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Bookeye 4 Scanning 

 

Turn on scanner 

Turn on PC 

Logon to your UTA account at the white screen (SecureDoc Boot Logon) 

If at any other screen, logoff and TURN OFF (Power down) and restart the machine. 

Windows will start 

Press Ctrl-Alt-Del 

Click OK 

Double click on the BscanILL icon to start the scanner program 

 

 
 

The program will start 
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Lay the Pullslip on the right side of the scanner bed approximately two inches up from the bottom and 

left edge aligned with the center edge of the foam pad. Press and release the Power button to have the 

red alignment line appear. It should align at the top of the addresses on the pull slip. 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 
 

If the item has an Odyssey: number 

Choose Odyssey for the Delivery method 

Enter the IUA TN: number into the scan information 

If there is no Odyssey number select Article Exchange as the Delivery Method. Also enter the email 

address into the Address field. 
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Make sure the IUA TN: number is entered into the Transaction #: field 

 

 

679686  
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Click the OK button 

 

 

 
 

On the first scan click on More Settings 

 

A pop-up box will appear 

Click on Auto 

Click on Close 
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Scan setting can be selected for a single page or all pages on the guide to the left. 

Text = 200 dpi 

Tiny Text= 300 dpi 

High resolution = 600 dpi 

Text color = Bitonal (Black and White) 

Graphics = Shades of Grey or Color 

Set to TIFF 

 

 

 

 



Bookeye-4_Scanning.docx  2/26/16  Troy Christenson 6 

 
 

**Place copyright stamp on book before scanning item** 

 

Open the cradle on the scanner and adjust the center by sliding it left or right. Adjustments can be made 

for thick books by pulling the cradle open. The spine should align with the center line. 

The bottom of the item to be scanned should show the red alignment line approximately two inches 

from the bottom of the book. 

 

Adjust the item to be scanned on the cradle and press the Scan button. 

You can use touch screen on scanner, Buttons on the front edge of the cradle or the foot pedal. 
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Clean up images. 

Make sure to click on the paper icon on the top, right-hand side of the page in order to fully edit 

document (to access green and blue lines). 

 

Click the Done button. 

 

 
 

Click the Send Button 
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The output pop up box will appear. 

Make sure your settings are correct and press the OK button. 

 

 
 

If all is well click Start with New Article. 
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When you are done with all the scanning 

 

Log into the Electronic Delivery Utility using your ILLiad login 

Click the OK Button 
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Click the Refresh button. 

 

Click the Auto Bill Default Button 
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Click the Process Button 

 

When you get the process is complete,  a message should appear that indicates all messages have been 

sent successfully. 

 

If you have any questions see your supervisor. 

Close all programs and shut down the computer. 


