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How to Convert Your Paper Document to a PDF Document

To convert the paper copy of a document to a PDF document, you can easily use one of the Digital Senders
in the library to accomplish this task.  There are two (2) digital senders located to the left of the Reference
Desk on the Top Floor of the Law Library.  

Simply place the document face up in the document feeder on the top of the digital sender. Press the button
below where it says e-mail on the small screen.  On this screen, you will see FROM, SUBJECT, and TO.
If you are e-mailing the document to your own e-mail, there is no need to enter a FROM e-mail address, it
will come from the Law Library/Keith Walton.  If you are e-mailing it directly to an e-mail address
belonging to someone else, you will want to enter your e-mail address here.  To get to the SUBJECT box,
you should press the TAB key once and the SUBJECT box should be highlighted.  In this box, type a name
for your document (i.e. Law Review Article).  Tab twice and then type in your e-mail (i.e.
susan.wolford@mail.wvu.edu).  Verify that all information you entered is correct, then press the large
GREEN button located in the upper right.  When the document send is complete, you may press the button
located on the far right below where the word BACK appears on the screen.  This will clear your information
from the digital sender screen.

The e-mail with the PDF file attached should arrive within an hour, but usually sooner.  Once you receive
the e-mail, download the PDF attachment to the directory where you are keeping your cover letter and
resume files.  (Sometimes with larger documents, the document will be split into two or more PDF files.
If this occurs, simply follow the instructions in FREQUENTLY ASKED QUESTIONS on the Law Library
TWEN Page for HOW TO COMBINE MULTIPLE PDF DOCUMENTS INTO ONE PDF DOCUMENT.)

If you have questions about using the digital sender, please ask a member of the library staff for assistance.
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