
How to save files as PDF  

 
1. Scan/open the document 
 
2. Click print & change printer to Primo PDF  

 

 
 
 
 
 

 

 

 

 

 

 

 

 

3. Click print 
 

4. The following box will appear – click eBook at the top, leave document properties empty & 
you can create a password under PDF security if needed.  

 

 
 
 
 
 
 
 

 

 

 

 

 

 

5. Click create PDF 
 
 
 
 
 
 
 



6. The following will open – Save the file in the selected document folder & name the file as 
needed.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Document will then be saved as a PDF 

 

 

 
 
 
 
 
 
 


