IV – Scanning Procedures

Scanning
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Before scanning, verify the MSDS dates.

Batch Scanning

1)  Collect a batch of MSDSs to be scanned.  It is more efficient to scan multiple MSDSs to be scanned than to scan them individually, even though many MSDSs come in singly or in small groups.  Nevertheless, scan all incoming MSDSs that day.  You may wish to do mass scans of individually-received MSDSs once or twice per day, depending on the number of incoming documents.  Do not delay unscanned MSDSs any more than absolutely necessary; expedite their progress through the process.

2)  Make sure that none of the pages of the MSDSs are stapled together, then collate the batch of MSDSs for scanning by inserting a single blank sheet of paper between each MSDS.  Be careful that all the MSDSs are separated by single blank sheets of paper, especially single-page MSDSs.   As you are doing this, make sure that all the pages are:

●  in the right order;

●  right-side up; and

●  legible.

3)  Place the documents on the scanner, face up and bottom toward the scanner intake.

4)  Click on the Windows Start menu button, go to Programs --> Kodak Capture Software --> Capture Software.

5)  In the Production menu, open the batch with the highest number.

6)  Click the “Start Scanner” green arrow button.  As the scanner scans, you will see the pages of the scan appear in the rectangular ‘digital trays’ in the Capture Software’s scan screen.

7)  When the scanner finishes, close the Kodak Capture Software and exit to the desktop.  Open the folder named “Scanner PDF files.”

8)  In the folder, you will find PDFs corresponding to each file in the batch.  Open them using Adobe Acrobat, and rename them to their corresponding unique GE identifier number.

6)  Close that file and repeat for each scanned document in the batch.

Renaming Files Using Adobe Acrobat:
1)  Open Adobe Acrobat, using either the desktop shortcut icon, or the entry in the Windows Start menu.

2)  Go to File --> Open (or [Ctrl]+[O])
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The File --> Open menu with Open highlighted (active).

3)  When the “Look in:” dialogue box appears, select “Scanner PDF files.”
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The Look in dialogue box, with Scanner PDF files highlighted.

4)  Select the files that correspond to your batch scan.  You can open multiple fires at once by clicking on them with your mouse while holding down the [Ctrl] key.  Click Open.

5)  When the files open, do the following for each one:

●  Go to File --> Save As (or [Ctrl]+[Shift]+[S])
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The active Save As menu.

●  When the Save As window appears, make sure that the entire filename is highlighted (in blue), then type in the unique GE identifier number that goes with that MSDS.
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The Save As dialogue box, with sample filename highlighted.

●  Click Save or hit [Enter].

------

NB:  This is a small section of a much larger document written for training purposes, excerpted to exclude internal and proprietary information.

