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Scanning Guidelines for Vendor DIS

Quick Reference Guide

This quick reference will show you
the guidelines and steps in scanning
documents to be uploaded in the

Vendor DIS site.

About Vendor DIS

The Vendor Document Imaging
System (Vendor DIS) facilitates the Request for
sending of Vendor Information VIS Invite
Sheet (VIS) and uploading of
supporting documents submitted
by vendors.
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Scanning Guidelines

Required specifications for scanned documents:

File Size: up to 5MB
Format: PDF
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Examples of Unacceptable Documents:

Adjust the document dimensions as necessary so that text
are readable on-screen. However, be sure that the file size
does not exceed 5MB and that the file format is PDF.

x The document is x The document is
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Scanning Guidelines for Vendor DIS, cont'd

Steps in scanning documents

A. Scan the document
For Windows 7

1. Click Start > Devices and Printers.
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2. Double-click your scanner. The New Scan dialog box
appears. Proceed to step 3 on the next page.
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For Windows 10

Continued, for both Windows 7 and Windows 10

3. Indicate the following settings.
When done, click Scan.

Profile: Documents

Color format: Grayscale
File type: JPG (JPEG Image)
Resolution (DPI): 150 dpi

Seanner: WIA CanoScan LiDE 110 Change...

- P o
Source: Flatbed -

Color format: Grayscale =

File type: IPG (IPEG Image) =l
Resolution (DP: B0 =

Erightness: —F—
Contrast: —

I Preview or scan images as il
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The scanned document appears in the My Pictures folder.
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windows fax and scan
2. Click New Scan. The New Scan dialog box appears.
Proceed to step 3 on the next page.
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Scanning Guidelines for Vendor DIS, cont'd

B. Convert the scanned document to PDF

4. Right-click the scanned document and then click Print.
The Print Pictures dialog box appears.
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5. Select Microsoft Print to PDF as the Printer,
and then click Print.

Note You may also select any other software printers
that convert files to PDF (e.g., PDFCreator, etc).
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6. Name the saved file and then click Save.
g Save Print Output As. x
T 18 » This PC » Documents > v ®  Search Document: »p
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Fie pame: | FILE NAME 001 -
Save as type: PDF Document (* pelf) -

The scanned document appears as a PDF file in the
selected directory.
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For more information:

For Vendor enrollment-related concerns, you may contact
the following:

e Mr. Daniel Joseph Dela Cruz, Systems Analyst
daniel.delacruz@smsupermalls.com

e Ms. Cecile Faustino, Assistant Vice President - Systems
cecile.faustino@smsupermalls.com
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