Academic Staff ESS Bookmarks, using Adobe Acrobat DC:

Make a folder on your desktop named ESS.
Using the checklist, scan each section making it a PDF, broken down by numbers 01-07.  Example:  01.  Coversheet, and so on.  NOTE:  Scan a blank sheet of paper as a place holder in tabs that will have items added at the college level.
Click on Adobe Acrobat DC:
Go to File
Go to Combine Files into Single PDF
Drag files to folder
Hit Combine Files
Files are now transferred over to one PDF file with bookmarks.
Be sure bookmark numbers and corresponding pages’ match.
Save to thumb drive.
Delete file on desktop.
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