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Admin - Using the PDF Image Import
Tool

1 Select the SmartCapture tab.
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2 Use the List View, Map View, or Search bar to search for the desired occupancy.

3 In the Actions column, select Import.
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4 Use the Choose File button to find and select the PDF file.

5 In the Import Window, select a page of the PDF, then select Edit.
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6 In the image editing window, edit the image in the following ways:

  • Use the cropping tool to select only a portion of an image.

  • Use the image rotation tool to rotate the image.

  • Use the ImageName field to provide the new image with a name
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7 Once you've made your selection, select either Save Image (to save your image
based on the selection window) or Save Page (to save the entire page as an
image).

8 To close the import window, select Cancel and then Dismiss.
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