DCS INTENT: capturing quality images of website is integral to later processes involved in producing and sending PDFs. Ultimately
it is also integral to future success of researcher, staff, and DCS. Researcher’s must use GOOGLE CHROME for all web research and

save all websites to ensure quality background and exhibit for each project.

Step 1: Open Chrome by double clicking on desktop icon or searching programs on your computer...



Step 2: identify webpage with content applicable to expert research (i.e. FL Sec of State website below)



Step 3: to PDF the page, you will actually want to print the page. Two methods include (1) holdi eys Control

(Ctrl) and “P” or (2) clicking Chrome control panel and selecting “Print...”




Step 4: rather than print to a printer, ensure the “Destination” is set to “Save as PDF”. ALSO ensure the following, “Layout”

is set to portrait or image depending on the website, “Pages” is set to All (note: you never know what may be important later),
“Paper Size” is set to Letter (note: these will be printed at some point, offices don’t always use legal paper), “Margins” is set to
default, and that Headers and footers is selected in “Options” (note: will show date of website visited and URL for citation
purposes).
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Step 43: IF YOU HAVE Adobe Acrobat 10 or later installed on your computer you can change the “Destination” setting to

“Adobe PDF” (note: this takes a little longer but we can alter settings to improve future OCR of materials). Again, ensure you
select “Change...” icon and scroll through list of available programs, then select “Adobe PDF.” Select “More settings” and ensure
your settings match image below and to the right (note: ensuring “Color” is set to black and white will help future OCR as OCR
function uses contrast to determine between text and background or blank space).

Additional note: 1200 dpi is
minimum quality you want to
use as this helps with quality
of image and therefore
contrast function of OCR.
Disregard this file being
larger as after we combine
PDFs, we can use Adobe’s
Optimizer to reduce file size.
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Step 5: click save button...

—



Step 6: when saving the “File Name” should describe the PDF'd file as SECTION - PAGE NAME, WEBSITE NAME (i.e. Business

— Crest Avenue Medical Building FL SEC OF STATE Details (note: you may have dozens or even hundreds of PDFs at the end of
your project. And you never know when another researcher will need to continue your research with little or no handoff).



