
1 

 
  

 
 
 

 
 

 
 

HOW-TO-GUIDE 

SCANNING 



 

 

 

2 

Scanning Guide 
 
Open “EPSON Scan” (or whatever scanner your site has) 

1. Make sure that “Professional Mode” is selected 
2. Document type: Reflective 
3. Change image type and resolution to reflect your needs for 

digitization (see chart at bottom)  

4.  
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Next, 
• Select the folder image located next to “Scan” 
• From here, you can locate where you want the files to be scanned to 

o Recommendation: Create a special folder for the collection you are 
digitizing, this will make sure no items get misplaced and will take up 
less time in the long run since there will be no need to move files 
after 

• Select what prefix you want, and start number.  
o Try to keep page numbers of the physical item the same as what 

you saved the digital image as. For example, you digitized page 1 of 
a collection, the file name would be owls_exa_001 

o For covers and other pages that do not contain a page number, add 
letters of the alphabet. For example, you digitized the cover of a 
collection, the file name would be owls_exa_00A 

o For any questions about naming conventions, please see Digital 
Preservation Workflow   
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• Hit preview, this will give you 
a preview of your scan.  

 
• From here, you can adjust 

the histogram 
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• Ideally, the histogram should be like a hill. Here is an example of 
what you want your histogram to look like. 

 
 
 
 
 
 
 

• When adjusting the histogram, make sure to only adjust on the ends 
of the histogram  

• Once you have adjusted this, hit close 
• Now you are ready to scan! 
• Remember to always do quality review checks as you are scanning. 

This will help make sure that you don’t have to re-do an entire 
project, or come back at a later point and rescan. This is also idea 
since you already have the settings set, and this will help make sure 
the images are uniform.  

 
Please refer to the Digital Preservation Workflow on any other questions you 
may have. As always, if you have any questions, do not hesitate to contact 
OWLS.  
 

Capture Standards  
UW-Madison Digital Collections 
https://www.library.wisc.edu/digital-library-services/uwdcc/resources-documentation/reformatting- standards/ 

 
Flatbed Scanning 
• 300 dpi for text-based material (EFacs) 
• For photographic material aim for 2000–5000 pixels on the longest edge 

of the images. This generally means: 
o 300 dpi for material larger than 5″ x 7″ 
o 600 dpi for material smaller than 5″ x 7″ 

• 24-bit color 
• All adjustments on the Epson Scan utility are unchecked. 
• Histogram settings are created for each machine based on 

performance assessment using the GoldenThread Analysis software 
• TIFF images 
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High Speed Scanning 
• 300 dpi (color/grayscale) or 600 dpi (bitonal) 
• 24-bit color, 8-bit grayscale, or 1-bit bitonal depending on material 
• TIFF images 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


