Scanning Procedures:

New thesis is necessary to be posted on the web for visitor to view, therefore scanning the thesis into the computer are required. Follow the steps above:

1. If it is not the standard letter size or it is a book, copy every pages of the document (Eg. Thesis) in the copy machine.

2. Open Adobe Acrobat.

3. Pull the blue knob on the scanner to 1.

4. Insert papers with the information you need face up, and pull the blue knob to 3.

5. Click on File -> Import -> Scan
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6. It will prompt you a windows, please follow the following and hit OK.
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7. Then, choose the color as Black and White Bitmap, and 300. Then hit Scan.
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8. After all the papers are scanned from the “auto feeding-tray”. It will prompt you a window:
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In this case, I have already scanned 6 pages. If you would like to continue scanning some other pages, repeat steps 3 and 4 and hit Next. Otherwise, hit Done.

9. After you finished scanning. The file will be generated and can be view in the main window. Now you just need to find a place and give the document a name then save it.

Printing Procedures:

So now you’ve got your thesis scanned. If it needs to be printed off, it would most likely have to be double paged and in “book form.”

Here’s what you want to do:

1. Open the PDF file for the thesis that you want to print.
2. Once that’s done, go to File and then Print.
3. Choose the printer that you want to use. (Note: Not all printers can print double-sided pages)
4. Once you have your printer chosen, go in to Properties.
5. A window should open up that shows a paper with writing on it and three different boxes with different choices relating to the page. You’ll be interested in the middle box that says “Print on Both Sides(Duplex)”
6. Choose “Flip on Long Side” then click OK.
7. You should now be set to print your beautiful thesis.
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