1) Clear out your pictures directory (goto windows explorer, find the pictures directory, on the right hand side, select one of the files, then hit ctrl-a, then delete)

2) Open up MS Photo Editor

3) Scan IntoxReports in one document at a time

4) Accept the image and save it as a jpeg

5) Save it to C:\pictures\page# (with the # being whatever page your on)

6) After pages completed, open Word

7) Run the appropriate macro based on number of pages—ALT-CTRL-SHIFT-F# (1-12)

ALT-Shift F3, F4 or F5 (for 13, 14 or 15)

Alt + Shift + F12 = 16pages

Alt + Shift + F 7  = 17pages

Alt + Shift + F8   = 18pages

Alt + Shift + F9   = 19pages

Alt + Shift + F10 = 20pages

8) Save the report to the s drive, intoxrecords\machinename\filename.doc

9) Clear out your pictures directory.

10) Do again
