Procedure for Scanning Documents

If the data is in a logbook, first make copies on the Xerox machine.

Then go to the copy room at the top of the stairs. 

On the scanner next right inside the right of the door, select the scan tab. Then select the online function.

Then open Adobe Acrobat 7.0 Professional on the computer beside it. Select File, then go to create PDF from Scanner.

Load your document’s pages in the top tray. Then on the computer select parameters for the document. Usually 150dpi is an appropriate setting.

Then press the scan button on the computer.

After that, follow the on screen directions, save your document, and you are done.

