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Creating a PDF



Getting Started

eZ-Audit requires you to attach a non-editable pdf version of your annual submissions.  Adobe Acrobat must be used to create this attachment.  You have several options for obtaining Adobe Acrobat:

· Purchase Adobe Acrobat 5.0 software that will allow you to scan paper copies of your submissions and convert them to pdf.  (The retail cost of the software is approximately $250)

· Convert an electronic version of your submission (word, excel, etc) to pdf format using www.adobe.com online.  (Adobe provides this conversion capability for $9.99 for one month with unlimited use.)  

· Bring paper copies of your submissions to your local copying center (Kinkos, etc.) and request that they create a pdf version of your submission.  (The cost of this option will vary, however $30 - $50 is a reasonable estimate.)

Converting Electronic Documents to PDF

To convert a file to PDF in a Microsoft application (Windows):

Do one of the following:

· In Microsoft Word 97 or Word 2000, choose File > Create Adobe PDF, or click the Create Adobe PDF icon on the Microsoft application tool bar. Select PDFWriter or Distiller, set other options if necessary, and click Create. You can click the Help button in this dialog box to open a document with more information.
· In Microsoft Word 95, choose File > Create Adobe PDF > Print, or click the Create Adobe PDF icon on the Microsoft application tool bar.

· In PowerPoint 97 or PowerPoint 2000, click the Create Adobe PDF icon on the Microsoft application tool bar.

· In Excel 95, 97, or Office 2000, choose File > Create Adobe PDF, or click the Create Adobe PDF icon on the Microsoft application tool bar.

To convert image files by importing:

1. Open Adobe Acrobat

2. Choose File > Import > Image.

3. In the browser, select an image file, and click Open. You can Control-click to select multiple files or Shift-click to select a contiguous range of files. Note: When you import multiple image files, the images are combined into one PDF file. You may be able to select up to 50 image files on either platform, depending on your system’s resources.

4. If a Destination dialog box appears, select Current Document to append the images to the current PDF file, or select New Document to create a new PDF file. Then click OK.  This dialog box appears if a PDF file is already open when you choose File > Import > Image. If no file is open, Acrobat creates a new PDF file with the filename “Untitled,” plus the extension .pdf.

5. If you selected New Document in the Destination dialog box, choose File > Save As, enter a filename and location, and click OK.

To convert image files by dragging and dropping:

1. In the Windows desktop, drag an image file’s icon onto the Acrobat icon on the desktop or into the Acrobat application window. You can Control-click to select multiple file icons or Shift-click to select a contiguous range of icons to drag. If you drag onto the icon or the title bar of the application window,

2. Acrobat creates a new PDF file for each image. If you drag into a PDF file in the application window, the images are appended to that file.

To convert an image file by opening it in Acrobat:

1. Choose File > Open. In Windows, choose “Image Files” from the “Files Of Type” pop-up menu, select the file you want to convert to PDF, and click Open. In Mac OS, choose File > Open, select the file you want to convert to PDF, and click Open. You can convert only one image file at a time using this method.

2. Choose File > Save As, enter a filename and location for the new PDF file, and click Save.

To convert JPEG images by scanning from a digital camera:

1. Turn on your digital camera, and connect it to the computer.
2. In Acrobat, choose File >Import > Scan.

3. Choose the digital camera and a page format from the pop-up menus. The Device pop-up menu lists all TWAIN drivers and Photoshop Acquire plug-ins installed on your system.

4. Select whether to add the images to the end of the current PDF file or to put them in a new file.

5. Click Scan.

6. Select the image or images in the digital camera’s interface. In most cases, you also need to click a button or send the image to Acrobat in some other way. See the documentation that came with your camera for details.

7. Click Done.

Converting Scanned Documents to PDF

To scan pages from a paper document:

1. Start your scanner, and place the first page in it.

2. In Acrobat, choose File > Import > Scan.

3. Choose the scanner and a page format from the pop-up menus. The Device pop-up menu lists all TWAIN drivers and Photoshop Acquire plug-ins installed on your system. Note: Even if you install a TWAIN driver after installing Acrobat, the new driver should be listed in the menu. If it is not, check to be sure your driver is TWAIN software and is installed properly.
4. Select whether to add the scanned pages to the end of the current PDF file or to put them in a new file.

5. Click Scan.

6. Set the scanning options in the scanner’s interface. Some scanners open a dialog box with options, and others display a menu bar that gives you access to commands for setting options. In most cases, you also need to click a Scan button or send the page to the scanner in some other way. See the documentation that came with your scanner for details. For tips on setting options for particular situations, see Tips on scanning pages.

7. For each additional page you want to scan, place the page in the scanner, and click Next in the Acrobat dialog box that appears.

8. Click Done. The scanned pages open in Acrobat.
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For further Information with Adobe Acrobat Click on the Help Tab in Adobe Acrobat and select Acrobat Guide or visit www.adobe.com 
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