Map Indexing

1. Number new map accordingly

2. Scan said map, select the following options on controller:

a. Scan - Normal color drawing - Land on controller (sends pdf to this link: ftp://gsb-rm116-01/tempstore/scan/)

3. Save maps and rename accordingly in Z:\PublicData\ScannedImages\LRSurvey\PDFmaps
4. Resize map in adobe acrobat
a. Open map

b. Select:  document – reduce file size – acrobat 4.0 and later – apply to multiple (if applicable) – ok

5. Upload maps to website under the “map upload” tab http://www.co.lincoln.wi.us/admin/
6. Click add record to be redirected to the input screen 

a. Enter the map accordingly

7. Laminate and file map

8. Email Tim and Marge the new map numbers

