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Packaging the Document
General Introduction

We had quite a few discussions earlier 
about the need to be very careful in 
preparing the grant application and related 
documents.

We talked about having the local “English 
Grammar Expert” (or the equivalent) proofread 
the file and edit before submission.
We also talked about having it presented nicely, 
formatted properly, etc.
So, for this section, we will discuss some 
alternative methods of packaging the file. 



Packaging the Document
General Introduction

With some grant applications you might be 
required to submit supporting documents 
and also have to make several copies.

It is, of course, possible to simply make paper 
copies in the traditional way.
So, are there alternatives?

Yes! 
It might make sense to use either Adobe 
Acrobat Standard or Acrobat Professional to 
package the file.



Packaging the Document
General Introduction

Why would it make sense to use Adobe Acrobat 
(either Standard or Professional) to package the file?

Acrobat is particularly useful if the file includes 
several documents and different formats (such as 
Excel spreadsheets, maps, etc.).
Sometimes mixing files with different formats can 
cause problems with fitting them all on a regular 
sheet of 8 ½ by 11 paper.
Acrobat standardizes the printing so it will print on 
any printer as it shows up on the screen (hence the 
term, Portable Document Format or PDF,  meaning 
move it from one printer to another, or from 
Windows PC to Mac – it still works the same).



Packaging the Document
General Introduction

With Acrobat Standard or Pro on your PC, 
you can convert Office Documents (Word, 
Excel, PowerPoint, and even Access) into PDF.
Adobe Acrobat (either Standard or Pro)
allows us to scan various documents 
directly into the PDF file.

If you have ever tried scanning into MS Word 
you probably found the images that result from 
the scan might or might not fit the page. 
The images from scans are sometimes difficult 
to format like you want in Word. 
With Acrobat, the scanning is highly efficient and 
the results are professional looking. 



Using Acrobat Standard or 
Professional

Some students indicated interest in Acrobat 
Standard or Professional when I mentioned 
the advantages in an earlier presentation 
(Practical Issues).
Part of the reason for the interest was that 
I suggested Acrobat Standard or 
Professional might be useful in preparing 
the portfolio for the MPA.
So I decided to put together a presentation 
on how to use Acrobat for these purposes.



Buying Acrobat Standard 
and/or Professional

Let’s Clarify – Acrobat Standard or 
Professional can create PDF Files
(these versions are not the same as the Free Acrobat Reader)

Acrobat Professional is $159 (Educational 
version) 
Acrobat Standard is $99 (Educational 
version)
Visit the Adobe web site to learn more
The VSU Tech Shop sells Adobe products 
at the Educational prices.



Converting Microsoft Office 
Documents to PDF

When you load Acrobat Standard or 
Professional on your PC it sets up a 
utility that acts like a printer to 
convert Office documents into PDF.

Acrobat Distiller becomes one of the 
printers listed in the Print Dialog box 
when we use the “File” menu item and 
then choose “Print.”



Choose File 
then Print



Select Printer



Then hit “OK” to Print



You will then see the document 
in Acrobat



Next - Scanning to Acrobat
Locate the software on the PC

This is the icon for the Acrobat 6.0 
Pro or whatever version you have on 
your PC. (Note: Adobe now has 7.0 and will soon release 8.0)

Double-Click the icon for the Acrobat 
Standard or Pro



On the toolbar, 
select Create PDF, 

then Click From Scanner



You will see the 
Scanner dialog box

Depending on your needs, you 
can Drag the Arrow Button to the 

Higher Quality End on the 
Compression Control

Arrow 
Button



Scanner dialog box

Then hit the Scan Button



Choose Document Type 
(Color, B & W, etc.)



After the First Pages is Scanned 
Acrobat asks if you want to do Page 2

If you only have one page, 
hit the Done Button, 

if you have another page, hit Next



The Scanned Document will appear 
in the Acrobat Window



Go to Document on the 
toolbar, then Pages, 

then hit Rotate

Sometimes we
need to
Rotate 

the document



The Rotate Page Dialog Box 
Allows Several Options - Then hit OK



See the Rotated Document



This is Page 2



Summary
This is a quick overview and does not cover all 
the important points on packaging the grant 
application.
Let me clarify that there is no suggestion that 
you need to buy Acrobat to do the grant 
project.

I simply thought it would be worthwhile to make 
everyone aware of this option.
It is particularly useful in combining different file 
formats.

Let’s have a discussion to allow everyone to 
make comments, suggestions, etc.


