INSTRUCTIONS ON HOW TO SCAN DOCUMENT (FOR EXAMPLE: CAMSCANNER)

1. Download and Install
e Go to Google Play Store (Android) or App Store (iPhone).

e Search for CamScanner and install the app.
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2. Open the App

e You can sign up or skip login for basic use.

&3 3. Scan a Document

1. Tap the cameraicon on the main screen.
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2. Select Batch mode to scan multiple pages in a single pdf.
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3. Place your document on a flat, well-lit surface.
4. Align it properly in the camera frame and ensure it is within the green grid as shown below.

5. Tap the shutter button to capture deed of sale.
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6. Continue to capture horsepower
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7. Then National Ids of vendor and purchaser
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8. Once all documents have been scanned, Click on ‘Complete’ as shown above.



& 4. Adjust and Crop
e \Verify each page (Adjust if required).

e Then Tap the green checkmark (“v") as shown below.
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] 6. You can Rename by clicking on the pen icon:

e Rename the file (e.g., RegistrationMV_Nov2025)
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& 7. Save as PDF
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e Click Share - choose:

o PDF or JPEG format
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o Select ‘Save to local’ to download pdf file

Share via
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Q Important information
e Always scan in good lighting (no shadows).
e Keep the camera steady for clear text.
e Avoid unnecessary borders

e Scan as one PDF file in A4 portrait format and upload in the following order:

1. Deed of sale

2. horsepower,
3. ID of all parties followed by other applicable documents.




