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How	to	scan	a	document	and	convert	to

The	Portable	Document	Format	(PDF)	was	introduced	by	Adobe	in	the	early	1990s,	and	its	popularity	skyrocketed	with	the	rise	of	the	Internet	and	Social	Media.	PDF	files	typically	contain	a	mix	of	text	and	images,	which	can	sometimes	lead	to	significant	file	size	increases.	As	a	result,	users	often	seek	ways	to	compress	these	larger	files	without
compromising	their	quality.	This	is	especially	crucial	for	those	who	work	on	shared	devices	or	have	limited	storage	capacity.	One	popular	solution	is	the	Zamzar	PDF	compression	tool,	which	enables	users	to	reduce	the	size	of	their	PDF	files	while	maintaining	their	original	quality.	To	use	Notes	on	your	iPhone	or	iPad,	you	can	download	it	from	the	App
Store	if	you	have	deleted	it.	Tap	the	new	note	icon	in	the	lower-right	corner	of	your	screen,	which	resembles	a	pencil	and	paper.	Then	tap	the	camera	icon	above	the	keyboard	to	access	camera	features.	To	scan	documents,	select	Scan	Documents	from	the	menu.	Hold	your	device	over	the	document,	making	sure	the	entire	page	is	visible.	The	page	will
flash	yellow	when	detected.	For	best	results,	place	dark	paper	on	a	light	surface	or	vice	versa.	If	you	encounter	issues	in	automatic	mode,	switch	to	manual	by	tapping	Auto	(iPhone)	or	Manual	(iPad)	and	then	capture	an	image	using	the	large	circle	button.	You	can	adjust	the	white	outline	around	the	page	by	dragging	the	four	circles.	Repeat	this
process	for	each	page	of	your	document.	After	scanning	a	page,	tap	its	preview	image	to	display	all	scans.	If	you	want	to	edit	a	page,	tap	it	to	view	a	full-screen	preview	and	select	an	editing	option	from	the	top	or	bottom	menu	bar.	When	finished	editing,	tap	Done.	To	share	your	scan,	tap	the	Share	icon	in	the	upper-right	corner	(or	three	dots	on	iPad)
and	select	Send	a	copy.	Alternatively,	save	the	scan	as	a	PDF	by	tapping	Save	to	Files	and	choosing	a	location	to	store	it.	For	Android	users,	open	the	Google	Drive	app,	log	in	to	your	account,	and	navigate	to	the	homepage	if	necessary.	Tap	＋	in	the	bottom-right	corner	to	access	camera	features,	then	tap	Scan	from	the	pop-up	menu.	Follow	similar
steps	as	for	iPhone	users	to	scan	documents	and	save	them	as	PDFs.	1	Open	your	phone's	camera.	Point	it	at	a	flat	document	in	front	of	you.	The	document	should	be	centered	in	the	middle	of	the	screen.	2	Tap	Capture.	It’s	a	blue-and-white	circle	at	the	bottom	of	the	screen.	This	will	scan	your	document.	3	If	needed,	tap	Retry	to	retake	the	photo	or
click	OK	to	continue.	Google	Drive	will	automatically	convert	your	picture	into	a	scan	and	find	the	borders	of	your	document	if	it	has	white	space.	4	Once	done,	tap	Save	in	the	bottom-right	corner.	5	To	add	more	pages	to	the	PDF,	tap	+	and	then	scan	another	item.	6	Finally,	save	your	scanned	document	onto	your	phone	by	tapping	Download	from	the
three	dots	icon	at	top	right.	7	Alternatively,	you	can	download	Adobe	Scan	for	free	from	Google	Play	Store	or	App	Store	to	use	its	mobile	app.	8	Open	Adobe	Scan	on	your	iPhone,	iPad	or	Android	device.	Tap	Sign	in	with	Google,	Facebook	or	Apple	account	if	required	and	allow	camera	access	and	notifications.	9	Take	a	picture	of	the	first	page	by
holding	your	phone	above	the	document	and	tapping	Capture.	10	Keep	Scanning	and	take	pictures	of	each	page	until	done.	11	Once	you're	done,	tap	the	image	thumbnail	to	view	your	scanned	document.	12	Tap	Keep	Scanning	again	to	save	the	pages	as	needed	before	downloading	or	emailing	them.	1.	Tap	the	red	"x"	icon	in	the	upper-left	corner	of
the	image	to	delete	a	page	and	then	tap	Delete.	2.	To	add	a	name	for	the	document,	open	the	title	at	the	top	of	the	page	and	type	it	in	the	first	bar	of	the	pop-up	window.	3.	Make	last-minute	adjustments	by	tapping	on	a	page	and	using	the	tools	at	the	bottom	of	the	screen	to	crop,	rotate,	or	change	its	appearance.	4.	Use	the	tools	to	reorder	pages,
adjust	cropping,	rotate,	change	the	look	of	the	page,	clean	up	messy	parts,	resize	the	page,	or	delete	it.	5.	Tap	Save	PDF	in	the	upper-right	corner	to	save	the	document	to	your	phone	or	tablet	and	view	it	in	various	apps.	6.	Connect	your	scanner	to	your	computer	using	a	USB	cable	or	wirelessly,	following	the	manufacturer's	user	guide	for	instructions.
7.	Place	the	document	face	down	on	the	glass	top	of	the	flatbed	scanner	or	place	it	face	up	in	an	automatic	document	feeder.	8.	Open	Start,	type	"fax	and	scan,"	and	click	Fax	and	Scan	to	access	the	program.	9.	Click	New	Scan	to	open	a	new	window,	select	your	scanner	from	the	list,	and	choose	a	profile	or	source	for	the	document.	10.	Select	a	type	of
document	and	click	Scan	to	begin	scanning	it	into	your	computer.	can	change	color	options	before	scanning.	then	click	File.	after	scanning	finishes,	click	this	tab	in	the	upper-left	corner	for	a	drop-down	menu	to	appear.	click	Print…	and	then	Microsoft	Print	to	PDF	or	Adobe	PDF	from	the	large	box	below	"Select	Printer."	if	not	available,	use	default
settings	to	scan	as	an	image,	convert	to	PDF,	and	save.	next,	select	a	save	location	by	clicking	a	folder	on	the	left	side	of	the	window,	enter	a	name	for	your	PDF	in	the	field	to	the	right	of	"File	name,"	and	click	Save	at	the	bottom	of	the	window.	this	saves	your	scanned	file	as	a	PDF	in	your	selected	location.	1	connect	scanner	to	computer	via	USB
cable	or	wireless	using	home	Wi-Fi	if	available.	consult	manufacturer's	user	guide	for	instructions.	2	insert	first	page	of	document	face	down	on	glass	top	of	flatbed	scanner	or	place	face	up	in	tray	for	automatic	document	feeder.	3	click	Apple	menu,	then	System	Settings	(or	Preferences),	then	Printers	&	Scanners.	select	your	scanner	and	click	Open
Scanner.	if	offline,	ensure	it's	powered	on	and	connected.	4	select	Use	Document	Feeder	depending	on	scanner	type.	uncheck	for	flatbed	scanners.	5	show	details	to	display	all	scanner	options.	6	select	paper	size	using	drop-down	menu	next	to	"Size."	use	default	US	Letter	(8.5"	x	11")	or	custom	size.	7	choose	where	to	save	document	using	the	"Scan
to"	drop-down	menu.	by	default,	scanned	documents	are	saved	in	"Pictures"	folder.	8	select	PDF	format	from	the	"Format"	drop-down	menu.	9	if	scanning	multiple	pages,	click	checkbox	next	to	"Combine	into	single	document."	10	click	Scan	to	start	scanning.	then	insert	second	page	and	repeat	process	until	all	pages	are	scanned.	To	scan	multiple
pages	of	a	document	using	an	automatic	document	feeder	(ADF),	place	all	pages	in	the	tray.	If	your	scanner	doesn't	support	double-sided	scanning,	flip	each	page	over	and	reinsert	it	to	scan	both	sides.	Click	Scan	for	each	subsequent	page	until	you've	finished.	Once	done,	save	your	document	to	the	desired	location.	Alternatively,	use	online	converters
like	PNG	to	PDF	or	JPG	to	PDF	if	you	can't	scan	directly	into	a	PDF.	Open	the	website,	click	UPLOAD	FILES,	select	your	scanned	image,	and	then	click	Open	to	upload	it.	Wait	for	the	conversion,	then	click	DOWNLOAD	to	save	the	PDF	to	your	computer.	When	saving	your	scanned	document,	choose	where	you	want	it	to	be	saved,	such	as	the	desktop
or	downloads	folder.	You	can	also	rename	your	PDF	after	scanning.	To	scan	a	large	folder	with	multiple	pages	into	separate	PDF	files,	first	save	all	pages	in	one	large	document.	Then,	go	to	Tools	>	Organize	Pages	>	Extract	and	select	"Extract	pages	as	separate	files."	Each	page	can	be	renamed	and	saved	individually.	After	scanning,	you	can	trace
the	document	and	attach	it	to	an	email	by	clicking	on	Attach	and	selecting	the	scanned	document	from	your	'scanned	documents'	folder.	Documents	can	be	easily	digitized	and	saved	as	editable	Word	files	using	a	scanner.	This	process	allows	for	quick	access,	editing,	and	sharing	via	email	or	cloud	storage.	Scanning	documents	is	particularly	useful	in
today's	digital	world,	where	the	ability	to	convert	hard	copy	documents	into	editable	digital	files	saves	time	and	hassle.	It	also	enhances	security	and	accessibility	by	backing	up,	encrypting,	and	accessing	digital	files	from	anywhere.	This	tutorial	will	guide	you	through	the	process	of	scanning	documents	and	saving	them	in	Word.	Before	we	begin,
ensure	that	you	have	a	scanner	and	Microsoft	Word	installed	on	your	computer.	The	scanning	process	may	vary	slightly	depending	on	your	scanner	model	and	version	of	Word.	Make	sure	the	document	is	clean	and	free	of	any	obstructions	like	staples	or	paper	clips	that	might	affect	the	scanning	quality.	Remove	any	wrinkles	or	folds	in	the	document
to	achieve	the	best	results.	Open	the	scanner	lid,	place	your	document	face	down	on	the	glass,	and	align	it	properly	according	to	the	scanner's	guidelines.	Close	the	lid	carefully	to	avoid	moving	the	document	out	of	place.	Launch	Microsoft	Word	and	create	a	new	document	or	open	an	existing	one	if	you	want	to	add	the	scanned	image	to	it.	In	Word,	go
to	the	"Insert"	tab,	click	on	"Pictures,"	and	select	the	option	that	says	"From	Scanner	or	Camera."	Choose	your	scanner	from	the	list,	adjust	the	settings	if	needed,	and	then	press	"Scan"	to	start	the	scanning	process.	After	the	scan	is	complete,	the	digital	copy	of	your	physical	document	will	appear	as	an	image	in	your	Word	file.	To	seamlessly	integrate
scanned	documents	into	your	document	workflow,	consider	the	benefits	of	scanning	directly	into	Word.	This	method	saves	time	by	eliminating	intermediate	steps	such	as	scanning	to	a	PDF	or	image	file	and	then	converting	it.	With	scanned	documents	in	Word,	you	can	easily	edit	text,	format	content,	and	make	necessary	changes.	This	is	particularly
useful	for	forms	that	require	frequent	updates.	Additionally,	digital	documents	can	be	shared	via	email	or	cloud	services,	making	collaboration	more	efficient	and	ensuring	everyone	works	with	the	most	up-to-date	version	of	the	document.	However,	there	are	potential	drawbacks	to	consider.	Poor	scan	quality	or	a	damaged	document	may	result	in	an
inferior	outcome,	requiring	extra	time	for	cleanup.	Furthermore,	this	method	relies	on	having	a	working	scanner	and	a	compatible	version	of	Word,	which	may	not	be	accessible	to	everyone.	To	get	the	most	out	of	scanning	documents	into	Word,	it's	essential	to	understand	the	equipment	requirements	and	potential	learning	curve.	Choosing	the	right
resolution	settings	can	help	balance	file	size	and	image	quality.	Some	scanners	allow	for	multi-page	scanning,	creating	a	single	file	that	can	then	be	inserted	into	Word.	Using	the	built-in	optical	character	recognition	(OCR)	feature	in	Word	can	also	convert	scanned	images	into	editable	text.	This	enables	users	to	interact	with	and	modify	the	text	as	if	it
were	typed	directly	into	the	document.	To	achieve	optimal	results,	prepare	your	document	by	removing	obstructions,	smoothing	out	folds,	and	ensuring	proper	scanner	alignment.	Matthew	Burleigh	is	a	seasoned	tech	writer	with	over	a	decade	of	experience	in	creating	high-quality	content	online	and	on	various	websites.	Prior	to	his	current	role,	he
worked	in	IT	management	for	small	businesses,	but	now	dedicates	himself	to	writing	tutorials,	guides,	and	website	development	full-time.	With	expertise	spanning	multiple	platforms,	including	iPhones,	Microsoft	Office,	Google	Apps,	Android,	and	Photoshop,	Burleigh's	work	has	been	widely	read,	with	over	50	million	people	accessing	his	content
across	various	sites	since	2008.
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