on all four sides to a 8 1/2” x 11” blank white piece of paper. Do not use previously printed scratch
paper that has unrelated printing on it. Scanners will pick up this unnecessary information and include it in the final im-
age of the document

e Do not tape over any printed information on the receipt. This includes text, amounts, or store names. Tape has the ten-
dency to fade the thermal print on receipts over time, making them completely illegible

e Stay at least 1/2 inch from the top, bottom and sides of the page
e Always use clear cellophane type office tape. Please do not use glue sticks or staples for securing receipts
e Tape thick items such as card stock (tickets, business cards, taxi receipts, etc.) in the center the blank paper

e Do not write information on the back of receipts, such as attendees to a business lunch. Once taped down, any addition-
al information written on the back will be missed and delay processing

e Do not accordion fold and tape LONG receipts so that the whole receipt will fit on a blank piece of paper. Please cut
these into pieces and tape them down to as many blank sheets as necessary. Number them accordingly. Note, you may
trim off unnecessary marketing information, such as coupons, sales ads, etc., just make sure not to trim off necessary
information

e Do not tape receipts on both sides of a single page. While our scanners will scan both sides of the page at the same
time, the thickness may cause the scanner to jam

e Please take care of your receipts. Try to keep from folding or crunching receipts and be sure not to leave them in direct
sunlight or near a heat source as it willdamage all thermal receipt paper



A properly taped
receipt. Note the tape

e

\does not cover the text. J)
\

Teaching Tools
Teaching Tools

Teaching Toals

Ticket#520809 Cus#WALKIN

Item Number
CTR4924 1
FROG CALENDAR CUT OUT
CTP4962 1
STAR CUT OUTS BLUE YELLOW
CTP4950 I
APPLE CALENDAR CUT QUT

Tape

Subtotal
Tax

Total sale
Cash

Change due

WALK IN CUSTOMER

Shop online at

Thank vou for shopping at

Usr EAP S1p 272 Rg# 82 Dr 82 Time 11:49

gty  Price Ext

Www . americanteachingsupply .com

tape receipts. Note the tape
covering and fading the print!

Tape ]
RT

asyl Fun! i

An incorrect way to

sep 10 05

1.9 1.99
.99 1.99
1.9 1.99

5.97
.48

6.45
20.00

.,;'

Tape

Tape

ST# 1612 OP# 00009043 TE# ANJR#

CORKBOARD 007234800936
HOLE PUNCH 068113140794
HOLE PUNCH 068113140794
HOLE PUNCH 068113140794
ACCESSORIES 073651159012
SUBTOTAL 1
TAX 1 7.600 %
TOTAL 1
DEBIT TEND 1
CHANGE. DUE 8
|l'_U
EFT DEBIT PAY FROM PRIMARY

ACCOUNT : 8092
13.77 TOTAL PURCHASE
REF # 525300057388
NETWORK ID. 0056 APPR CODE 7202¢
09/09/05 19:49:06

# ITEMS SOLD !

9789 6252 151/

it

Hurricane Katrina Donations :
now accepted at any register
09/09/05 19:49:08

Tape

Do not use highlighter on

thermal receipts. Highlighter will fade
the print and turn black when scanned.




8 1/2 x 11 sheet of paper. Use additional sheets as needed.

An extra long receipt should be cut to fit on an ,

Tape

: Tape
Note that the tape does not cover any text on the receipt.
{* - :
Ticket 54
1
THE TRy Lo
BETY T Meyal e Diruest
& of B Tteans The Magpie Pizza
- 7.0 — Red Sauce
Magpies Gourmaet Pizza 4.0 — Ricotta
Dec.01, 2005 6.00 — Btm Chesse
3216 pPm 4O0.00 — Pepperoni
Ticket 54 2.0 — Sausage
Server: DAN Z2.80 — Mushroom

0.50 — Romano
.00 — Top Cheese

$15.93
7
Pt B v
Pepsi
$3.03
1 5
(=" _ X o=
s P W Wy Diet Pepsi
The Giant WF LY T
7.0 — Red Sauce 6. 45
65.00 ~— Btm Cheese
20.00 — Pepperoni =
2.60 — Sausage a0 o=z
-« 0 - Gr Pepper Sierra Miat
2«30 — Onion T2.508
- Mushroom
— Black 0Ol ive g
— Top Cheese 20 oz
£17.93 Cherry Pepsi
S AN
Numbering receipts helps us keep $2.58
track of long receipts that have been cut. Note:
You may clip off and exclude coupons, ads and $§?:g§
superfluous portions of the receipt. al sgg:%

. $Q.00
0.60 — Finion Nuts .l.w ,&o@
918 = TS L
- — Top S -
$17.93 A2, 02
1
L = =
i Wﬁ =3
Veggie® “"
790 — Red Sau )
g.gg — % E&M&RS for choosing
- —_— agp i Gourme
2.60 — NS PTozart "
Z2.60 — o~
=00 — Ticket 54
Z2.00
6.00 — L,‘ . ’30
/ape Tape

Tape




Tape

Tape

Receipt for travel Taxi
From:
{
To: /9/ @M'

Date of travel: =/ 6 Amount pcid;2—~3
Car Number /K ey

-Bespovllt:(?uided tours - 6 &8 seaters available - Corporate hire » Bus & rail transfers
“Wedding cars - Airport priority meet and Qi ey oxecutive travel

‘V'SA facebook cwiktker
' inverness’fcx‘ug

All major cards accepfed. Thank you for using
DRIVING EXCELLENCE THROUGH THE HIGHLA

{— Tape

Tape




