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Note that if you put the article into the scanner upside down (title facing you, end of page facing Lesli’s bookshelf), the article will come up right-side-up when scanned, necessitating less manipulation.

Also, pages can scan “skewed” (we’re not sure why they do, it’s just guaranteed that you’ll have at least 2 of them in a 65-page article.  Unless this makes the text unreadable, don’t worry about re-scanning.  Just crop as good as you can and be done with it.
The scanner will scan each page individually to account for the modifications you’ve made.  Then a screen will pop up asking if you want to scan more or if you’re done.
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Obviously, with a huge article you’re going to want to do it in pieces, so you would click scan after each successive batch.  When you’re done, click “Done”.
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This is very important.  Make sure that the “Save as type:” dropdown box says PDF (.pdf) – Adobe can’t convert some files into .pdf format, so if you save as .rtf, for example, you may have just spent 30 minutes arguing with the scanner over a 65-page document for nothing.
Another very important step to remember.  When you name the document, make sure the name is all in lowercase.  E-reserve documents are named after the last name of the author (plus a number if a professor is fond of using more than one article by a particular author), so the temptation to capitalize a name is there.  However, if the file or the URL (more on URL’s later) is capitalized, the link in the library catalog will automatically lead to an error screen, and you’re looking at re-doing a significant amount of the process of putting an e-reserve up over again.
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You will see the computer again process individual pages.  After that it’s the HP Director screen again.  Either continue scanning or close out the director, but don’t log off the scanner’s PC just yet.  Errors have a habit of cropping up right after you’ve turned the machine off & gone back to your office to double-check the .pdf’s.

