Using the Sheet-fed Scanner for Ag. Extension Bulletins.

1.  Turn on the scanner and computer.

2.  login

3.  Prepare the bulletin you’re going to scan.

4.  Make a folder inside e:\\ag_extension_bulletins ; name the folder after the bulletin    

     number i.e. e451.

5.  Place the bulletin to be scanned in the scanner.

6.  On the scanner, press the count only & new file buttons on the scanner (should light up green),  place the bulletin in the scanner.

7.  Once the count is done, turn off the count only button and leave on the new file  

      button.

8.  Place bulletin in the scanner feed slot.

9.  On the computer, double click on the Scanning Utility 5000 icon.

10. Go to File, then Scan Batch to File
11. Choose the correct drive and bulletin folder number.

12. File name: bulletin number and the Save as Type: BMP, click Save.

13. Next, click on Start Scanning. 

14. On the scanner press the big green button, scanning should begin.

15. When the bulletin has been scanned, wait for the last images to appear on the  

      monitor, then press the orange button on the scanner to stop scanning.  A dialog 

      box will appear on the screen.  Click stop scanning.

Go to the next bulletin and repeat steps 3 through 15.

The Scanning Utility should be ready as far as image color, and dpi.  So don’t worry unless you see something weird. Should be 24-bit color, 400 dpi for this project.

When the e-drive is full move the completed bulletins to DMCWork and continue scanning.

