iVisions Scanning/Attaching Documents
1. Launch Adobe Acrobat 8 Professional. 

2. Click the toolbar button “Create PDF”
3. Select “From Scanner”
4. The default settings in the Acrobat Scan window should be OK, but please review them to be familiar… 

a. Scanner: Your CanoScan or HP scanner should automatically show up here. (If WIA-CanoScan is selected, change it to CanoScan.) 

b. Color Mode: “Grayscale” will be good for most documents. Select “Color” if needed. 

c. Resolution: Use the default setting of 300 DPI. 

d. Output: Select “New PDF Document” unless you intend to add pages to an existing PDF you already have open. 
e. Text Recognition: “Make Searchable” is the default setting and is probably useful to have in the final product, but the PDF will save quicker if you turn it off. 

5. Click Scan
6. Select a location to save the PDF, e.g.: 

a. Your H:\ drive if you intend to keep your own copy, or 

b. Your Desktop if you intend to delete the PDF once it is uploaded to iVisions. 

7. If you are scanning a one-page document, select Scanning Complete and click OK. 

8. If your document has more than one page, then place your next page on the scanner, select “Scan more pages”, and click OK (continue for each add’l page)
9. When the scan is complete, your PDF will open in the main Acrobat window and you can review it for clarity and close it
Attaching Documents in iVisions
Log on to Kyrene School District Website

Click on Department,  Business Services

iVisions Self Service Portal

login(right hand corner)

Enter Username

Enter Password

In iVisions, follow the necessary steps to attach the PDF from the location in which you chose to save it. 

