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Skimming and scanning — quick guide

Skim: read the title, headings, first and last paragraphs

Skim: read the first sentence of each paragraph

Skim: look at pictures, tables and bold words

Scan: decide exactly what you are looking for (a name, date, number)

Scan: move your eyes quickly down the page for that item

Scan: slow down and read around it when you find it

Read closely only the parts that matter to your purpose

Notes


