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How to Scan a Document as a PDF.  (Lodi Library 2013) 

1. Use the 3
rd

 computer from the left in the meeting room. Turn computer on if necessaru. 

 

STEP 1    Click Start Application     STEP 2    Click PDF         (bottom right) 

 

 

 

 

 

 

 

STEP 3   Insert 1
st

 Page in Scanner. CHECK PAPER POSITION 

STEP  4    Name File and Click SCAN                                    STEP 5  Wait as 1
st

 Page is Scanned.  

 

 

 

 

 

 

 

 

 

 

 

  STEP 6   When you see this screen, remove scanned  

  Page, insert next page to scan and click NEXT. 

STEP 7  Click FINISH when all pages are scanned.
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   STEP 8  Open PDF Document to check that all pages are there, readable and not upside down. 

 If not, return to Main Menu and Start Over (Click PDF button).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check Left side of Open Document to confirm all pages were scanned –Here, a 2 page PDF was created. 
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        STEP 9   The Scanned PDF File is in a Folder on the  Computer Desktop labeled with current date. 

               Click on Folder to open it and confirm PDF file is in it. 

 

 

 

 

 

 

 

 

 

 

 

          

 Click on the PDF file (red and white icon above) to check the document (optional). 
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How to Send a Scanned Document (PDF) as an Email Attachment.  (Lodi Library 2013) 

STEP 1  Go to internet and sign on to your email account. This example shows a gmail account.  

 

 

 

 

 

 

 

 

 

STEP 2  Compose a new Email. Send it to yourself or to recipient for scanned PDF 

 

 

 

 

 

 

 

 

STEP 3  Attach the scanned PDF as a file to the email .  

Look in Desktop to find the Folder with the date 

Containing the PDF scanned.
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   STEP  4 Confirm that file is attached and SEND email. 

 

 

 

 

 

 

 

 

STEP 4  Check your Sent Mail for email and open it.  NOTE—paper clip symbol shows that file is attached 
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How to Delete the Scanned file to Protect Privacy. 

STEP 1   Right Click on Scanned PDF Folder to Delete file   STEP 2  Click Yes to delete folder. 

 

 

 

 

 

 

 

STEP 3    Empty Recycle Bin for Privacy 

 

 


