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Tips on Skimming and Scanning

READING SKILLS

In Part 7 of the TOEIC test, you need to read a series of short passages. Each passage is followed by
between two and five questions that test your reading comprehension. To help you identify the correct
answers, two skills you can use are skimming and scanning.

--- Skimming --What is skimming?
Skimming means reading a text quickly to understand the main ideas. For example,
when you quickly look through a magazine to see what’s inside, or look through a
menu in a restaurant to choose what to eat, you are skimming. Do not read every
word – just focus on the key words that contain important information. Your goal is
to get an overall idea of what the passage is about.
How to skim a passage
 Read the text quickly to get a general idea of the content.
 Pick out any key words or phrases.
 Ask yourself, What is the text about? Who is it written for? What is the purpose?
What NOT to do
 Do not try to read every word.
 Do not worry about words you don’t know.
 Do not stop reading until you finish the passage.
Hint

You can often find information about the main idea of a text near the beginning or at
the end of a passage.

Practice
Quickly skim articles in magazines and newspapers. Search online for news about your favorite movie
star, celebrity, etc. Make a habit of always skimming your e-mails before you read them. Look for any
leaflets, advertisements, timetables, etc., to skim when you are outside. Get used to skimming texts,
and you will improve your score on Part 7 of the TOEIC test.
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--- Scanning --What is scanning?
Scanning means reading a text carefully to find specific information. For example,
when you use a dictionary to look up the meaning of a word, or check what time
your favorite program is on TV, you are scanning. Do not read every word – just
focus on finding the details that you are looking for. Your goal is to find the
information you need.
How to scan a passage
 Before you begin, ask yourself, What information do I need to find?
 Quickly identify the section of the text you need.
 Read carefully and identify any key words or phrases.
What NOT to do
 Do not try to read every word.
 Do not worry about words you don’t know.
 Do not keep reading after you have found the information you need.
Hint

You can sometimes use headings, titles, captions, diagrams, etc., in a text to help
identify the section you need.

Practice
Find an article on a topic that interests you. Look in magazines, newspapers, or online. Then write three
questions on information you want to find. Read the article carefully to check if the information you
want to find is there. If it is not, go online and search the internet until you find the answer. Get used to
scanning texts, and you will improve your score on Part 7 of the TOEIC test.

For more free activities, go to www.pass-the-toeic-test.com
Try the free TOEIC Sample Test at www.practice-the-toeic-test.com

©

