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HOW TO SCAN DOCUMENT

AND CREATE PDF

USING HP SCANJET 8250
HOW TO SCAN YOUR DOCUMENT & CREATE PDF FILE
1. Put document on scanner glass, face down down.  
(Paper should be placed on the glass face down, all the way to the right and closest to front of scanner.  Top of content should be closest to you.  
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2. Start Adobe Acrobat 7.0 Professional (Double click icon on desktop)
Single click: 
File

Create PDF
From Scanner
See Pop up – choose these settings:
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“Settings button” next to “Recognize Text” should look like this:
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Image Settings button along bottom:
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Then click “Scan”.

Allow scanner to launch and warm up.  Create PDF pop up will grey out.  Everything will be quiet and it will take a minute or so.  If you look on scanner window, you will see it says “processing”

Adjust black border around whole image to capture the part of the image you want to save.  Then…

CLICK “ACCEPT” on the bottom right hand side of screen.

Several windows will pop up and go away and then you will see this:
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Assuming it’s a one-sided document, choose “Done”.

Image will appear large.  

At top of screen, click “View, Actual Size”

Click “File Save As”

And navigate to your storage device.  (Thumb drive recommended.)

*Note:  If saving scanned documents to cd, save file to desktop first.  Do all scanning that is to go on one CD, then “Burn” files to CD as last step (using a program such as “Deep Burner”.  See separate instructions or request assistance if needed to save files to a CD.
If you have any questions (or suggestions about these instructions that you believe would be helpful to others), please feel free to get in touch with me at:

Jeannie Carpenter

ACC Digital Corner Faculty/Staff 
Information Technology Consultant

jcarpenter@wcupa.edu
610-436-3561
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