Scanning TIFFs for CDASH

Background

Review CDASH Admissible Media webpage, paying special attention to the TIFF Format Profiles section.
This section outlines preferences for creating TIFFs, including which CDASH document types

(architectural inventory form, views, etc.) are appropriate for TIFFs (versus PDF/A).
Creating Scans Using the Office Epson Scanner

VueScan Software Instructions

Steps

1. Place item on scanner glass at proper orientation. Tip: Aligh the document using a ruler as a buffer
between the scanner edge and the document. With the ruler as a guide, the scan will create a "straight"

image scan, and you shouldn't need to straighten the resulting file:

2. Load preset scan settings: Click File, click Load vuescan_CDASH_TIFF
3. Click Preview: the scanner will generate a preview image.

4. Adjust the blue crop outlines around the image to be scanned. Be sure to leave a small border between
the document and the selection line so we can easily discern the entire document.

5. Click Scan.


https://c-dash.github.io/Documentation/media_format/index.htm

6. Click Save to save the scan. If a dialog box opens asking if you would like to overwrite the current file,
click No.

7.You will be prompted to rename the scan to save in the “To be filed in CDASH” folder on the shared
drive (\\coc\historical\IMAGES\AREA VIEWS\To be filed in CDASH).

7a. Check to make sure the address in the file name will match the address in CDASH.

7b. Name your file according to the CDASH file-naming convention:
BuildingNumber_StreetName_StreetSuffix_ScanOrder. Make sure multi-page documents pages are
named sequentially so multi-page documents retain their order. Some examples:

e 92 Summer_St_0001 (first page of firstitem), 92_Summer_St_0002 (second page of firstitem OR
first page of second item), etc.

e 6_1-2_Acacia_St_0001 (hnumbering addresses with 2)

e 146A-146B_Spring_St_0001 (multiple units/address range)

e 25R_Banks_St_0001 (a “rear” address)

Note: you may need to review files already saved in the "To be filed in CDASH" neighborhood subfolder to
make sure you aren't duplicating file names. If files for the address you are scanning already exist in this
folder, continue to name the new scans sequentially.

8. Ensure you are in the proper neighborhood subfolder (Cambridgeport, EastCambridge, etc.) before
clicking Save.

Epson Software Instructions

Settings

Mode: Professional Mode

Document Type: Reflective

Image Type: 8-bit Grayscale for black-and-white or grayscale image
24-bit Color for colorimage

Resolution: 200-300 dpi

Thumbnail: Uncheck this box

Steps

1. Select appropriate settings as outlined above

2. Place item on scanner glass at proper orientation. Tip: Align the document using a ruler as a buffer
between the scanner edge and the document. With the ruler as a guide, the scan will create a "straight"
image scan, and you shouldn't need to straighten the resulting file. See example images from VueScan
instructions above.
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3. Remove ruler and close scanner cover gently to avoid disturbing the sheet.
4. Click Preview: the scanner will generate a preview image.
5. Once the Preview dialog box opens, confirm that the focus is setto 0.0.

6. Using your mouse, draw a box around the image to be scanned. Be sure to leave a small border
between the document and the selection line so we can easily discern the entire document. Adjust the
edges if necessary. Optional: click the Zoom button to get a closer view of the preview scan.

7. Click Scan and the scan settings dialog box opens.

7a. Save location: choose where to save the file. If the Historical shared drive is not available, save to a
local folder (like Downloads) and copy the over to Historical once the scan is complete.

7b. Check to make sure your address file name will match thatin CDASH.

7c. Name your file according to the CDASH file-naming convention:
BuildingNumber_StreetName_StreetSuffix_ScanOrder. Make sure multi-page documents pages are
named sequentially so multi-page documents retain their order. Some examples:

e 92 Summer_St_0001 (first page or first item), 92_Summer_St_0002 (second page of first item OR
first page of second item), etc.

e 6_1-2_Acacia_St_0001 (hnumbering addresses with 2)

e 146A-146B_Spring_St_0001 (multiple units/address range)

e 25R_Banks_St_0001 (a “rear” address)

Note: you may need to review files already saved in the "To be filed in CDASH"
(\coc\historica\IMAGES\AREA VIEWS\To be filed in CDASH) neighborhood subfolder on the Historical
shared drive to make sure you aren't duplicating file names. If files for the address you are scanning
already exist in this folder, continue to name the new scans sequentially.

7d. Image Format
Type: TIFF (*.tif). Do not select Multi-TIFF or PRINT Image Matching
Details: Ensure Compression is None and Embed ICC Profile is ON
8. Click OK to scan
9. Open the file and look the image over for any issues.

10. Ensure the file is saved in the appropriate neighborhood subfolder in the "To be filed in CDASH" folder
on the Historical shared drive
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