*Before using this tutorial, make sure to scan all of your files as ‘Image files’
and save them in numbered order.

Quick Scan Guide:
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Press SCAN on the scanner itself
It will perform a quick scan.
Adjust the edges of the dotted box to highlight the entire image.
Then select scan to: ‘Image File’ and click ‘Accept’.

Choose a save name, location and image format (.tif, .jpg, .png, etc).

Create a PDF from multiple files using Acrobat
Professional

1. Go to ‘Applications’ & Open ‘Adobe Acrobat Professional’.
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2. Choose ‘Combine Files’ at the start screen.
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Create an Adobe PDF from
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Combine multiple files into a
single, professional-looking
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SECURE

Help control access to your
documents.

SIGN

Sign PDF files to enhance the
integrity and authenticity of
documents.

FORMS

Create a PDF form, distribute
it, and collect the data.

REVIEW & COMMENT

Initiate a PDF file review and
participate using Acrobat
commenting tools
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3. Click ‘Combine files’ again.

Combine Files
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- PDF.

Easily select and arrange
documents and images, and
then publish them.
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4. Atthe next screen we can change the conversion quality settings.



Choose the files you want to combine:
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Add Files...  Add Folders... Reuse Files... Add Open Files...

Arrange the files in the order you want them to appear in the new PDF:

Name |Page Range Conversion Settings 'Size |

Move Up Move Down Remove Specify a subset of a document to include: Choose Pages

Choose a file size and conversion setting:

O Smaller File Size @® Default File Size O Larger File Size
Lower Quality Uses default conversion settings Better Quality
Optimizes PDF Files
=

5. Choose ‘Smaller File Size’ if you desire.
Choose a file size and conversion setting:

® Smaller File Size () Default File Size
Lower Quality Uses default conversion settings
Optimizes PDF Files

(Help ) (Options)

6. Then at the top and ‘Add Files’
Choose the files you want to combine:
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Add Files...  Add Folders... Reuse Files... Add Open Files...

7. Highlight the files you wish to add and click ‘Add Files’
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8. Place your files in order (top to bottom) by highlighting one at a time and
clicking ‘Move Up’ or ‘Move Down’.
Choose the files you want to combine:
Add Files...  Add Folders... Reuse Files... Add Open Files...
Arrange the files in the order you want them to appear in the new PDF:
Name |Page Range (Conversion Settings |Size

Picture 1.png All Pages Smaller File 62.48 KB
Picture 2.png Smaller File 52.33 KB

Picture 3.png All Pages Smaller File

4} Move Up Move Down | 9 Remove

9. Click ‘Next’ after all files are in order.

10. Choose ‘Merge files into a single PDF’.




Choose the type of combined PDF file to create:

® Merge files into a single PDF

l@ Merging files combines them into one
sequentially numbered PDF file.

Review Files

11. And click ‘Create’

12. The files should be combined successfully then click ‘Save’

Combine Files Complete

Current File: Picture 3.pdf

File 3 of 3
Status: Opening Image File as Adobe PDF
—
Name Status |
5 Picture 1.pdf Successful
%4 Picture 2.pdf Successful
%5 Picture 3.pdf Successful h‘aufbé\"‘) g o g
Paste the video URL balow:
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Properties
Total Pages: 3 Original Total Size: 117.63 KB 1 1of3 b Pl
Errors: O Final PDF Size: 10.67 KB



13. Give the PDF file a name and click ‘Save’
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