	            [image: image1.png]GREENSBORO





	Scanning Documents


Introduction

There are four steps to scanning a document for posting to Blackboard.
1. Download and install PDF995.

2. Scan the document and save the pages as .tif files.

3. Create one document from the .tif files using MS Document Imaging.

4. Convert the document to PDF.

Download and install PDF995

See the PDF995 handout.

Scan the document and save the pages as .tif files

(If you have different scanning software, follow those instructions.)
1. Turn on scanner.

2. Go to Programs, Accessories, and select Scanner and Camera Wizard.
3. Choose Picture Type (If possible, choose black and white because it creates a smaller file.) and click Preview to be sure it looks okay.

4. Click Next.

5. Type a name for the group of pictures.

6. Select TIF file format.

7. Click browse and select folder for saving scanned images.

8. Click Next. Scanning should begin.

9. Under Other Options, choose Nothing. I’m finished working with these pictures.
10. Click Next and Finished.

Repeat this process for all the pages you wish to scan.

Put Scanned Pages into One Document

1. Go to Start, Programs, MS Office, MS Office Tools, MS Document Imaging.
2. Select File and then Import.
3. Select File, Insert File.

4. Click Browse and select the file.
5. Choose the order for the file, usually Insert at End of Document.
6. Select File and Save to save the document.
Save as PDF
While still in MS Document Imaging, select File, Print.

In the Printer Name box, choose PDF995 and then click Print.
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