
The following guidelines for reserve material submission will result in
the best electronic copy of your material for students to access
online.  Legibility is critical to the success of online articles.

♦ No books or journals.  Scanning procedures require an 8 ½” X 11”
copy rather than the original item.  Submit the material on white 8
½” X 11” copier paper.  Black and white copies, as the current
process does not support color copies

♦ First generation copies are more legible than copies of copies.

♦ Copies should be no less than 100% of the original size.  In some
cases you may wish to enlarge to lessen the black space around
the edge of the pages.

♦ Single-sided copies only.  The scanning process requires single
sided 8 ½” X 11” pages.

♦ Copy orientation should be portrait, rather than landscape.  The
copy is 8 ½” X 11” rather than 11” X 8 ½”.  Please check with the
staff if your original requires the latter size.

♦ One page of the original per copy.  Copying two pages onto a
single page make it difficult to read online.
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