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Deleting Page from Scanned Document 

 

There will be times when you scan a document and either the first page 

or the last page of the scan needs to be deleted from the scanned file.  

An example could be this:  You are scanning an already recorded 

mortgage, and the back side of the last page in the book is not related 

to the mortgage but to the next document.  You don’t really want this 

page in the file attached to the mortgage but you’re not sure how to 

have this document not appear in the file.  We now have a button that 

will help you remove a page. 

 

In order to complete this removal process, first you would need to 

attach the file to the land record recording in the land record module 

(as you normally do).  Then, pull up the record in “edit land records”.  

When you click on the “instrument image” tab, you should see the 

document there on the screen.   
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If you need to get rid of the first page, you would then click the 

“remove page 1” button to the right of the screen: 

 

 

If you need to get rid of the last page, you would click the “remove last 

page” button to the right of the screen: 
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When you click the “remove page 1” button, the screen will prompt you 

to be sure that this is the activity you want to perform.  If it is, you 

would hit yes to continue: 

 

This will then proceed to remove the page you requested. 

 

A point to remember:   

When you are deleting a page, whether it be a first or last page, you 

need to adjust the page range on the front screen/general tab.  In this 

example, we went from a three page document to a two page 

document, so we would need to change the page range from pages 

157-159 down to 157-158.  Here are examples of what you should 

change from and to: 
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This is what your pages will look like BEFORE you change the page 

range. 

 

 

This is what your pages will look like AFTER you change the page range. 

Dated:  March 13, 2017 

 


