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Uploading Scanned Forms and Documents to SARA 

Using a flat-bed scanner 

1. After filling out the information requested in each form and/or signing the form, scan the 
documents one at a time to your local drive; using the form name and a document sequence i.e. 
Criminal Background 1, Criminal Background 2, etc. 

2. Launch MS Word. 
3. Open the first document in Adobe Reader. 
4. Change View to 60%. (You must type 60 and hit enter as this size is not a selection in the 

dropdown.) 

 
5. Click Edit in the menu bar then click Take a Snapshot 

 

6. Click once anywhere on the form. It will turn blue; then click OK to confirm a snapshot was 
taken.  
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7. Go to MS Word and click Paste. 

 
8. Adjust the copy to fill the entire page by clicking on it and dragging one corner down and to the 

right. 

 
9. At the bottom of the page, hold CTRL and click ENTER in MSWord to start a new page. 
10. Continue snapshots from Adobe Reader to MS Word until all forms have been pasted in Word. 
11. Save the MSWord document in the format [Providername]_FY14_[formname], i.e. 

KIDSRUS_FY14_Criminal Background Checks. 
12. Upload to SARA. 


