Procedure for Scanning Documents/Taskers into .pdf for Upload to HQ NAVY WEB (Rev 4/12/01)

1. GOAL:   To go from scanner document feeded to a searchable ".pdf file" that you can upload into HQ NAVY WEB.

2.  We want to do text readable so that it can be searched by the Hq Navy Web Search engine.  Text readable means that the Adobe Acrobat makes a .txt file embedded in the .pdf file that search engines can read.

  !!!!!! Note:  Adobe preferences for document capature should be File....Preference.....Paper Capture......PDF Normal!!!!!

STEP 1:  Put document in scanner page feeder, face up, top of page first into feeder.

STEP 2:    Open Adobe Acrobat 4.0 from Icon on Desktop or     Start...Program...Open...Adobe Acrobat 4.0...Adobe Acrobat 4.0

STEP 3:     In Adobe, go to "File......Import.......Scan"   This will result in Pop-up box listing "Device:  Espon Twain Pro (32 bit) and Format:  Single Sided"  .......Select OKAY.

STEP 4:   SCANNER BOX WILL POP-UP.  Select the following settings.



Document Source:   Auto Document Feeder   (no change required)



Image Type:
      OCR



Destination: 
      OCR


            Resolution:              300 dpi should work fine for most OCR



Paper Size:    8 1/2 by 11 inch

 STEP 5:  Press SCAN button in bottom center of screen.

  STEP 6:  When Pop-up box "autodocument feeder pops up with "all pages"...select OKAY.


STEP 7: SCANNER WILL BEGIN TO SCAN ALL PAGES IN DOCUMENT FEEDER.

             STEP 8: Prompt for "next page".....click DONE.


STEP 9: Image will appear on Adobe screen


STEP 10: Go to menu at top of Adobe Screene and select "Tools......Paper Capture....Capture Paper.....All Pages.....Okay"


STEP 11: After process completes, safe file by going to "File......Save As......" and put in your O:\ or H:\  UPLOAD TO HQ NAVY WEB


This will result in a text searchable .pdf file

