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Purchase of this Classroom in a Book in any format gives you access to the lesson files you'll
need to complete the exercises in the book. All lesson files are copyrighted; you may use them
only to complete the exercises in this book

You'll find the files you need on your Account page at peachpit.com on the Registered
Products tab.

1 Go to www.peachpit.com/register.
2 Sign in or create a new account.

3 Enter the ISBN: 9780135495643.
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GETTING STARTED

Adobe® Acrobat® DC is an essential tool in today’s electronic workflow. You
can use Acrobat Standard or Acrobat Pro to convert virtually any document
to Adobe Portable Document Format (PDF), preserving the exact look and
content of the original, complete with fonts and graphics. You can edit text
and images in PDF documents, initiate reviews, distribute and share
documents, create interactive forms, and more.

About Classroom in a Book

Adobe Acrobat DC Classroom in a Book®, Third Edition is part of the official
training series for Adobe graphics and publishing software, developed with the
support of Adobe product experts. The lessons are designed to let you learn

at your own pace. If you're new to Adobe Acrobat, you'll learn the fundamen-
tal concepts and features you'll need to master the program. If you've been
using Acrobat for a while, you'll find that Classroom in a Book teaches many
advanced features, including tips and techniques for using the newest features.

Although each lesson provides step-by-step instructions for working with
specific projects, there’s room for exploration and experimentation. You can
follow the book from start to finish, or complete only the lessons that match
your interests and needs. Each lesson concludes with a review section summa-
rizing what you've covered.

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION 1



2 GETTING STARTED

Acrobat Pro and Acrobat Standard

This book covers features included in Acrobat Pro and Acrobat Standard. We've
noted where a tool or feature described in this book is available only in Acrobat
Pro. Features available only in Acrobat Pro include:

e Preflighting documents and other print production tasks
e Creating PDF Portfolios

e Checking PDF documents for accessibility

e Applying Bates numbering and redaction

e Comparing versions of a document

e Using and creating actions

Prerequisites

Before beginning to use Adobe Acrobat DC Classroom in a Book, Third Edition, you
should have a working knowledge of your computer and its operating system. Make
sure you know how to use the mouse, standard menus and commands, and also
how to open, save, and close files. If you need to review these techniques, see the
printed or online documentation included with your system.

Installing Adobe Acrobat

Before beginning to use Adobe Acrobat DC Classroom in a Book, Third Edition,
make sure that your system is set up correctly and that you've installed the required
software and hardware. You must purchase Adobe Acrobat DC software separately.
For system requirements, see the Adobe website at www.adobe.com/products/
acrobat/main.html.

You must install the application onto your hard drive. Follow the onscreen
installation instructions.

Some lessons require other Acrobat apps, including Adobe Acrobat Reader (for
desktop computers), the Adobe Acrobat Reader app, Adobe Fill & Sign, and
Adobe Scan. You can download and install them all now, or install them when
you need them.


http://www.adobe.com/products/acrobat/main.html
http://www.adobe.com/products/acrobat/main.html

Options for purchasing Acrobat DC

Both Acrobat DC Standard and Acrobat DC Pro are available as standalone
software and by subscription alone or through an Adobe Creative Cloud subscrip-
tion. Which option you choose depends on your individual and organizational
needs. However, just as there are feature differences between Acrobat Standard
and Acrobat Pro, there are more features available when you have an Acrobat or
Creative Cloud subscription, both of which include access to Adobe Document
Cloud services. Where Document Cloud services are required for a feature, such as
Adobe Sign, we've noted it in the lessons.

You can learn more and compare your options for purchasing Acrobat DC at
acrobat.adobe.com/us/en/pricing/pricing-compare-plans.html.

Starting Adobe Acrobat

You start Acrobat just as you would any other software application.
*  Windows: Choose Start > Programs or All Programs > Adobe Acrobat DC.

e macOS: Open the Adobe Acrobat DC folder, and double-click the
program icon.

Online content

Your purchase of this Classroom in a Book includes online materials provided by
way of your Account page on peachpit.com.

Lesson files

To work through the projects in this book, you will need to download the lesson
files from peachpit.com. You can download the files for individual lessons or it may
be possible to download them all in a single file.

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION 3
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Note: Asyou
complete each lesson,
you will preserve the
start files. In case you
overwrite them, you can
restore the original files
by downloading the
corresponding lesson
files from your Account
page at peachpit.com.

4 GETTING STARTED

Accessing the lesson files and Web Edition

If you purchased an eBook from peachpit.com or adobepress.com, your Web
Edition will automatically appear under the Digital Purchases tab on your Account
page. Click the Launch link to access the product. Continue reading to learn how to
register your product to get access to the lesson files.

If you purchased an eBook from a different vendor or you bought a print book, you
must register your purchase on peachpit.com in order to access the online content:

1 Go to www.peachpit.com/register.

2 Sign in or create a new account.

3 Enter the ISBN: 9780135495643

4 Answer the questions as proof of purchase.

The Web Edition will appear under the Digital Purchases tab on your
Account page.

5 Click the Launch link to access the product.

Purchase of this Classroom in a Book in any form gives you access to the lesson files
you'll need to complete the exercises in this book. All lesson files are copyrighted;
you may use them only to complete the exercises in this book.

You can access the lesson files through the Registered Products tab on your
Account page. Click the Access Bonus Content link below the title of your prod-
uct to proceed to the download page. Click the lesson file links to download them
to your computer, and then unzip them.

The files are compressed into zip archives to speed download time and to protect
the contents from damage during transfer. You must uncompress (or “unzip”) the
files to restore them to their original size and format before you use them with
the book. On a modern operating system, simply double-click a zip archive to
open it.

When you begin each lesson, you will navigate to the folder with that lesson number,
where you will find all of the project files you need to complete the lesson.


http://peachpit.com
http://adobepress.com
http://peachpit.com
http://www.peachpit.com/register
http://peachpit.com

Additional resources

Adobe Acrobat DC Classroom in a Book, Third Edition is not meant to replace

documentation provided with the program or to be a comprehensive reference for

every feature. Only the commands and options used in the lessons are explained in

this book. For comprehensive information about program features and tutorials,

refer to these resources:

Adobe Acrobat Learn and Support: helpx.adobe.com/acrobat.html has
comprehensive content you can search or browse, provided by Adobe. This
includes hands-on tutorials, a link to Help, answers to common questions,
troubleshooting information, and more.

Acrobat DC User Guide: helpx.adobe.com/acrobat/topics.html is a reference
for application features, commands, and tools (press F1 or choose Help >
Online Support). You can also download Help as a PDF document optimized
for printing at helpx.adobe.com/pdf/acrobat_reference.pdf.

Acrobat Forums: forums.adobe.com/community/acrobat lets you tap into
peer-to-peer discussions and questions and answers on Acrobat and other
Adobe products.

Adobe Creative Cloud Learn: https://helpx.adobe.com/support/creative-
cloud.html provides inspiration, key techniques, cross-product workflows, and
updates on new features.

Resources for educators: edex.adobe.com offers a treasure trove of information
for instructors who teach classes on Adobe software. Find solutions for education
at all levels, including free curricula that use an integrated approach to teaching
Adobe software and can be used to prepare for the Adobe Certified Associate
exams.

Also check out these useful links:

Adobe Add-ons: creative.adobe.com/addons is a central resource for finding
tools, services, extensions, code samples, and more to supplement and extend
your Adobe products.

Adobe Acrobat DC product home page: www.adobe.com/products/acrobat has
more information about the product.

Adobe Authorized Training Centers

Adobe Authorized Training Centers offer instructor-led courses and training
on Adobe products. A directory of AATCs is available at https://training.adobe.
com/training/partner-finder.html.

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION
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Going mobile

The free Adobe Acrobat DC mobile app makes it easy to view and work with PDF files from anywhere
on your Android and iOS devices (including iPad, iPhone, and iPod touch). With the free app, you can
view PDF files; add comments using the highlight, strikethrough, underline, and freehand drawing
tools; view password-protected and encrypted PDF files; and fill out, save, and send fillable PDF forms.
You can even sign forms electronically.

Done MeridienFeedback FoF (O] '3 Q,

CONFERENCE FEEDBACK
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back next year!

1. What were your areas of interest this year? (check all that apply)
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O Other: | Green space initiatives

2, Do you think you will attend future events?
Yes + No

3. How would you rate your experience while attending? (7=Temible 3=0kay 5=Fantastic)

Environmentally Dining .
Responsible Accessible Transportation Options Accommodations
5 & &
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With an Acrobat or Creative Cloud subscription, the app becomes more powerful. You can
use it to create, export, and organize pages in a PDF file. If you're working on an iPad, you can also
edit pages in a PDF document.

You can download the app free from the iTunes App Store (for iPad, iPhone, or iPod touch) or from
Google play (for Android).

For more information about the Acrobat DC mobile app, see Lesson 6, “Using Acrobat on Mobile
Devices,” or visit acrobat.adobe.com/us/en/products/mobile-app.html.

&) Comment
4. Fill & Sign

# Edit POF

“0 Organize Pages
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INTRODUCING
ADOBE ACROBAT DC

Lesson overview

In this lesson, you'll do the following:

Get acquainted with the Portable Document Format (PDF),
Acrobat DC, and Acrobat Reader DC.

Use the Home view to access your files and tools.
Select tools in the toolbars.

Use tools in the Tools pane.

Customize toolbars.

Navigate a PDF document using the toolbars, menu commands,
page thumbnails, and bookmarks.

Change the view of a document in the document pane.
View a PDF document in Read mode.

Learn to use Adobe Acrobat DC Help.

This lesson will take approximately an hour to complete. Download the

project files for this lesson, following the instructions in the Getting

Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve

the start files. If you need to restore the start files, download them from

your Account page.
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10 LESSON 1

About PDF

Portable Document Format (PDF) is a file format that preserves all of the fonts,
formatting, colors, and graphics of any source document, regardless of the applica-
tion and platform used to create the original document. PDF files are compact and
secure. Anyone using the free Acrobat Reader DC can view, navigate, comment on,
and print a PDF file. Acrobat Reader users can also complete and return PDF forms
and electronically sign PDF documents.

e PDF preserves the exact layout, fonts, and text formatting of electronic
documents, regardless of the computer system or platform used to view
these documents.

* You can read PDF documents using Acrobat Reader, Acrobat Standard,
Acrobat Pro, or Adobe Document Cloud.

e PDF documents can contain multiple languages, such as Japanese and English,
on the same page.

e PDF documents print predictably, with proper margins and page breaks.

* You can secure PDF files to prevent unauthorized changes or printing or to limit
access to confidential documents.

*  You can change the view magnification of a PDF page in Acrobat or Acrobat
Reader, which is especially useful for zooming in on graphics or diagrams
containing intricate details.

* You can share your PDF files using network and web servers, email, CDs, DVDs,
other removable media, and Document Cloud.

About Adobe Acrobat

Adobe Acrobat lets you create, manage, edit, assemble, and search PDF documents.
Additionally, you can create forms, initiate review processes, apply legal features,
and prepare PDF documents for professional printing.

Almost any document—a text file, a file created in a page-layout or graphics appli-
cation, a scanned document, a web page, or a digital photo—can be converted to
Adobe PDF using Acrobat software or third-party authoring applications. Your
workflow and document type determine the best way to create a PDF.

Introducing Adobe Acrobat DC



About Acrobat Reader

Acrobat Reader, available free online, is the global standard for viewing PDF files.
It is the only PDF viewer that can open and interact with all PDF documents.
Acrobat Reader makes it possible to view, search, digitally sign, verify, print, and
collaborate on PDF files without having Acrobat installed.

® Confersnce Guide pel - Atobe Acrabat Reader DC - o X
File Edit View Window Help
Home Tools Conference Guide_.. x @ A .

HBeEBEAO®O 1/n

R MO @ s -

BT - CED

L‘.. Export FDF ~

Adobe Export PDF L

Convert PDF Files to Word
or Bxcel Online

Select PDF File

Conlerence Guidepdi *
Convert to

Microsaft Word "docx) ™

Document Language:
English (U.5) Change

View Converted Files

8 Create POF ~
52 cditroF

B comment ¥

Your current plan is Creative
Cloud

Learn Mors

Acrobat Reader can natively display rich media content, including video and audio
files. You can also view PDF Portfolios in Acrobat Reader.

In Windows, Acrobat Reader opens PDF files in Protected Mode (known as
“sandboxing” to IT professionals). In Protected Mode, Reader confines any pro-
cesses to the application itself, so that potentially malicious PDF files do not have
access to your computer and its system files. To verify that Acrobat Reader is in
Protected Mode, choose File > Properties, select the Advanced tab, and view the
Protected Mode status.

© Note: Adobe
strongly recommends
that you use Acrobat
Reader for Windows

in Protected Mode.
However, if you need to
disable it, choose Edit >
Preferences. Then, select
General from the list of
categories, and deselect
Enable Protected

Mode At Startup in the
Application Startup
panel. You'll need to
restart Acrobat Reader
for the change to

take effect.
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About Document Cloud

A subscription to Document Cloud, included in a Creative Cloud subscription, pro-
vides free online storage for PDF files so that you can access them from any device,
wherever you are. When you access Document Cloud in a browser, you also have
access to most of the functionality of the desktop version of Acrobat, except com-
menting tools. To access your files and Acrobat features on Document Cloud, go to
https://documentcloud.adobe.com, and sign in if prompted.

Learn more about working within Document Cloud in Lesson 6, “Using Acrobat on
Mobile Devices”

About the Acrobat mobile apps

The Adobe Acrobat Reader DC mobile
app lets you work with PDF files on
tablets and phones, using many of the
features available in the desktop version
of Acrobat. Adobe Scan, Adobe Sign, and
Adobe Fill & Sign apps provide conve-

nient access to specific features on mobile
devices. Most lessons in this book focus
on the features in the desktop version of
Acrobat, but you can learn more aboutthe | T Q@ 4
mobile apps in Lesson 6, “Using Acrobat .
on Mobile Devices”

CRrT—

nnnnn
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Adding Acrobat Reader installers

Acrobat Reader is available free of charge, making it easier for users to view your
PDF documents. You can point users to the Acrobat Reader installers on the Adobe
website at get.adobe.com/Reader. If you're distributing documents on a CD or DVD,
you can include a copy of the Acrobat Reader installers on the disc.

If you're including the Acrobat Reader installers on a disc, you should include a
ReadMe text file at the top level of the CD or DVD that describes how to install
Acrobat Reader and provides any last-minute information.

You may make and distribute unlimited copies of Acrobat Reader, including copies
for commercial distribution. For complete information on distributing and giving
your users access to Acrobat Reader DC and the Acrobat Reader mobile app, visit
the Adobe website at www.adobe.com/products/reader/distribution.html.

A special logo is available from Adobe for use when distributing Acrobat Reader.

Using PDF on the web

The web makes it possible to deliver electronic documents to a wide and varied
audience. Because web browsers can be configured to run other applications
inside the browser window, you can post PDF files as part of a website. Visitors to
your site can download PDF files or view them inside the browser window using
Acrobat Reader.

When including a PDF file as part of your web page, consider directing users to
the Adobe website so that the first time they encounter a PDF, they can download
Acrobat Reader, free of charge, if necessary.

PDFs can be viewed one page at a time and printed from the web. With page-at-
a-time downloading, the web server sends only the requested page, decreasing
downloading time. In addition, you can easily print selected pages or all pages
from the document. PDF is a suitable format for publishing long electronic docu-
ments on the web, and PDF documents print predictably, with proper margins
and page breaks.

You can also download and convert web pages to PDF, making it easy to save,
distribute, and print them. (For more information, see Lesson 2, “Creating Adobe
PDF Files!)

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION
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About the Home view

The Acrobat Home view provides links to tutorials and common tasks, such as exporting a PDF file
to Microsoft Word format. By default, the Home view lists files you've recently opened, but you can
choose to see files you've scanned, or navigate to PDF files on your local hard drive, Document Cloud,
or your account on a cloud service such as Dropbox or Google Drive.

When you select a file in the recent files list, the Home view displays tools for quick access. Selecting a
tool opens the selected document with the selected tool active.

B Adobe Acrobat Pro DC

Home  Tools

Recent

Scans

FILES
My Computer
Document Cloud

Add an Account

SHARED
For Viewing
For Review

For Signature

File Edit View Window Help

Q. Searct
Recent E =un
= Nase OPENED
- MeridienFeadback =
e N_:’" ¥ e Today, 3:02 PM
e dianE =
E ::Sndlm eedback Today, 3:02 PM
‘.‘ﬂ. -:Kfuu Financial Todtiv 2% P
s Crder_Start Dac 3
MR o z
Wi
alcome Dac 3
o PoE
5% 10515 E Bella Vista Dr - SPDS - "
L Jun 18
SIGN » 0 of 1 completed
Statement
o & Statement of Work Ao & 2017
SIGN + 2 of 2 completed
B Statement of Work Apr 4, 2017

SIGH « 0 of | completed

Tag_wines

SHARED + 0ol 1 viewed

Tag Wines Y
POE

Feb 22, 2017

Feb 22, 2017

w

&

0 &

Share

Send For Review

Adobe Sign

Edit PDF

Export PDF

Organize Pages

Comiment

Fill & Sign

-

To access tutorials, click the Learn Adobe Acrobat icon (the question mark) at the top of the Home view.

B Acope Acrchat Pro DC

Home  Tools

File Edit View Window Help

a =

@ @

Introducing Adobe Acrobat DC



Opening a PDF file

The default Acrobat DC work area is streamlined to ensure easy access to the tools
you'll use most often as you work with PDF files.

1 Start Acrobat.

The Home view lists recently used files.

You want to open a file you haven’t opened before, so it isn’t included in the list of
recent files.

2 Click My Computer in the Files area on the left.

M ndobe Aombat Fro DC o x

File Edil View Window Help

Home Tools Q Sea 2O A £
fecant My Computer

Scans

Leszon1l
s

My Computer
- Asgets
Document Cloud C !

Add an Account

SHARED
For Viewing
Fot Review

For Signature

3 Click Browse, navigate to the Lesson01/Assets folder on your hard drive, and
select the Conference Guide.pdf file.

4 Click Open.
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> Tip: If you close the
menu bar by choosing
View > Show/Hide >
Menu Bar, you won't be
able to access any menu
commands to reopen
it. To reopen the menu
bar, press F9 (Windows)
or Command-+Shift+M
(macOS) on your
keyboard.
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The menu bar and a toolbar are visible at the top of the work area. In Acrobat DC,
each open document has its own tab, with its own work area and toolbars. You can
access common commands in the menu bar.

* Conterence Guide pdt - Adobe Acrobat Pro DC - o ;¢
File Edit View Window Help
Home  Tools Conference Guide.... * w @ ‘ .

EAEBHEQAD®@ 1/

R MO O wx- B F

° /s CED

Y Create PDF

q5 Combine Files

52 EditroF

[3 export PDF

1] Organize Pages

[“'E. Send for Review

E Comment

A Fill & Sign

=& Adobe Sign

W Enhance Scans

O Protect

Your current plan ks Creative
Cloud

Leaen More

Acrobat can open in two different ways—as a standalone application or in a web
browser. The associated work areas differ in small but important ways. This book
assumes that you are using Acrobat as a standalone application.

5 Move your pointer down to the lower left corner of the document window to
reveal the size of this page. (The document window is the part of the workspace

that displays an open document.) The page size display disappears when you
move the pointer away from the area.
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Working with toolbars

The main Acrobat toolbar contains commonly used tools and commands for work-
ing with PDF files. You can show additional tools in the toolbar, add tools to the
Quick Tools portion of the toolbar, and show recently used tools. The toolbar is
designed to be simple and streamlined, giving you the control to add only the tools
you use frequently.

Using the toolbar

By default, the top level of the toolbar includes the Home button, the Tools button,
and tabs for each open document. In Document view, the lower level of the toolbar
is specific to each document; by default, it includes buttons for saving, uploading,
printing, or emailing a PDF file; the Find Text tool; a few navigation tools; page con-
trol tools; and some commenting tools. To use a tool, click it.

Home  Tools Conference Guide.... *

@@Q ©® 1w »@@@é

To see the name or description of a tool in the toolbar, hover the pointer over the tool.

Home  Tools Conference Guide.... %

®BRAO® 1/ K OO O

‘Share files for viewing or review and track responses

Using page controls

The page control tools—the Selection (&) and Hand () tools, page magnification,
and page view options—help you navigate the page.

1 Click the Zoom In button (®) in the toolbar three times.

k@@@%woo%vﬁv?

MERIDIEN o &

Conference j, S

MERIDIEN

“Conference |,

Tip: You can undock
the page controls
from the main toolbar:
Click the Move Page
Controls Out Of Toolbar
button. The separate
toolbar appears when
you hover the mouse
over the bottom of the
screen. To redock the
page controls, click the
Move Page Controls Into
Toolbar button.
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> Tip: Anarrow to the
right of a tool indicates
that there is a menu
associated with that
tool. Click the arrow to
reveal that menu.

Acrobat enlarges the view. Now only part of the document appears in the applica-
tion window.

The default tool in Acrobat is the Selection tool (k). The Hand tool lets you pan
around the document.

2 Click the Hand tool (M) in the toolbar.

3 With the Hand tool selected, drag the document across the application window
to see a different portion of the image.

4 Click the Zoom Out button (&) once to see more of the page.

The Zoom tools do not change the actual size of a document. They change only
its magnification on your screen.

5 Click the arrow on the right side of the magnification text box, and choose
Fit Visible from the pop-up menu to display the entire page.

R MO =mO R T

10%

25%

Fit Width

Fit Visible k
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Tools in the Tools pane

By default, the Tools pane displays the most commonly used tools. To add or

remove a tool from the pane, click Tools in the main toolbar to open the Tools Center
view. Then choose Add Shortcut or Remove Shortcut from the menu beneath a tool.
Acrobat uses the current Tools pane configuration in all PDF documents you open
until you change the configuration again. (Some of the tools are available only in
Acrobat Pro.)

Commonly used tools include:

Create PDF: Create a PDF file from almost
any file or scanned image.

Combine Files: Create a PDF file from
multiple PDF files or other documents.

Edit PDF: Edit text, images, links, and
other content, and crop pages.

Export PDF: Export PDF files as Microsoft
Office documents, images, HTML web
pages, and other formats.

Organize Pages: Rotate, delete, insert,
replace, split, extract, and otherwise
manipulate pages.

Send For Review: Invite people to review
a shared document and track responses.

Comment: Add, search, read, reply to,
import, and export comments.

Fill & Sign: Complete and sign forms
electronically.

Adobe Sign: Get documents signed
electronically and track results. (This tool
may appear as Send For Signature in the
Tools pane.)

Enhance Scans: Make text editable,
and otherwise improve the quality of
scanned documents.

Protect: Apply security features such
as file encryption.

a Create PDF
f_:‘_-.bl Combine Files
52 Edit PDF
[% Export PDF
| Organize Pages
Send for Review

Comment

B

Fill & Sign

&

Send for Signature

Enhance Scans

Protect

& O 2

More Tools
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Working with tools

The commands and options you need in order to perform different tasks are
grouped in the Tools pane on the right side of the application window. Additional
tools are available in the Tools Center; you can access them directly from the Tools
Center or add them to the Tools pane. When you select a tool, the user interface
changes to provide the options related to that tool.

Selecting tools in the Tools pane
To become familiar with using tools, you'll rotate a page and edit some text.

1 Click Organize Pages in the Tools pane on the right side of the screen.

a Create PDF
ﬁj Combine Files
52 EditPoF

Export PDF

IOrganichagcs 1 - 0 O @ ab:lmnl Q’Ius«ett* ver
-~

Acrobat displays thumbnail previews of each of the pages in the document, with
page numbers shown beneath them. The Organize Pages toolbar appears below the
main Acrobat toolbar.
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2 Click the page 9 thumbnail. Four icons appear near the selected thumbnail:
two rotation icons, a trash icon, and an insertion icon.

The map of Meridien on page 9 is oriented incorrectly. You'll correct it.

3 Click the clockwise rotation icon.

{@ = 4D o}

The page rotates to the correct orientation, and no other pages are affected.

4 Click the Close button at the end of the Organize Pages toolbar to return to the
main document view.

5 Click Edit PDF in the Tools pane.

I Edit PDF & Edit T Add Text [&] Add Image OQ Link [% Crop Pages @ Header & Fooler v ==e
FORMAT ﬂ
o
g B 1 et b E
ERED %
== i =0
I= + 1= &
T AV
= o =]
OBJECTS ﬁ
= A T B
T b
OQ RO
& e s =)

The Edit PDF toolbar appears below the main Acrobat toolbar. On the right side of
the application window, a pane displays options related to editing text and images.
The document window displays the current page. By default, Edit is selected in the
Edit PDF toolbar.
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Note: If the
original font is not
available, Acrobat
substitutes a default
font and displays a
tooltip informing you
that the font has been
substituted.

When you select a tool, the user interface changes to show you the options and con-
tent you need to effectively use that tool. How it changes varies from tool to tool.

6 In the main toolbar, type 12 in the page number box, and then press Enter or
Return to go to that page.

Because Edit is selected in the Edit PDF toolbar, editable content is outlined on the
page. A box appears around the text. The pointer changes to an I-beam when you
move it over the text.

7 Select the word and in the second sentence of the Wireless Internet Access topic.

8 Type but to replace the word and.

[onference via 802.11 b/g high-

eridien Conference and[may not be
hnect to is meridien. You are welcome
bss our network, available throughout
le technical support or assistance with
urity. Because this is an open network,
ot want exposed. For privacy, we

erver when accessing network services

[onference via 802.11 b/g high-
Meridien Conference mnay not be
hnect to is meridien. You are welcome
bss our network, available throughout
fle technical support or assistance with
urity. Because this is an open network,
ot want exposed. For privacy, we

berver when accessing network services

9 Click Close in the Edit PDF toolbar to close the Edit PDF tool.
10 Choose File > Save As.

11 Navigate to the Lesson01/Finished_Projects folder, name the file Conference
Guide_final.pdf, and click Save. Leave the file open.

Navigating PDF documents

You can zoom in and out, move to different pages, show multiple pages at a time,

view multiple documents, and even split a document to view different areas of the
same document simultaneously. Many navigation tools are available in more than
one place; you can use the method that best suits your workflow.

Changing magnification

Earlier in this lesson, you used the Zoom In and Zoom Out tools, as well as the preset
magnification menu, all in the toolbar. You can also change the magnification using
commands in the View menu.
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1 Choose File > Open, navigate to the Meridien Rev.pdf file in the Lesson01/
Assets folder, and click Open.

2 Choose View > Zoom > Fit Height.
The entire PDF document is displayed, fitting the height of the application window.
3 Choose View > Zoom > Zoom To.

4 In the Zoom To dialog box, type 125 for Magnification, and then click OK.

Zoom To X

Magnification: '

= [

Accessing specific pages

You've used the page number text box in the Acrobat toolbar to go to a specific
page. You can also use commands in the View menu or use the Page Thumbnails
panel in the navigation pane to quickly move to a different page in the document.

1 Click the Conference Guide_final.pdf tab to display the file you worked with
earlier. If the Conference Guide_final.pdf file isn’t open, open it.

2 Choose View > Page Navigation > Go To Page.
3 In the Go To Page dialog box, type 7, and click OK.

Schedule-at-a-Glance

Go To Page x

Page: |1 of 12
l oK kl Cancel

Acrobat displays page 7 of the document.
4 Choose View > Page Navigation > Previous Page.

Acrobat displays page 6 of the document. The Previous Page and Next Page com-
mands serve the same purpose as the Previous Page and Next Page buttons in the
Acrobat toolbar.
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5 If the navigation pane isn't visible, click the arrow on the left side of the

application window to open it.
6 In the navigation pane, click the Page Thumbnails button (|[3).

Acrobat displays thumbnails of all the pages in the document. Acrobat automati-
cally creates thumbnails for the pages of a PDF document when you open it.

7 Click the thumbnail for page 3.

g remeonss x| [

g @ 0rROQ

What is the City of Meridien

Conference?
The € iy of Meratien Corferrcs geocaced by Lo,
Bwhate e than thourands of the ams’ Bacer,

Enflsencors, Buyers and business deciuion miker of 3l
ki

@ Sty of Metiion Lovderence Jteraon wil docover 3

U 0 13 U MRl SOOUNIG.

“Hn exvellens cvere. | made o lot af mews
contitcts dan § plesr fo e the information
Hitrned i oy busisoem, | ot watit for
the ee comference”

Acrobat displays page 3 of the document.

8 Zoom in to 200%. Notice that the thumbnail highlights the area of the page that
is visible at this magnification.

@ Page Thumbnails b4

A

| What is t

- Conferen
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9 Select the Hand tool (M) in the toolbar.

10 Drag in the document window to see a different area of the page. Notice that the
highlighted area in the thumbnail moves accordingly.

Using bookmarks to navigate documents

You can create bookmarks to help viewers navigate PDF documents. Bookmarks act
as an electronic table of contents page, providing links directly to the content they
describe.

1 Click the Bookmarks button ([]) directly below the Page Thumbnails button
in the navigation pane.

Acrobat displays the bookmarks that have been created for this PDF document.
2 Click the Meridien Wi-Fi bookmark.

@ Bookmarks X
@ - ol B

[ Conference Attendee Guide

@

[ Message from the Mayor

[l What Is the City of
Meridien Conference?

[ Meridien Wi-Fi.

[ Why Participate?
[l Conference Highlights
[ schedule at a Glance
[ General Sessions
[ Map of Meridien

[ General Information

Acrobat displays page 4, which contains information about Meridien wireless access.
3 Click the General Sessions bookmark.

Acrobat displays page 8, where the descriptions of the conference sessions begin.
You do not need to create a bookmark for each page.

4 Click the General Information bookmark.

Acrobat displays page 10, where the general information begins. You'll create
another bookmark to help conference attendees locate information about accessing
first aid quickly.

Tip: You can create
bookmarks for a PDF
document in Acrobat,
or you can generate
them automatically
when you create the
PDF using PDFMaker or
when you export a PDF
file from InDesign.
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5 Click the Next Page button (@) in the Acrobat toolbar to go to page 11.

6 Select the Selection tool (®) in the toolbar, and then select the “First aid
information” heading on the page.

7 Click the New Bookmark button ([%) at the top of the Bookmarks panel.

o | - 7
q B @R

[ Conference Attendee Guide

@ Evaluations
[ Message from the Mayor

[l What Is the City of , e,
Meridien Conferenca? presdcdp o %  Leviied

[ Meridien Wi-Fi ; iy

oy 4 chedals ared
[ why Participate? — - bk
[ Conference Highlights Lost and Found
[ Schedule at a Glance -
D General Sessions iyt Sty

A Map of Meridien
ﬂ General Information

(st aid information)

_

Acrobat adds a new bookmark with the text you selected beneath the General

Information bookmark.

8 Drag the new bookmark over the General Information bookmark (directly over
the words “General Information”) until you see a small triangle, and then release
the mouse button.

n Map of Meridien m Map of Meridien

v I

ﬂ First aid information

I:l General Information

b

Acrobat indents the new bookmark, nesting it under the General Information
bookmark.

9 Close the Bookmarks pane.

Viewing multiple documents

You can work with more than one PDF file at a time, displaying the documents ver-
tically or horizontally. You've opened two PDF documents; you'll view them next to
each other.
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1 Choose Window > Tile > Vertically.
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Acrobat displays all the open PDF files side by side. Notice that each document has
its own application window, complete with toolbars and panes.

2 Choose Window > Tile > Horizontally.

Acrobat displays the PDF documents in their own application windows once again,
but this time they’re displayed horizontally.

3 Choose Window > Cascade.

Acrobat displays the active document in front of the others, but you can see the
title bar for each of the other open documents.

4 Adjust the windows so you can see the toolbar for each document. Then drag
the tab from one of the documents next to the tab for the other; you'll see a blue
line. Drop the tab there to return to the standard tabbed document view.

e Edl Wew Window Hep
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Splitting the view of a document

Sometimes you need to work with different portions of a single document simulta-
neously, whether it’s to ensure you've used consistent wording or to examine
differences in images. You can split a document into two views, with the ability

to navigate each individually.

1 Click the Conference Guide_final.pdf tab to make it active, and then choose
Window > Split.

Acrobat displays the same document twice, each with its own scroll bar. Notice
that both copies of the document share the same toolbars and panes.

2 Click anywhere in the top version of the document. It's now the active view.

3 Click the Previous Page button to go to the previous page in the top view. Only
the top view changes.

4 Click anywhere in the bottom view to make it active.

5 Zoom in to 150%. Only the bottom view changes.

General Information
ATM Machine

incated Inhont of oo comenton Cants.
Automated External Defribillators [AED)
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e
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Badges
pricpmic

Business Service Center
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i

- Coatang mgees:

- Competarsnid intummat accoss

Coat and Luggage Check

You can check coats and luggage at

1100%850in <
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6 Choose Window > Remove Split.

Acrobat restores the document to a single view, displaying whichever view was active
when you chose the Remove Split command.

7 Close all open documents without saving changes.

Viewing PDF presentations in Full Screen mode

You can set up a PDF file to be viewed in Full Screen mode, or choose to view any
document that way. In Full Screen mode, the menu bar and toolbars are hidden.

1 Choose File > Open, and double-click the Aquo_Financial.pdf file, located in the
Lesson01/Assets folder.

2 Click Yes in the Full Screen message box to open this document in Full
Screen mode.

Full Screen x

This document is trying to pul Acrobat in full screen mode, which lakes over your soreen.

& 'L In this mode, it is possible (o present documents that look like other applicaions,
ncluding applications that request your personal information. Would you like o allow
this docurnent to enter full screen mode automatically?

[ Remember my choice for this document

Notice that in Full Screen mode the document occupies all available space on the
monitor. All the Acrobat toolbars, menus, and panes have disappeared.

This document is an informational presentation, designed to be viewed exclusively
onscreen. The graphics, large type size, and horizontal page layout have been
designed for optimal display on a monitor.

You can view any PDF file in Full Screen mode by opening the document
in Acrobat and choosing View > Full Screen Mode.

3 Press Enter or Return to page through the presentation. You can also use the
arrow keys on your keyboard to move forward and backward.

4 Press the Esc key to exit Full Screen mode.
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5 To ensure that navigation controls are always accessible to you, even
in Full Screen mode, choose Edit > Preferences (Windows) or Acrobat >
Preferences (macOS), and select Full Screen from the list of categories in
the Preferences dialog box. Select the Show Navigation Bar option, and click
OK to apply your changes.

Preferences

Categories: Full Screen Setup
| Commenting - [l Current document anty
Documents

Full Fill screen with one page at a time

General ] Adert when document requests full screen
Page Display
Pt Which monitor to use: | This Monitor -
3D & Multimedia
| Accessibility
Action Wizard Full Screen Navigation
Adobe Online Services .
d catalog Escape key exits
Content Editing

| Convert From POF Left click ta go forward one page: fight click 1o go back one page
From this point on, whenever you open a document in Acrobat on your computer
in Full Screen mode, Acrobat will display Next Page, Previous Page, and Exit Full
Screen View buttons at the bottom left of the document window. The buttons
appear when you first view the document in Full Screen mode, and then disap-
pear so that they don’t obstruct the presentation. To access the buttons, move the
pointer over the lower left corner of the screen. Keep in mind that Full Screen
viewing preferences are specific to the computer on which you run a PDF presenta-
tion, not to the document.

To set a file to open in Full Screen mode, choose File > Properties, click the Initial
View tab in the Document Properties dialog box, select Open In Full Screen
Mode, and click OK. Then save the document. For more information, see Lesson 4,
“Enhancing PDF Documents.

Document Properties x

Description Security Fonts  Initial View  Custom  Advanced

Layout and Magnification

Mavigation tak: | Page Only e
Page layout: | Single Page -

Magnification: | Default -’

Open to page: |1 of 8

Window Options
L] Resize window to initial page

(] Center window on sereen

I] Open in Full Screen mode
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Viewing PDF files in Read mode

You can maximize the screen space available to your PDF document without enter-
ing Full Screen mode. Read mode hides all the elements of the work area except the
document and the menu bar.

1 Choose View > Read Mode.

2 Move the pointer near the bottom of the window.

7 N Financial Data

( AOUO) &°"  Presentation

An overview of Aquo’s Green Bottling
e Plant Construction and Operating Costs

A floating toolbar appears briefly when you move the pointer near the bottom of
the page. This floating toolbar includes navigational tools that let you zoom in and
out, move to different pages, and save or print the file.

3 To restore the work area, click the Show Main Toolbar button (&) in the floating
toolbar, or choose View > Read Mode again.

4 Choose File > Close, and close the file without saving any changes.
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Setting Acrobat preferences
for web browsing

You can set the Acrobat Internet preferences to determine how Acrobat loads and
displays PDF files from the Internet.

In Acrobat, choose Edit > Preferences (Windows) or Acrobat > Preferences (Mac OS),
and select Internet from the categories on the left. By default, several Internet pref-
erence options are automatically selected.

e Display In Read Mode By Default displays PDF files without toolbars or panes,
so that all that appears is a semitransparent floating toolbar when you move
your mouse over the lower area of the PDF file. If you deselect this option, PDF
files open with toolbars and panes.

* Allow Fast Web View downloads PDF documents for viewing on the web one
page at a time. If this option is not selected, the entire PDF file downloads before
it is displayed.

e Allow Speculative Downloading In The Background enables a PDF document
to continue downloading from the web, even after the first requested page
displays. Downloading in the background stops when any other task, such as
paging through the document, is initiated in Acrobat.

For help setting up your browser to enable you to view PDF documents in it, click
the link at the top of the Web Browser Options area of the Preferences dialog box to
see instructions.

Customizing the Acrobat toolbar

The Acrobat toolbar includes a few commonly used tools by default. You can add
tools you use frequently through the Show/Hide commands or by adding them

to the Quick Tools section of the toolbar. Changes you make to the toolbar are
application-wide, so the toolbar appears the same in any PDF file (until you change
the toolbar settings again).

1 Open any document in Acrobat so that you have access to the toolbars.

Note: If the Previous 2 Choose View > Show/Hide > Toolbar Items > Show Page Navigation Tools >

View button is already Previous View.

in the toolbar, the

command in step 2 The Previous View button appears in the toolbar, just to the left of the page
removes it. number.

32 LESSON 1 Introducing Adobe Acrobat DC



3 Choose View > Show/Hide > Toolbar Items > Show Edit Tools > Undo.

Home  Tools Aquo_Financial.pdf
®BEABH)O ©©) /0

The Undo button appears in the toolbar, next to the Find button. You may have
noticed that the Show/Hide options add commands from the File, Edit, and View
menus to the toolbar, positioned in the toolbar according to their menu and sub-
menu (such as Page Navigation).

The Quick Tools area of the toolbar contains tools you add through the Tools pane.
Almost every tool is available.

4 Choose View > Show/Hide > Toolbar Items > Customize Quick Tools.

The Customize Quick Tools dialog box opens. The tools currently in the Quick Tools
toolbar are displayed across the top of the dialog box. Tools you can add are listed
below. You'll add the Rotate Left and Rotate Right tools to the toolbar.

5 Click Organize Pages to expand it.

6 Select the Left tool (¢7), and then click the Add To Toolbar button (&T)
to add the tool to the set at the top.

7 Select the Right tool ((), and then click the Add To Toolbar button.

Customize Cuick Tools x

Toals to show in Toalbar: |_|O 4 y

2 40)

Choose loals to add:

~ Organize Pages

EI Delete
£) Left

() Right '
a Extract
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34 LESSON 1

8 Click Organize Pages to collapse the section again, and then click Create PDF

to expand it.

9 Select PDF From File, and click the Add To Toolbar button.

You've added three buttons to the Quick Tools area of the toolbar. You can rearrange

tools, add dividers to organize them visually, and delete tools.

10 With the PDF From File tool still selected, click the left arrow button at the top
of the dialog box twice to move it to the left of the rotation tools.

11 Click the Add Divider button at the top of the dialog box to add a divider
between the PDF From File tool and the rotation tools.

Customize Cuick Tools

Tools to show in Toalbar:

gsn{pa

O o

Choose tools to add:

= Create PDF

EB PDF from File...

ﬁ Autodetect Color Mode
T Black & White

‘_B Grayscale

"é Color Document

‘-[:3 Color image

':;"_3 Custom Scan,.,

@y POF from Web Page

Rﬁ PDF from Clipboard

ot

Save Cancel
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When you click the Add Divider button, Acrobat inserts a divider immediately > Tip: To

after the currently selected tool. You can move a divider just as you move a tool, a:tomaltically add
. . . the tools you use
using the right and left arrow buttons at the top of the dialog box. frequently to the
12 Click Save to save your changes. toolbar, choose View >
Show/Hide > Toolbar
The tools and divider you added appear on the right end of the toolbar. Items > Show Recently
Used Tools.

Customizing the brightness
of the user interface

By default, Acrobat displays a light gray user interface. It may be easier to see some
files accurately with a darker interface. To change the brightness, choose View >
Display Theme > Dark Gray.

[ g Frnamcial paf - Addoloe Acrobat Pro DC - o ®x
Fde Edt View Window Felp

Financial Data
Presentation

An overview of Aguo's Green Bottling
Plant Construction and Operating Costs

|‘ o - - L) L] » L]
ASSSNSSN SERNSLINSTR SLINS SIS
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Getting help

The lessons in this book focus on commonly used tools and features in Acrobat DC.
However, you can get complete information on all the Acrobat tools, commands,
and features for both Windows and macOS systems from Adobe Acrobat DC Help
online. To access Help, choose Help > Online Support. Acrobat opens your default
browser and displays the Acrobat Help page online. In addition to the Help topics,
the Acrobat Help page provides links to tutorials to help you learn Acrobat, user
forums, and other community resources related to Adobe Acrobat.

If you do not have an Internet connection, Acrobat displays a message suggesting
you verify your Internet connection. If you plan to work in Acrobat without an
Internet connection, you can download the Acrobat Help topics as a PDF document
from the Adobe Acrobat DC Help And Support page, and then open and search the
PDF file as you would any other.
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Review questions

1 Name two advantages of PDF documents.

2 How do you navigate to a different page in Acrobat?

3 How can you return to your usual work area from Full Screen mode?

Review answers

1 PDF provides several advantages, including the following:

PDF preserves the exact layout, fonts, and text formatting of electronic documents,
regardless of the computer system or platform used to view these documents.

PDF documents can contain multiple languages, such as Japanese and English,
on the same page.

PDF documents print predictably, with proper margins and page breaks.

You can secure PDF files to prevent unauthorized changes or printing, or to limit
access to confidential documents.

You can change the view magnification of a PDF page in Acrobat or Acrobat
Reader, which is especially useful for zooming in on graphics or diagrams
containing intricate details.

2 To navigate to a different page, you can do any of the following:

Click the Next Page or Previous Page button in the Acrobat toolbar.
Type a page number in the Acrobat toolbar.

Choose a command from the View > Page Navigation menu.

Click a thumbnail in the Page Thumbnails panel in the navigation pane.

Click a bookmark in the Bookmarks panel in the navigation pane.

3 To exit Full Screen mode and return to your normal work area, press the Esc key

on your keyboard.
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CREATING ADOBE PDF FILES

Lesson overview
In this lesson, you'll do the following:
e Convert a TIFF file to Adobe PDF using the Create PDF tool.

e Convert a file to Adobe PDF using the authoring application’s
Print command.

e Convert multiple documents into a single PDF file.

* Explore the Adobe PDF settings used to convert files
to Adobe PDF.

* Reduce the size of a PDF file.
e Scan a paper document into Acrobat.
e Convert scanned images into searchable text.

e Convert web pages to Adobe PDF from Acrobat and directly
from a web browser.

This lesson will take approximately 60 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from
your Account page.
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You can easily create PDF files from existing files,
such as Microsoft Word documents, web pages,
scanned documents, and images.




Tip: If you have an
Acrobat or Creative
Cloud subscription, you
can convert Microsoft
Office and image files to
PDF using the Acrobat
DC mobile app. To
learn more, see Lesson
6,"Using Acrobat on
mobile devices””

Note: When
you're creating a PDF
from within Acrobat,
you must have the
application that created
the original file installed
on your system.

About creating Adobe PDF files

You can convert a variety of file formats to Adobe PDF, preserving all the fonts,
formatting, graphics, and color of the source file, regardless of the application
and platform used to create it. You can create PDF files from images, document
files, websites, scanned paper documents, and clipboard content.

If the document you want to convert to PDF is open in its authoring application
(for example, a spreadsheet is open in Excel), you can usually convert the file to
PDF without opening Acrobat. But if Acrobat is already open, you don’t have to
open the authoring application to convert a file to PDF.

When you create a PDF file, consider file size and quality (image resolution,

for example). When such factors are critical, use a method that allows you to
control conversion options. Dragging and dropping files on the Acrobat icon to
create PDF files is fast and easy, but if you want more control over the process,
use another method, such as using the Create PDF tool in Acrobat or the Print
command in the authoring application. After you specify conversion settings, the
settings apply across PDFMaker and Acrobat until you change them.

Lesson 7, “Using Acrobat with Microsoft Office Files,” describes how to create
Adobe PDF files directly from a variety of Microsoft Office applications. Lesson 8,
“Combining Files,” covers the conversion of multiple file types as you combine
files into a single PDF document. In Lesson 13, “Using Acrobat in Professional
Printing,” you'll learn how to create press-quality PDF files.

If the security settings applied to an Adobe PDF file allow it, you can also reuse
the content of the document. You can extract content for use in another author-
ing application, such as Microsoft Word, or you can reflow the content for use
with handheld devices or screen readers. The success with which content can
be repurposed or reused depends very much on the structural information
contained in the PDF file. The more structural information a PDF document
contains, the more opportunities you have for successfully reusing the content,
and the more reliably a document can be used with screen readers. (For more
information, see Lesson 3, “Reading and Working with PDF Files.”)

Using the Create PDF tool

You can use the Create PDF tool in Acrobat to convert a variety of file types,
including both image and non-image files, to Adobe PDEF. You'll convert a single
TIFF image to an Adobe PDF file.
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1 Start Acrobat, if it’s not already open.
2 Click Tools to open the Tools Center.
3 Click the Create PDF tool in the Create & Edit category.

[ o ) Acrabat Pro DC

Home | Tools

Q Search tools

Create & Edit

| = a4 g

Create PDF Combine Files Organize Pages Edit PDF
[open | -] [open | -] [open -] [open | -]

Acrobat displays a list of options for creating a PDF file. Using the Create PDF tool,
you can create a PDF document from one or multiple files, a screenshot, a scanned
image, a website, clipboard contents, or a blank page. All your options are easily
accessible here. Single File is selected by default.

4 With Single File selected, click Select A File.

I Create PDF

Create a PDF from any format

:Single File
Multiple Files
Screenshot @
Scanner
Web Page Select.a File
Cliob d Choose from .d&ﬂ") xlsx, .txt, ete.
Ip g1 Check more formats
Blank Page & Advanced Settings
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5 In the Open dialog box, navigate to the Lesson02/Assets folder on your hard
drive, and select the GC_VendAgree.tif file. Then click Open.

A thumbnail image of the selected file appears, with the filename beneath it.

Note: If the 6 Click Advanced Settings.
Advanced Settings . . .
option is dimmed, The settings options vary depending on the file type you've selected. For a TIFF
there are no additional image, the Adobe PDF Settings dialog box includes options for scan optimization,

settings available for

image compression, and color management.
that file type. 8 P ’ 8

Single File =
cril - il e
Multiple Files Adobe PDF Settings
O Scan Optimization
Screenshot ook
Monochrome: | JBIG2 (Lossless) -
Scanner -
Grayscale: JPEG (Quality : Medium})
Web Page GC_VendAgrea.tif Color: | JPEG (Quality : Medium)
Y Change File Color Management
Clipboard -
RGE: Preserve embedded profiles
Grayscale: | Off
Other: Preserve embedded profiles .
Defaults Cancel m

You can also review and edit the settings used to convert your files to PDF in the
Convert To PDF panel of the Preferences dialog box.

7 Click Cancel to leave the settings unchanged for this document.

8 Click Create.

[ XX ) 1] GE Vendhgree pdt
Home  Tools GC_VendAgras pal % L OR W
F -~ [
BABHEQAODO® 1 APO® wn- R T B 2 0 S
o
T
o Create PDF
glohaldorp. &
.
— q5 Combine Fles
2 ediroF
NON-DISCLOSURE AGREEMENT
Effective Date of Agreement B. Export PDF
] O
“I] Organize Pages
In this agrecment 1, ,4&. . e .fmm_ﬂLL«*kmM ™
that Glokal Comoration (hereafier refered 1o as The Company) has farnished or dischosed cenain L@ Send for Review
proprietary data and 10 he husiness The
Company. | agres W teal such nformation & highly confidential and will not, st any time, dischose B comment
aaything sbout who | am working for, the naure of the project ot the type of woek wsless expesssly given
in writing. :
y ¥ 4 FilaSn

Acrobat converts the TIFF file to Adobe PDF and opens the PDF file automatically.

42 LESSON 2 Creating Adobe PDF Files



9 Choose Fit One Full Page from the Fit pop-up menu (f) on the Page Controls @ Note: The Fit pop-up

toolbar so that you can see the entire agreement. menu icon changes to
reflect the current view.

Notice that the handwritten note that the signer of the agreement has added
is preserved in the Adobe PDF file.

CEE) 21,66 Vendagree.pt
Home  Tools GC_VendAgree pat [ oy W
BEBEAOO 1 [ ABO00 w=-@)F » v CED

Saarch toss

nlnbg}rp. B e

TP Combine Files

i s &2 EdtroF
PDF
wusapemet odosads B v Ll Bt it 5 expon
that, Cllobad Comorstion (hercaficy referved o as The Commpiny ) bas Sarvabad oo dischosed cortan
. dos =
gy n A, 0y e, s -Z_'D Organize Pages
: [ send for Review
P " e
Sy 2 . B con
» helkneg in The Clarmpuny, sl | promise b g all rights 10 sovlsisreatons o The Commpany 304 10 »

coperme wih The Company

. g = A Filasign
lotn Abu e &GO
~— 38%5 sls Send for Signature

oy A Tha ﬂ Enhance Scans
Thercor, sillnet e

st bt Tt bl B Sy purons ol st & ko Abcrv, bd agrres i L Wigasd i non

s agees, Ao 0

prsioct, the wadersigaed will petue 10 The Company 8 seconts, rapars, Sncemests, and memarands }% More Tooks

Pt 2 wil e e o eeiaia ay coqy theresd.

Your current plan is Craative Cloud

10 Choose File > Save As, name the file GC_VendAgree.pdf, and save it in
the Lesson02/Finished_Projects folder. Then choose File > Close to close the
PDF file.
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Saving PDF files to cloud accounts

You can save PDF files directly to your Box, Dropbox, Google Drive, OneDrive,

or Sharepoint account. In Acrobat DC, choose File > Save As, and then click Add
Account in the pane on the left. Click Add beneath the type of account you want

to add, and then sign in and agree to share access with Acrobat. Once you've added
an account, it appears among the storage options on the left side of the Save As
PDF dialog box. To save the current PDF file directly to your account, choose File >
Save As, select the account, name the file, and click Save.

s SHiE A ROR:

Save As PDF

FILES

g

My Computer

Document Cloud Google Drive

2 =
Box Dropbox

Add Account
a B

Dragging and dropping files

You can also create Adobe PDF files from many documents simply by dragging the
file onto the Acrobat icon or into the document pane in Acrobat (Windows). Acrobat
uses the conversion settings you specified the last time you converted a file.

Experiment with dragging the RoadieDog.jpg, Pumpkin.jpg, LoyalFan.jpg, and
Tulips.jpg files from the Lesson02/Assets folder into the Acrobat document pane
(Windows), onto the Acrobat icon on your desktop, or onto the Acrobat icon in the
Dock (macOS). Close any open PDF files when you are finished. You can save the
newly created PDF files or close them without saving.
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Converting different types of files

You can use the Multiple Files option in the Create PDF tool to easily convert differ-
ent types of files to Adobe PDF and combine them into one PDF file. If youre using
Acrobat Pro, you can also assemble multiple documents into a PDF Portfolio.
You'll learn more about combining files and creating PDF Portfolios in Lesson 8,
“Combining Files”

Now, you'll convert a file to Adobe PDF and combine it with several other PDF files.

Assembling the files

First, you'll select the files you want to combine, and specify which pages to
include. You'll combine a JPEG image file with several PDF files, but you'll include
only a single page from one of the PDF documents.

1 In Acrobat, click Tools, and then click the Create PDF tool in the Create
& Edit category.

2 Select Multiple Files, and then select Combine Files, and click Next.

I Create PDF

Create a PDF from any format

Single File (® Combine Files

Multiple Files
O Create Multiple PDF Files
Screenshot Cor tiple file "D

Scanner O Create PDF Portiolio
Web Page aror )
Clipboard

Blank Page

Acrobat opens the Combine Files tool so that you can assemble your documents.
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3 Click the Add Files button.

ICcmbinaFiles [ 1 H ] T ® @ Close

@
s

Add files by clicking the button below or drag and drop them here.
You can also add the current open files from below.

w uuﬂw.

Now you'll select the files that you want to convert and combine. The types of files
that you can convert will vary depending on whether you are working in Windows
or macOS.

4 In the Add Files dialog box, navigate to the MultipleFiles folder in the
Lesson02/Assets folder. Make sure that All Supported Formats is selected
in the Show menu. (In macOS, click Options to see the Show menu.)

5 Select the Ad.pdf file. Then Shift-click the Data.pdf file to select the bottle.jpg

and Data.pd(f files, too.
i,i L i B MultipleFiles 72 9 Se
5huw:| All Supported Formats '
= —
| Options Cancel

6 Click Open (Windows) or Add Files (macOS).

You can add files in any order, because you can rearrange them in the Combine
Files window. You can also use the Remove button to remove any unwanted files.
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7 Ifyou see a list of files, click the Switch To Thumbnail View icon in the Combine
Files toolbar. Then drag the thumbnail of the bottle.jpg file to the right of the
Data.pdf file.

| consivorie B0 == e

CLEARLY.

Finaaciel Dats
AQUO [T -
s

You can convert all pages in a file, or you can select a specific page or range of pages
to convert.

8 Hover the mouse over the Data.pdf file, and then click the Expand 8 Pages
button (@) to see thumbnails of each page in the file.

9 Select the first page, and click the Remove button in the Combine Files toolbar. © Note: The Combine
Files toolbar includes
- labels in Windows, but
displays only icons in
macOS. The macOS
version is shown here.

ICumbinaFiIes &' m ‘ -1}

oo
{fitoinal), e

iy g

© Carrpnrren v 405,000 SF gy
kg raea bl s
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10 Remove pages 2, 4, 5, 6, and 7 of the Data.pdf file, so that you're left with four
thumbnails: Ad.pdf, Data.pdf pages 3 and 8, and bottle.jpg.

11 Click the Options button (£#) to specify settings for the PDF file conversion.

[ consie e B @ | &2 = |(®) [ cormtine ]

12 In the Options dialog box, make sure the middle icon (Default File Size)
is selected for File Size and that Save As PDF Portfolio is not selected.
Then click OK.

Options

File Size: D |

Other options

"] Ahways enable accessibility and reflow
Always add bookmarks to Adobe PDF

Continue combining if an error occurs

("] Save as PDF Portfolio
7] Convert all files ta PDF when creating a portfalio

The Default File Size option produces a PDF file suitable for viewing and printing
business documents. The Smaller File Size option optimizes files for web distri-
bution. Use the Larger File Size option to prepare documents for high-quality
printing.

13 Click Combine.
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Acrobat converts any native files into PDF and then consolidates all the selected
files into a single file, named Binder1.pdf. The file opens automatically.

008 PRS- —
Home  Tools ‘ Binder1.pdf X ' ® ! .

BB EQAO®O 1+« AJOOD s=x-B F & v CEN

|
o i

H %Y Create PDF
& £ Combine Files
E2 EditPDF
[ Export PDF

‘D Organize Pages
["4 send for Review

a Comment

A2, Fill &Sign

‘Your current plan is Creative Cloud

- >$ 22PN § Lo tlore

14 Use the Next Page (@) and Previous Page (@) buttons to page through your
consolidated documents.

15 Choose File > Save As. Save the file to the Lesson02/Finished_Projects folder,
and rename the file Aquo.pdf. Click Save.

Without leaving Acrobat, you have converted a JPEG file to Adobe PDF and
combined it with other PDF files.

16 Choose File > Close to close the file.
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Inserting a blank page

In Acrobat, you can insert blank pages into a PDF file, which makes it easy to create a transition page
or a notes page.
1 In Acrobat, open the Aquo.pdf file you created, and click the Organize Pages tool in the Tools pane.

2 Choose Insert > Blank Page. In the Insert Pages dialog box, choose After from the Location menu,
and select Last in the Page area of the dialog box. Then click OK.

Insert Pages
3 - It it .
: ’B Extract & Insert <48 Replace gﬁ Split : T

ﬁ From File... 1+ a8l Location: [ After

ﬁ'a From Clipboard... Tege

() First
qa Insert from Scanner O Last
@a From Web Page... () Page: of 4
Blank Page... OHRT Cancel WE

Acrobat adds a blank page, matching the dimensions of the page that preceded it.

3 Choose Edit PDF from the Tools menu on the left side of the Organize Pages toolbar.
The blank page is displayed in the document pane; editing tools are available in the right-hand pane.

Click Add Text in the Edit PDF toolbar.
Move the pointer over the page; it turns into an I-beam. Click an insertion point at the top of the page.

In the Format area of the right-hand pane, change the font (we used Adobe Garamond Pro Bold).

4
5
6
7 Type Notes. Use the Format options to change text attributes, including font size and color.
J

EditPDF  Tpedt T AddText [ Addimage o Lk~ [B GropPages [E] Headera Footer~ [ Watermark ~  [E] More =
@ FORMAT

A Notes
@

Adobe Garamond Pro Bold ™

- -

T 7 T T¢ T

s wfle o

‘ y =120 - =20 ~

8 Close the file. You can save your changes if you want to.
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Using PDFMaker

When you install Adobe Acrobat DC, the installer adds Acrobat PDFMaker
buttons or menu commands to supported applications, including Microsoft Office
applications, Google Chrome (Windows), Mozilla Firefox, Autodesk AutoCAD, and
others. PDFMaker options vary from one application to another, but they always
give you the ability to quickly create a PDF file from the source application file.
Depending on the application, you can also use PDFMaker to add bookmarks, tag
the PDF document to make it more accessible, add security features, or include
layers in the PDF file.

For specific information about using PDFMaker in Office, see Lesson 7, “Using
Acrobat with Microsoft Office Files” To use PDFMaker in web browsers, see
“Converting web pages to Adobe PDF” later in this lesson.

Using the Print command to create
Adobe PDF files

As you saw earlier in this lesson, you can easily create Adobe PDF files using the
Create PDF tool in Acrobat. However, you can also create an Adobe PDF file from
almost any application by using the application’s Print command with the Adobe
PDF printer (Windows) or the Save As Adobe PDF option (macOS).

Printing to the Adobe PDF printer (Windows)

The Adobe PDF printer isn’t a physical printer like one that might sit in your office.
Rather, it is a simulated printer that converts your file to Adobe PDF instead of
printing it to paper. The printer name is Adobe PDF.

You can use this technique from almost any application, regardless

of whether the application has built-in features for creating PDF files. You should
be aware, however, that the Adobe PDF printer creates untagged PDF files.

(A tagged structure is required for reflowing content to a handheld device and

is preferable for producing reliable results with a screen reader.)

The Adobe PDF printer is an easy and convenient way to create a PDF file from
almost any document. However, if you're working with Microsoft Office files, the
Create Adobe PDF buttons or the Acrobat ribbon (both of which use PDFMaker) let
you create tagged documents and include bookmarks and hypertext links.

You'll convert a text file to Adobe PDF using the Print command with the Adobe
PDF printer. Steps may vary depending on the application and which version of
Windows you are using.
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4

5

Open WordPad, a text editor that comes with Windows. You can choose the
application from your Start menu (it’s in the Windows Accessories group in
Windows 10), or type WordPad in the search bar, and then double-click the file.

In WordPad, click the menu or File tab, and choose Open.
Navigate to the Lesson02/Assets folder, and double-click the Memo.txt file.

In WordPad, click the menu or File tab, and choose Print.

Choose Adobe PDF from the list of printers. You may need to scroll to see it.

To change the settings used to convert the text file to Adobe PDF, click Preferences
in the Print dialog box or Properties in the Page Setup dialog box. For more infor-
mation, see the “Adobe PDF Presets” sidebar later in this lesson.

6 Click Print.
o= Print X
General
Select Printer
roa;ﬁce Laser Printer
< 3>
Status: Ready [Printtofile | Preferences
Location
Comment Find Printer...
Page Range
[OF] Number of copies: II =
Selection Curent Page
O Pages Collate
Enter sither 3 single page number or a single ltl 2L2 313
page rangs. For example, 5-12
Prirt r Cancel Ppply
N

7 Save the file using the default name (Memo.pdf) in the Lesson02/Finished_
Projects folder, and click Save in the Save PDF File As dialog box.

8 If the PDF file doesn’t open automatically, navigate to the Lesson02/Finished_
Projects folder, and double-click the Memo.pdf file to open it in Acrobat. When
you have reviewed the file, close it, and quit WordPad.

9 Close any open files.
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Printing with the Save As Adobe PDF option (macOS)

In macOS, use the Save As Adobe PDF option in the PDF menu in the Print dialog
box to print from any application.

1

From your desktop, navigate to the Lesson02/Assets folder, and double-click the
Memo.txt file.

The text file opens in a text editor such as TextEdit.

7

Choose File > Print. It doesn’t matter which printer is selected.

Click the PDF button at the bottom of the dialog box, and choose Save As Note: In some
Adobe PDFE. applications, such as
_____________________________________________________________________ Adobe InDesign CC,
click Printer in the Print
? PDF Show Details Cancel m dialog box to see the

Open in Preview
Save as PDF
Save as PostScript

PDF menu.

Send in Mail

Add to Apple Books
Send via Messages
Save te iCloud Drive
Save to Web Receipts

Save as Adobe PDF k

Save PDF to Evernots

Edit Menu...

In the Save As Adobe PDF dialog box, choose an Adobe PDF Settings file, and
choose Adobe Acrobat from the After PDF Creation menu to open the PDF file
in Acrobat.

Click Continue.

In the Save dialog box, accept the default name of Memo.pdf, and save the file
to the Lesson02/Finished_Projects folder.

Click Save.

The PDF file opens automatically, because you chose Adobe Acrobat from the After

PDF Creation menu.

8

Review the file, close it, and quit the text editor application.

You have just converted a simple text document to an Adobe PDF document using

the authoring application’s Print command.

9

Close any open files.
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Adobe PDF presets

A PDF preset is a group of settings that affect the process of creating a PDF

file. These settings are designed to balance file size with quality, depending on
how the PDF file will be used. Most predefined presets are shared across Adobe
Creative Cloud applications, including Adobe InDesign®, Adobe Illustrator®, Adobe
Photoshop®, and Acrobat. You can also create and share custom presets to meet
your own needs.

For more detailed descriptions of each preset, see Adobe Acrobat DC Help.
¢ High Quality Print creates PDFs for good-quality printing on desktop printers
and proofing devices.

e Oversized Pages creates PDFs suitable for viewing and printing engineering
drawings larger than 200 by 200 inches.

e PDF/A-1b standards are used for the long-term preservation (archival) of
electronic documents.

* PDF/X-1a standards minimize the number of variables in a PDF document to
improve reliability. PDF/X-1a files are commonly used for digital ads that will
be reproduced on a press.

e PDF/X-3 files are similar to PDF/X-1a files, but they support color-managed
workflows and allow some RGB images.

® PDF/X-4 has the same color-management ICC color specifications as PDF/X-3,
but includes support for live transparency.

® Press Quality creates PDF files for high-quality print production (for example,
for digital printing or for separations to an imagesetter or platesetter).

e Smallest File Size creates PDF files for displaying on the web or an intranet,
or for distribution through an email system.

e Standard creates PDF files to be printed to desktop printers or digital copiers,
published on a CD, or sent to a client as a publishing proof.

Reducing file size

The size of a PDF file can vary dramatically depending on the Adobe PDF settings
used to create it. For example, files created using the High Quality Print preset are
larger than files created using the Standard or Smallest File Size presets. Regardless
of the preset used to create a file, you can often reduce the file size without having
to regenerate the PDF file.

You'll reduce the size of the Ad.pdf file.
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1 In Acrobat, choose File > Open, navigate to the Lesson02/Assets/MultipleFiles
folder, and open the Ad.pdf file.

2 Choose File > Save As Other > Reduced Size PDF.

3 Select Acrobat 10.0 And Later for file compatibility, and click OK.

Be sure to choose a version of Acrobat that your intended audience is likely to have.
4 Name the modified file Ad_Reduce.pdf. Click Save to complete the process.

It is always a good idea to save a file using a different name so that you don’t over-
write the unmodified file.

Acrobat automatically optimizes your PDF file, a process that may take a minute
or two. Any anomalies are displayed in the Conversion Warnings window. If neces-
sary, click OK to close that window.

5 Minimize the Acrobat window. Use Windows Explorer (Windows) or the Finder
(macOS) to open the Lesson02/Assets/MultipleFiles folder and view the size of
the Ad_Reduce.pdf file. The file size is smaller than that of the Ad.pdf file.

ToT ece 9 MultipleFiles .
Reduce File Size =8 = i ]
o < mBEo o] =
Acrobat Version Compatibility: C
Make compatible with: | Acrobat 10.0 and later | MName ~ | Size
[ Ad_Reduce.pdf 316 KB]
Setting compatibility to later versions of Adobe Acrobat p
@ will allow greater reduction in file size. Ad.pdf 380 KB
i bottle.jpg BB KB
Apply to Multiple Files Cancel m* Data.pdf 1.2 M8

You can repeat steps 1-5 using different compatibility settings to see how they
affect file size. Note that some settings might actually increase the file size.

Optimizing PDF files (Acrobat Pro only)

Many factors affect file size and file quality, but when you're working with image-
intensive files, compression and resampling are important. In Acrobat DC Pro, PDF
Optimizer gives you greater control over file size and quality.

To access PDF Optimizer, choose File > Save As Other > Optimized PDF.

In the PDF Optimizer dialog box, you can choose from a variety of file compression
methods designed to reduce the file space used by color, grayscale, and mono-
chrome images in your document. Which method you choose depends on the

kind of images you are compressing. The default Adobe PDF presets use automatic
(JPEG) compression for color and grayscale images and CCITT Group 4 compres-
sion for monochrome images.
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In addition to choosing a compression method, you can resample bitmap images
in your file to reduce the file size. A bitmap image consists of digital units called
pixels, whose total number determines the file size. When you resample a bitmap
image, the information represented by several pixels in the image is combined to
make a single larger pixel. This process is also called downsampling, because it
reduces the number of pixels in the image. (When you downsample or decrease
the number of pixels, information is deleted from the image.)

Neither compression nor resampling affects the quality of text or line art.

D6 Optinkey

Settings: | Standard < Audit space usage...
‘Current PDF Version: 1.7, Adobe Extension Level 8 (Acrobat X) Make compatible with: Retain existing E
Images Image Settings
Fonts Caolor Images :
Transparency D Bicubic Downsampling ta 1‘50 ppi for images above | 225 ppRi.
Discard Objects
@  Discard User Data Compression: | JPEG Quality: | Medium [
Clean Up
Grayscale Images :
D Bicubic Downsampling to _ 150 ppi for images above | 225 PRi.
Compression: | JPEG Quality: | Medium

Monochrome Images :

D Bicubic Downsampling to 300 ppi for images above | 450 ppi.

Compression: | JBIG2 Quality: ,LP,E?Vi

All units are in pixels per inch (ppi).

Optimize images only if there is a reduction in size

Creating files from
the clipboard

You can copy content from any type of file, select Clipboard in the Create PDF
tool, and then click Create to create a new PDF file. In macQOS, you can also select
Screenshot in the Create PDF tool to create a PDF file from a window or selection
screen capture.

You can also easily add text and graphics that you have copied to the clipboard to
an existing PDF. Open the PDF file, select the Organize Pages tool, and then choose
Insert > From Clipboard.
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Scanning a paper document

You can scan paper documents to PDF from a broad range of scanners, add meta-
data while scanning, and optimize your scanned PDF. In Windows, you can choose
presets for black and white, grayscale, and color documents, as well as color images.
These presets optimize the quality of your scanned documents. You can also define
your own conversion settings.

If you do not have a scanner connected to your system, skip this exercise.

1 Insert any one-page document into your scanner, and do one of the following
in Acrobat:

¢ In Windows: Open the Create PDF tool, select Scanner, select the scanner
you're using, and then select a preset for your document or accept the
default. To customize the settings, click the Settings icon next to the preset
you choose, and make changes. Click Scan.

¢ In macOS: Open the Create PDF tool, select Scanner, select the scanner
you're using, and click Next. Then select options in the Acrobat Scan dialog
box, and click Scan.

I Enhance Scans (_ close )
Custom Scan { Festore Defaults
Eh
Scanner Canon MFBS00C Senes (CA) o
o
Pages Front Siges = [ Prompt 1o scan mase pages
&
Quality Optimize Image {}
Small Size — High Quality
Output Appand to Fie v Ad_Reduce pdt - Browse

Recognize Text [OCH) l?

3 [

The scan occurs automatically.

2 When prompted, click OK to confirm that the scan is complete.

The PDF of the scanned document appears in Acrobat.

3 Choose File > Save, and save the scan in the Lesson02 folder as Scan.pdf.

4 Choose File > Close to close your document.

Note: If Acrobat
does not recognize your
scanner, refer to your
scanner documentation
for setup instructions,
or contact your scanner
manufacturer for
troubleshooting help.
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Tip: Acrobat
can perform OCR
automatically when
you scan images. Just
make sure Recognize
Text (OCR) is selected
in the scanner preset
(Windows) or Acrobat
Scan dialog box
(macOS) before
you scan.

Scan using mobile devices

Use your mobile phone or tablet as a scanner. The free Adobe Scan app

uses your device’s camera to scan a receipt, business card, or other document,
automatically detecting borders, removing shadows, and recognizing text.
It creates a PDF of the scan, saved to Adobe Document Cloud, so you can access
it from anywhere.

Cancel

Scan Nov 19,2018 #

wert berders were detected, snd
57l here. Want to adjust?

Making scanned text editable and searchable

When you convert a file from an application such as Microsoft Word or Adobe
InDesign to PDE, the text is fully editable and searchable. However, text in image
files, whether scanned documents or files saved in an image format, is not editable
and searchable. Using OCR (optical character recognition), Acrobat analyzes the
image and replaces portions of it with discrete characters. It also identifies charac-
ters it may have analyzed incorrectly.

You'll apply OCR to the PDF document you created from a TIFF image.

1 Choose File > Open, navigate to the Lesson02/Finished_Projects folder, and open
the GC_VendAgree.pdf file that you saved earlier.

2 Move the pointer over text in the document. You can select areas in the
document, but Acrobat does not specifically select any of the text.
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3 In the Tools pane, click Enhance Scans, and then choose Recognize Text >
In This File.

% Insert = @ Enhance ~ AA Recognize Text ~ Bates Numbering ~

In This File k

Fm In Multiple Files...

G OQ

I Enhance Scans

@ Correct Recognized Text

A toolbar with text recognition options appears below the Enhance Scans toolbar.
4 Click Settings to edit the settings for the conversion.

5 In the Recognize Text dialog box, choose Editable Text And Images from the
Output menu. Click OK to close the dialog box.

6 Click Recognize Text in the secondary toolbar.

I Enhance Scans m Insert ~ @ Enhance ~  AA Recognize Text ~ Bates Numbering ~

G OQ

) (ome)

Pages Current Pag Language  English (US) i 'u' Settings

Acrobat converts the document.

7 Select a word on the page. Acrobat has converted the image to editable,
searchable text.

Recognize Text

Pages

Effective Date of Agreement
to a Sol

In this agreement I, A&L

that Global Corporation (hereafter
proprietary data and confidential infg
Company. I agree to treat such inforj

O current page

Settings

Document Language | English (US)

QOutput Editable Text and Images

D To 600 dpi

Cancel

,Hnnw

8 Choose Recognize Text > Correct Recognized Text. Acrobat searches the
document and identifies any words that may have been converted incorrectly.
If it finds any suspect words, you can examine them and correct them as needed. If
it doesn’t contain any suspects, click OK.

9 Close the Enhance Scans tool.

10 Choose File > Save As. Navigate to the Lesson02/Finished_Projects folder, and
save the file as GC_VendAgree_OCR.pdf. Then close the file.

Note: By default,
Acrobat converts
the document into a
searchable image. You
can use this setting to
convert documents,
but the Editable Text
And Images option
often provides more
robust, accurate text
conversion.

Note: You may also
need to use the Edit
PDF tool to address
issues with spacing.
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Converting web pages to Adobe PDF

You can convert or “capture” an entire web page or several levels of a multipage
website. You can define a page layout, set display options for fonts and other visual
elements, and create bookmarks for web pages that you convert to Adobe PDFE. The
HTML file and all associated files—such as JPEG images, cascading style sheets, text
files, image maps, and forms—are included in the conversion process, so the result-
ing PDF behaves much like the original web page.

Because converted web pages are in Adobe PDEF, you can easily save them, print
them, email them to others, or archive them for your own use.

Converting web pages from within Acrobat

Because web pages are updated on a regular basis, when you visit the web pages
described in this lesson, the content of the pages may have changed, and you may
have to use links other than those described here. However, you should be able to
apply the steps in this lesson to virtually any links on any website. If you are work-
ing inside a corporate firewall, for example, you might find it easier to complete this
exercise substituting an internal site for the Adobe Press site or the Peachpit site.

Before you can download and convert web pages to Adobe PDF, you must be able
to access the web.

Now you'll use the Create PDF tool to convert some web pages.

1 In Acrobat, open the Create PDF tool. (Click Tools to access tools if you're in
Home view.)

2 Select Web Page, and then enter the address of the website you'd like to convert.
(We used the Adobe Press website at www.adobepress.com.)

3 Select the Capture Multiple Levels option.

You control the number of converted pages by specifying the levels of site hierarchy
you wish to convert, starting from your entered URL. For example, the top level
consists of the page corresponding to the specified URL, the second level consists of
pages linked from the top-level page, and so on. Consider the number and complex-
ity of pages you may encounter when downloading more than one level of a website
at a time. A complex site can take a very long time to download. Therefore, we don't
recommend selecting Get Entire Site for most websites. Keep in mind that the time
it takes to download pages depends on the speed of your Internet connection.
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7

Make sure that the Get option is selected, and that 1 is selected for the number

of levels.

Select Stay On Same Path to convert only pages that are subordinate to the URL

you entered.

Select Stay On Same Server to download only pages on the same server as the

URL you entered.
Click Create.

I Create PDF

Create a PDF from any format

Single File
Multiple Files
Screenshot
Scanner
Web Page
Clipboard

Blank Page

Enter URL or Select File
‘www.adobepress.com
Browse
Capture Multiple Levels
® Get |1

O et entire site

level(s)
Stay on same path
Stay on same server

£} Advanced Settings

The Download Status dialog box displays the status of the download in progress.

When downloading and conversion are complete, the converted website appears

in the Acrobat document window, with bookmarks in the Bookmarks panel.

In Windows, if youre downloading more than one level of pages, the Download

Status dialog box moves to the background after the first level is downloaded.

If Acrobat cannot download any linked material, it returns an error message.

Click OK to clear any error message.
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Note: The Adobe
Press website changes
its content frequently,
so your PDF probably
won't match ours.

8 Expand the navigation pane, and then click the Bookmarks button to see the
bookmarks Acrobat created for the page.

Bookmarks 34

9 Choose Fit One Full Page from the Fit pop-up menu (i) on the Page Controls
toolbar to fit the view of the converted web page to your screen.

10 Use the Next Page (@) and Previous Page (®) buttons to move through the pages
if more than one page was created.

The converted website is navigable and editable just like any other PDF document.
Acrobat formats the pages to reflect your page-layout conversion settings as well
as the look of the original website.

11 Choose File > Save As, name the file Web.pdf, and save it in the Lesson02/
Finished_Projects folder.

Downloading and converting linked pages

When you click a web link in the Adobe PDF version of the web page that links
to an unconverted page, you can download and convert that page to PDE, attaching
it to the PDF document you created.

1 Navigate through the converted website until you find a web link to a page that
wasn't included in your original conversion. We used the title of an article. (The
pointer changes to a pointing finger when positioned over a web link, and a
tooltip displays the URL of the link.)

2 Right-click (Windows) or Control-click (macOS) the link, and choose Append
To Document from the context menu.

Adding Im3ges and Text Adding I>ooom o= T L
Qlw) Open Weblink in Browser
AT e [ By Aspend o Document I\ _
g 1 T T e ST el images, plus Append to CH:LImant k
p=2BT3365 Open Weblink as New Docurhent

By Brian Wood - Apr 16, 2018 By Brian Woc

Copy Link Location
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The Download Status dialog box appears again. When the download and conver-
sion are complete, Acrobat displays the linked page, and adds a bookmark for the
page to the Bookmarks list.

o Bookmarks X Adding Images and Text > Starting the lesson
E- Wle B
N PEARSON
N D adobepress.com !
@ Ee Adobe Press
Addin 7,
&  AdobePr

3 Choose File > Save As, rename the file Web1.pdf, and save it in the Lesson02/
Finished_Projects folder.

4 When you're finished looking at your converted web pages, close the PDF file.

Now you'll convert web pages directly from a browser.

Converting web pages in a web browser

If you've ever had the frustrating experience of printing a web page from your
browser only to discover portions of the page missing, youll appreciate the Acrobat
feature that lets you create and print an Adobe PDF version of the web page
without ever leaving your browser. You can use PDFMaker in Internet Explorer
(Windows), Chrome (Windows), or Firefox (Windows or macOS) to convert the
currently displayed web page to an Adobe PDF file. When you print a converted
web page from Acrobat, the page is reformatted to a standard page size, and logical
page breaks are added.

First, you'll explore the preferences used to create Adobe PDF pages from your web
pages, and then you'll convert a page.

1 Open Firefox, Chrome (Windows only), or Internet Explorer (Windows only),
and navigate to a favorite web page. We opened the Peachpit Press home page at
www.peachpit.com.
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Note: In Firefox for
macOS, preferences
open in Acrobat.

Note: PDFMaker
add-ons are installed
with Acrobat. If you
install a browser
application after
installing Acrobat,
reinstall Acrobat to
install the add-on.

2 Click the arrow next to the PDF button (%) in Internet Explorer; click the PDF
button in Firefox or Chrome. Then choose Preferences from the menu. You can
create bookmarks, include headers and footers, add tags, and change page
layout features such as orientation.

wae | | Q search In 3 E:l =

ALWAYS LEARNING

ACCOUNTSIGN IN ™ View Your Cart

If you don'’t see the PDF button in Internet Explorer, click the Tools icon, choose
Manage Add-ons, and then make sure the Adobe Acrobat Create PDF Toolbar is
enabled. In Firefox, choose Tools > Add-ons, and make sure the Adobe Acrobat
DC - Create PDF 15 extension is enabled; you may also need to activate the Adobe
Acrobat NPAPI plug-in. In Chrome, click the menu button, choose Tools >
Extensions, and make sure the Adobe Acrobat - Create PDF extension is enabled.
How PDFMaker is enabled may differ depending on your browser and the version
of your operating system.

3 Click Cancel to exit the dialog box without making any changes.
Now you'll convert the web page to Adobe PDF.

4 Depending on your browser, click the PDF button, or click the arrow next to it to
display the PDF menu. Then choose Convert Webpage To PDF.

5 In the Save As dialog box, navigate to the Lesson02/Finished_Projects folder.
Enter a filename (we used PeachpitHome.pdf). Then click Save.

The default filename used by Acrobat is the text used in the HTML tag <TITLE>.
Any invalid characters in the web page filename are converted to an underscore
when the file is downloaded and saved.

eowm ) [ Puachpittoma.pal
Home  Tools PoachprHomepdf L] ® a .
Be®8sQ D@ + [ KNP OO esx-PB T 8L Qs
[ —
ik} PEARSON AATS LEALHISE Sam
H Y Create FOF
@ P Combine Files
5= Edit POF
% Export POF

The first level of the website is converted to PDF; the file opens in Acrobat.

6 When you are finished, close the browser, any open PDF files, and Acrobat.
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Review questions

1 Name three ways to create a PDF file.
How do you print to PDF from an application in Windows?

How do you print to PDF from an application in macOS?

H W N

How can you convert an image file to searchable text?

Review answers

1 You can use the Create PDF tool to create a PDF file from almost any format, from a
scanned document, from a web page, or from clipboard data. You can use PDFMaker
to create a PDF file from within a supporting application, such as Microsoft Office
for Windows. You can use the Print dialog box to create a PDF from almost any
application.

2 To print to PDF from an application in Windows, select the Adobe PDF printer
in the Print dialog box, specify your settings, and click Print.

3 To print to PDF from an application in macOS, click the PDF button in the Print dialog
box, and then choose Save As Adobe PDF. Specify your settings, and click Save.

4 To convert an image file to searchable text, open the Enhance Scans tool, and then
choose Recognize Text > In this File. Then click Recognize Text.
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66

READING AND WORKING
WITH PDF FILES

Lesson overview

In this lesson, you'll do the following:

Navigate an Adobe PDF document.

Change how a PDF document scrolls and displays in the
document window.

Search a PDF document for a word or phrase.
Fill out a PDF form.
Print all or a portion of a PDF document.

Explore the accessibility features that make it easier for users with
vision and motor impairments to use Acrobat.

Add tags and alt text to a PDF document.

Share a document with others electronically.

This lesson will take approximately 60 minutes to complete. Download

the project files for this lesson, following the instructions in the Getting

Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve

the start files. If you need to restore the start files, download them from
your Account page.



SPECIAL OFFER
Click for Detalls 4

oA\ 1.

CATALOG

HELPING FOLKS FIND
THEIR HAPPY PLACE
SINCE 1982

Get the most out of the PDF documents you create
and read using navigational aids, accessibility
features, search tools, and more.




Tip: To see the
printed size of your
page, move your
pointer into the
lower left area of the
document pane.

About the onscreen display

The magnification shown in the toolbar does not refer to the printed size of the
page, but rather to how the page is displayed onscreen. At 100% view, each pixel
in the page is represented by one screen pixel on your monitor.

How big the page appears onscreen depends on your monitor size and resolu-

tion setting. For example, when you increase the resolution of your monitor, you
increase the number of screen pixels within the same monitor area. This results in
smaller screen pixels and a smaller displayed page, since the number of pixels in the
page itself stays constant.

Reading PDF documents

Acrobat provides a variety of ways for you to move through and adjust the onscreen
magnification of a PDF document. For example, you can scroll through the docu-
ment using the scroll bar at the right side of the window, or you can turn pages as
in a traditional book using the Next Page and Previous Page buttons in the main
toolbar. You can also jump to a specific page.

Browsing the document
You can move to different pages in a document using a variety of navigation methods.

1 In Acrobat, choose File > Open, navigate to the Lesson03/Assets folder, and
select the Fall Hiking.pdf file. Click Open.

2 Choose View > Zoom > Actual Size to resize your page.

3 Select the Hand tool (f®) from the toolbar, and then position your pointer over
the document. Hold down the mouse button. Notice that the pointer changes
to a closed hand when you hold down the mouse button.

4 Drag the closed hand up and down in the window to move the page on the
screen. This is similar to moving a piece of paper around on a desktop.

CATATOG

[EALLT.

MERYDIEN

CATALOG
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5 Press Enter or Return to display the next part of the page. You can press
Enter or Return repeatedly to view the document from start to finish in screen-
sized sections.

6 Choose View > Zoom > Zoom To Page Level, or choose Fit One Full Page from
the Fit pop-up menu (i5) in the toolbar. Click the Previous Page button (®) in the
toolbar as many times as necessary to return to page 1.

7 Click once in an empty portion of the scroll bar. Or, in Windows, you can also
position the pointer over the down arrow in the scroll bar and click.

The document scrolls automatically to display all of page 2. In the next few steps,
you'll control how Acrobat scrolls and displays PDF pages.

You can also access the Actual Size, Zoom To Page Level, Fit Width, and Fit Visible
commands by clicking the arrow to the right of the magnification pop-up menu in
the toolbar.
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8 Choose Fit To Width Scrolling from the Fit menu ([]) in the toolbar, and then
use the scroll bar to scroll to page 3 of 4.

B ® 8 HQ ® @ 3 /4 k@@@asn%v

mm—
BrmenEr o
=

~
Men's 7-15 Womens 5-12
$120.00

Our state of the art packs will

‘heip you and your sssentials
reach whatever destination

you're aiming for in good shape.
Durabile yet lightweight. we

offer an array of choices (o it
your needs.

The Enable Scrolling option displays pages end to end, like frames in a filmstrip.

9 Choose View > Page Navigation > First Page to go back to the beginning
of the document.

10 Choose Fit One Full Page from the Fit menu (f) in the toolbar to return to the
original page layout.

You can use the page number box in the toolbar to move directly to a
specific page.

11 Type 3 to replace the current page number, and press Enter or Return.

Acrobat displays page 3.

The scroll bar also lets you navigate to a specific page.
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12 Begin dragging the scroll box upward in the scroll bar. As you scroll, a page
preview box shows you the current page number. When you see page 2 of 4,

release the mouse.

AONTE Mid-Calt Trekicer
The stee ioe a0 this grest boot ml

The second page is displayed.

Changing the page view magnification

You can change the magnification of the page view using controls in the toolbar
and commands in the View menu.

1 Choose View > Zoom > Actual Size. The magnification changes to 100%.

2 Click the Next Page button (@) to move to page 3. Notice that the magnification
remains the same.

3 In the toolbar, click the arrow to the right of the magnification text box to display
the preset magnification options. Choose 200%.

A MO ® 100%@ ﬁv A M O @ 200% ~ E'

Our state of the art packs will

help you and your essentials

reach whatever destination
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Tip: You can show
or hide other tools in
the main toolbar by
choosing View > Show/
Hide > Toolbar Items,
selecting a category,
and then selecting the
tool you want to display
or hide.

You can also type in a specific value for the magnification in the text box.

4 Click the arrow to the right of the magnification box, and choose Actual Size
to display the page at 100% again.

Next, you'll use the Zoom In button to magnify the view.

5 Select the page number, type 4, and press Enter or Return to go to page 4.

6 In the toolbar, click the Zoom In button (®) once.

7 Click the Zoom In button again to further increase the magnification.

Each click on a Zoom button increases or decreases the magnification by a set amount.

8 Click the arrow to the right of the magnification box, and choose Zoom To Page
Level to see the entire page.

Now you'll use the Marquee Zoom tool to magnify the image. The Marquee Zoom
tool is hidden by default, so you'll add it to the main toolbar.

9 Choose View > Show/Hide > Toolbar Items > Show Select & Zoom Tools >
Marquee Zoom to display the Marquee Zoom tool in the main toolbar.

10 Select the Marquee Zoom tool (&!). Position the pointer near the upper left corner
of the image of the colorful walking sticks, and drag to the lower right corner of
the walking sticks image.

»BEQO®O B ®O O

L LT

|

The view zooms in on the area you enclosed.

11 Choose View > Zoom > Zoom To Page Level again.
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Using the Dynamic Zoom tool
The Dynamic Zoom tool lets you zoom in or out by dragging the mouse up or down.

1 Choose View > Show/Hide > Toolbar Items > Show Select & Zoom Tools >
Dynamic Zoom to add the Dynamic Zoom button to the main toolbar.

2 Select the Dynamic Zoom tool ().

3 Click in the document pane. Drag upward to zoom in, and drag down to zoom out.

PBRQOO ;5B kB

4 When you're finished, select the Hand tool to deselect the Dynamic Zoom tool,
and then choose Zoom To Page Level from the magnification box menu in the
toolbar to see the entire page again.

Following links

One benefit of working with electronic documents is that you can convert
traditional cross-references into links, which let users jump directly to the
referenced section or file. For example, you can make each item in a table of
contents a link that jumps to its corresponding area in the document. You can
also use links to add interactivity to traditional book elements such as glossaries
and indexes.

First, you'll add some navigational tools to the main toolbar.

1 Choose View > Show/Hide > Toolbar Items > Show Page Navigation Tools >
Show All Page Navigation Tools.

® B8R Q@06 © Q) s/ 51 O
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Now you'll use an existing link to move to a specific area in the document.

2 Click the First Page button (®) in the main toolbar to return to the first page.

3 Move the pointer over the special offer medallion. The Hand tool changes
to a pointing finger, indicating the presence of a link. Click to follow the link.

ANRIVERSARY
SPECIAL OFFER

W

FALL

This link sends you to page 4.
4 Click the Previous View button (®) to return to your previous view of page 1.

You can click the Previous View button at any time to retrace your viewing path
through a document. The Next View button reverses the action of your last
Previous View.

5 To restore the default toolbar configuration, choose View > Show/Hide >
Toolbar Items > Reset Toolbars.

Searching PDF documents

You can quickly search for a word or phrase in a PDF document. For example, if
you wanted to find occurrences of the word boot in this document, you can use
either the Find feature or the Search feature to locate that information. The Find
feature locates a word or phrase in the active document. The Search feature locates
a word or phrase in one document, across a selection of documents, or in a PDF
Portfolio. Both features search text, layers, form fields, and digital signatures.

First, you'll use the Find command to find specific text in the open document.

1 Choose Edit > Find. In the text box in the toolbar that appears in the upper
right corner of the application window, type performance.

To see the options available with the Find feature, click the arrow on the right
side of the text box. You can refine your search, looking for whole words only

or specifying uppercase or lowercase letters, and you can also include bookmarks
and comments in the search. A check mark next to an option indicates that it is
enabled (on).
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2 Click Next to start the Find operation.

Find

D erformance

'@ Find Next in Current PDF

Replace with
Whole Words Only

Case Sensitive
Include Bookmarks

Include Comments

Q Open Full Acrobat Search...

k you covered. And let’s not

forget durability. Our high

let you down. We guarantee
3 B

they'll be your favorite pair

for years and years to come.

The first occurrence of performance is highlighted on page 2 of the document.

3 Click the Next button in the Find panel to find the next occurrence of the word.
Acrobat reports that it found no more matches. Click OK to close the dialog

box, and then close the Find panel.

Next, you'll perform a more sophisticated search of the document using the Search
feature. In this exercise, you'll search only one document, but you can use the

Search feature to search all documents in a folder as well as all documents in a PDF

Portfolio. You can even search non-PDF files in a PDF Portfolio.

4 Choose Edit > Advanced Search.

5 To search only the open document, select In The Current Document.

In this search, you'll find references to trekking.

6 In the Search text box, enter trek.

7 Click the Show More Options link at
the bottom of the Search pane.

8 From the Return Results Containing
pop-up menu, choose Match Any
Of The Words. This ensures that the
search will return all results for “trek,’
including words that contain additional
letters, such as “trekking”

9 Click Search.

B search =

Arrange Windows
Look In:

T The Current Document s

‘What word or phrase would you like to search far?

| trek

HReturn resuits containing:

| Match Any of the words -

Lise these additional criteria:
[ Whale words anly
[ Case-Sensitive
Proucimity
] Stemming
[Cinclude Baokmarks
[ Include Comments
[include Attachments

Tip: You can also
save your search results
in Acrobat DC: Click the
Save icon next to the
New Search button in
the Search pane, and
then choose either Save
Results To PDF or Save
Results To CSV.
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The search results are displayed in the Search pane.

10 Click any search result to go to the page that contains that information.

B search - o s

Results:
1 document(s) with & instance(s)
NewSearch | [2)

Results:
w ff CAU\Fall Hitang.pd!

JAHN Ruck Pack

1 Calf Trekker Rugged? You bet. Our strongest and n
Whether you'r

tains or traversing airports,
this is the pack you need. The
perfect combination of flexibifity
and storage, all in a lightweight,
and comfortable bag.

\i $135.00

T Calf Trekker The steel toe on this great boot will ke

T Ankle Trekker Same featires as our mid-calf (abot

i Shoe Treldeer Awesome lightweight hiking shoe wi

e o

Tt SAMUEL Trekking Sticks\  /yone needs somebod

You can check any of the other search results in the Search pane by clicking them.
11 When you're finished, close the Search pane.

In addition to text in the document, the Search feature searches object data and
image metadata. When you search multiple PDF documents, Acrobat also looks at
the document properties and XMP metadata. If any of your PDF documents have
attachments, you can also include those attachments in the search. If you include
a PDF index in your search, Acrobat searches indexed structure tags. To search an
encrypted document, you must first open the document.

Printing PDF documents

Many of the options in the Acrobat Print dialog box are similar to those you'd

find in the Print dialog boxes of other popular applications. For example, you can
select a printer and set up parameters such as paper size and orientation. However,
Acrobat also gives you the flexibility to print only the current view (that is, what is
displayed on the screen at that moment), a selection, a specific page, selected pages,
or a range of pages within the PDF file.
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You'll instruct Acrobat to print pages you select in the Page Thumbnails panel,
a particular view, and discontiguous pages.

1 In the Fall Hiking.pdf document, click

. R . Page Thumbnails 5
the triangle on the left side of the window
to open the navigation pane. Then click 0 B- WWEOHQ
the Page Thumbnails button in the

navigation pane. @

2 Click three thumbnails to select the pages
you want to print. You can Ctrl-click
(Windows) or Command-click (macOS)
page thumbnails to select contiguous or
discontiguous pages.

3 Choose File > Print. Select the name of the printer you want to print to. Because Tip: In Windows,
you selected pages in the Page Thumbnails panel, the Selected Pages option is you can also access

the Print dialog box by

choosing Print from the

context menu.

selected automatically in the Print dialog box.

Print x
printer (EIEARCTIRET N - Fopeties | Advanced s @
Coples: ’1 = [ Print in grayscale (black and white)

[ Save inkftoner (@
Pages to Print Comments & Forms
Can Document and Markups “
O Current page - :
s Summarize Comments
Ofoges  [2-4
¥ More Options Scale: 63%
(@) Selected pages
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4 Click OK or Print to print your selected pages. Click Cancel if you don’t want
to print.

If you need help troubleshooting a printing issue, click the Help link in the upper
right corner of the Print dialog box to go to the Adobe website for the latest print-
ing tips and information.

5 After the pages print (or the Print dialog box closes, if you opted not to print),
click an empty area of the Page Thumbnails panel to deselect all thumbnails,
and then close the Page Thumbnails panel.

6 Go to page 3 of the document.

7 Zoom in to 200%, and then use the Hand tool () to shift the page so that you
see the Jahn Ruck Pack.

EEBEQ OO 14|k ®OO

JAHN Ruck Pack

Whether you're trekking moun-
tains or traversing airports,

this is the pack you need. The
perfect combination of flexibility
and storage, all in a lightweight,
and comfortable bag.

$135.00

8 Choose File > Print, and select the name of the printer you want to print to.
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9 In the Pages To Print area, click More Options. Then select Current View. The
preview changes to represent what is currently visible in the document pane.
Click Fit in the Page Sizing & Handling area if it isn’t already selected.

Pages to Print Comments & Forms

All Document and Markups 7

) Current page :
s Summarize Comments

Pages

w More Options Scale: 245%
°Cum§nt view

11 x 8.5 Inches
Page Sizing & Handling (1) [
Poster - -
O Fit JAHI Bk Pack
! Actual size s Y
2 e o of feiy
Shrink oversized pages e colodoi
Custom Scale: % i
| Choose paper source by PDF page size
Qrientation:
O Auto portraitflandscape ‘ 3
"~ Portrait
= Page 10f 1 (3)
Landscape
Page Setup... Printer... Cancal m

If you print with Current View selected, Acrobat prints only the contents of the
document pane. However, you'll select pages to print instead.

10 In the Pages To Print area, select Pages.

11 In the Pages text box, type 1, 3-4. If you click OK or Print now, Acrobat will
print pages 1, 3, and 4. You can enter any set of discontiguous pages or ranges
of pages, using commas, in this text box.

12 If you want to print the pages you've selected, click Print or OK. If you don’t want
to print, click Cancel.

13 Choose File > Close to close the Fall Hiking.pdf document.

For information on printing comments, see Lesson 10, “Using Acrobat in a
Review Cycle”

If your PDF file contains odd-sized pages, you can use the Size options in the Page
Sizing & Handling area of the Print dialog box to reduce, enlarge, or divide pages.
The Fit option scales each page to fit the printer page size; pages in the PDF file
are magnified or reduced as necessary. The Poster options let you tile oversize
pages, printing portions of them on several sheets of paper that can be assembled
to reproduce the oversize image. In Windows, you can also specify that the paper
source be determined by the document’s page size.
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Printing booklets

If your printer supports duplex printing, you can print a 2-up, saddle-stitched
booklet from Acrobat. Booklets comprise multiple pages that are arranged so that
they can be folded to present the correct page order. In a 2-up, saddle-stitched

booklet, two side-by-side pages, printed on both sides, are folded once and fastened
along the fold. The first and last pages print on the same sheet, the second and next-

to-last pages print on the same sheet, and so on. When you collate, fold, and staple
the double-sided pages, you create a single book with correct pagination.

To print a booklet from Acrobat:

1 Choose File > Print, and select your printer.

2 Inthe PagesTo Print area, specify which pages to print.

3 Inthe Page Sizing & Handling area of the Print dialog box, click Booklet.

Prin
Printer; Office Laser Jet Printer “ | Properties Advanced Heip @
Copies: 11 = [ Print in grayscale (black and white)
[Jsave inknoner @
Pages to Print Comments & Forms
® an Document and Markups ~
O Current page
o I Summarize Comments
Pages  [1-4

* More Oplions
() Selected pages
Odd ar Even Pages | All pages m range -

[ Reverse pages
Page Sizing & Handling (1)

Siee Poster Multiphe

Booklet subset: | Both sides (e

Sheets from |1 fo |1 I_ | CATATOG

Binding: Left ~

11 % 8.5 Inches

TalL
MERIDIEN

Orientation:

®) Portrait

O Landscape

[:|Aubu rotale pages wilhin each sheet

Page 10f 2 (1)

Page Setup.., Print Cancel

4 Choose additional page-handling options. You can auto-rotate pages, specify
the first and last sheet to print, and select the binding edge. The Preview image
changes as you specify options. For information about the options, see “Printing
booklets” in Adobe Acrobat DC Help.
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Filling out PDF forms

PDF forms can be interactive or noninteractive. Interactive PDF forms (also called Tip: You can fill

fillable forms) have built-in form fields and behave in much the same way as most out PDF forms on
a tablet or phone

forms that you encounter on the web or that are sent to you electronically. You using the Acrobat DC

enter data using the Selection tool or Hand tool in Acrobat or Acrobat Reader. mobile apps. For more
information, see Lesson

Noninteractive PDF forms (flat forms) are pages that have been scanned to create 6,"Using Acrobat on

a facsimile of a form. These pages do not contain actual form fields; they contain Mobile Devices”

only the images of form fields. Traditionally, you would print out these forms, fill
them out by hand or using a typewriter, and then mail or fax the hard copy. With
Acrobat, you can fill out these noninteractive or flat forms online using the Fill &
Sign tool or the Add Text tool.

For information on creating and managing interactive forms, see Lesson 11,
“Working with Forms in Acrobat”

You'll fill out fields in an interactive form, and then add information where there
is no field using the Add Text tool.

1 Choose File > Open, and navigate to the Lesson03/Assets folder. Select the
Contact Update.pdf file, and click Open.

When it opens the document, Acrobat highlights the form fields.

2 Click in the Address field. Enter an address. The text appears in the font and
type size chosen by the form creator.

3 Enter an email address and phone number.

Don't get left in the cold

Don't get left in the cold

email: |

coll phone: |

| susmiT

| susmiT

The person who created this form forgot to create an interactive field for the name.
You'll add text without requiring a field.
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4 In the Tools pane, click the Edit PDF tool to open it. Then click Add Text in the
Edit PDF toolbar.

5 Click next to the word Name. The pointer is an I-beam.

6 Type your name.

Edit PDF g £dit [ Add Image of Link» [y Crop Pages  [B) Header & Footer «  [3) Watermark « ] Mare +
i FORMAT . E
Myriad Pro v n
. s = [ |
Don't get left in the cold L E
T T T
Help &
Name: i
L M
Address: e
»

=
emall: net oRJECTS i
cell phone: 55 AT - a
OO BT -
Z &
SCANNED DOCUMENTS O

ﬂ Settings
y
o=

You can use the Add Text tool to add text to any PDF file, unless security settings
applied to the document prohibit it. You can customize the text formatting using
options in the Format area of the right-hand pane.

7 Close the Edit PDF tool.

8 Choose File > Save As, and save a copy of the form in the Lesson03/Finished_
Projects folder, naming the file Contact Update complete.pdf.

You can open the saved file if you wish to verify that all your data was saved.

9 Choose File > Close to close the form.

About flexibility, accessibility, and structure

The accessibility and flexibility of your Adobe PDF files determine how easily
vision- and motion-impaired users and users of handheld devices can access,
reflow, and—if you allow it—reuse the content of your files. You control the acces-
sibility and flexibility of your Adobe PDF files through the amount of structure you
build into the source file and the method you use to create the Adobe PDF file.

By making your PDF documents more accessible to users, you can broaden your
readership and better meet government standards for accessibility. Accessibility
in Acrobat falls into two categories:
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e Accessibility features that help authors create accessible documents from new
or existing PDF documents. These features include simple methods for checking
accessibility and adding tags to PDF documents. With Acrobat Pro, you can also
correct accessibility and reading-order problems in PDF files by editing the PDF
file structure.

e Accessibility features that help readers who have motion or vision limitations
to navigate and view PDF documents more easily. Many of these features can
be adjusted by using a wizard, the Accessibility Setup Assistant.

For Adobe PDF files to be flexible and accessible, they must have structure. Adobe
PDF files support three levels of structure—tagged, structured, and unstructured.
Tagged PDF files have the most structure. Structured PDF files have some struc-
ture, but are not as flexible or accessible as tagged PDF files. Unstructured PDF files
have no structure. (As you will see later in this lesson, you can add limited structure
to unstructured files.) The more structure a file has, the more efficiently and reliably
its content can be reused.

Structure is built into a document when, for example, its creator defines headers
and columns, adds navigational aids such as bookmarks, and adds alternate text
descriptions for graphics. In many cases, documents are automatically given logical
structure and tags when they are converted to Adobe PDF.

When you create PDF documents from Microsoft Office files or from files
created in later versions of Adobe FrameMaker®, InDesign, or Adobe PageMaker®,
or when you create Adobe PDF files from websites, the resulting PDF files are
tagged automatically.

In Acrobat Pro, if your PDF documents don’t reflow well, you can correct
most problems using the Accessibility panel or the TouchUp Reading Order
tool. However, this is not as easy as creating a well-structured document in
the first place. For an in-depth guide to creating accessible PDF documents,
visit www.adobe.com/accessibility/products/acrobat.html.

Working with accessible documents

If you're working with Acrobat Pro, you'll examine a tagged PDF document.
In either Acrobat Standard or Pro, you'll see how easy it is to reflow the docu-
ment and extract content.

Checking for accessibility (Acrobat Pro only)

It’s always a good idea to check the accessibility of any Adobe PDF document
before you distribute it to users. The Accessibility Checker panel tells you if your
document has the information necessary to make it accessible. At the same time,
it checks for protection settings that would prohibit access.
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Tip: By default,
Acrobat displays only
some of the tools in the
Tools pane. To select
which tools appear in
the list, click Tools in the
main toolbar, and then
choose Add Shortcut
or Remove Shortcut
beneath each tool.

First, you'll look at the accessibility and flexibility of a tagged PDF file that was
created from a Microsoft Word file.

1 Choose File > Open, navigate to the Lesson03/Assets folder, and double-click
the Tag_Wines.pdf file.

2 Choose File > Save As, and save the file as Tag_Winesl.pdf in the Lesson03/
Finished_Projects folder.

3 In the Tools pane, click the Accessibility tool. If the Accessibility tool isn’t
listed, click Tools in the main toolbar, and navigate to the Accessibility tool
in the Protect & Standardize category. Then, choose Add Shortcut from the
pop-up menu beneath the Accessibility tool, and click the Accessibility tool
in the Tools pane.

Home  Tools Tag_Wines1.pdf

Q Search tools

Protect & Standardize

9 Lm To

Protect Redact PDF Standards Optimize PDF

——
Open | = Add - Add . Add *
®
Print Production Accessibility

Add | - Add | -

You'll use the Accessibility tool several times in this lesson, so it’s handy to have it
in the Tools pane. You can remove a tool from the Tools pane at any time by choos-
ing Remove Shortcut from the menu beneath the tool in the Tools Center.

Accessibility options appear in the right-hand pane.
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4 Click Full Check in the right-hand pane.

Accessibility

Eka%pﬂsruﬁ

Freme o e e v it
s s ]
- Py sttt e w1 et Sk

[ Pr=T=e=rpe——
© D gk b5 i A, b
=

e
= QT —T—
D e

Exasancuir - T —
¢ e e Bt i i s
[

[T —
1

& Autotag Document 0
=
a=

Full Chiecke
0

@ necesibility Ruport

G identily Form Fields
» B3 setAttemate Text

A Selup Assistant

B Reading Order

Joﬂiiﬁ-hﬂ?

5 Accept the defaults in the Accessibility Checker Options dialog box, and click

Start Checking.

Accessibility Checker Options
Report Options
[l Create accessibility report.  Folder: CAUsers\Lisa Fridsma\Documents
] Attach report to document
Page Range
® All pages in document Opagesfrom |1 o[
Checking Options (31 of 32 in all categories)

(] Accessibility permission flag is set

[~ Document is not image-anly POF

[~ Document is tagged POF

[] Document structure provides a logical reading order
[ Text language is specified

=] Document title is showing in title bar

[l Bookmarks are present in large documents

[ Document has appropriate color contrast

SelectAll | | Clear Al

[ Show this dialog when the Checker starts

| oo

>
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Acrobat quickly checks the document for accessibility issues and displays the
interactive Accessibility Checker panel in the navigation pane. There are some
issues with this document.

6 Expand the Document category. It lists three issues. Two of those issues are
items that require you to look at the document to determine whether there’s
a problem (Logical Reading Order and Color Contrast). The third issue is the

Title, which failed.
ID Accessibility Checker X @ Accessibility Checker X
Document (3 issues) N Document (3 issues) 2

@ 5 Page Content (2 issues) @ o Accessibility permission flag - Pas:
@ 55 Forms @ @ Image-only PDF - Passed

> Alternate Text (1 issue) o Tagged PDF - Passed

3 Tables (1 issue) ﬁ Logical Reading Order - Needs n

> Lists % Primary language - Passed

5 Headings (1 issue) @ Title - Failed

a## Bookmarks - Passed
ﬂ Color contrast - Needs manual ¢

> Page Content (2 issues)

In an accessible document, the document title should be included and set to display
automatically in the title bar. You can learn what each item in the Accessibility
Checker panel refers to by choosing Explain from the options menu at the top

of the panel.

7 Right-click or Control-click the Title item, and choose Fix.

o Tagged PDF - Passed % Tagged PDF - Passed
ﬂ Logical Reading Order - Needs n a Logical Reading Order - Needs n
o Primary language - Passed ag* Primary language - Passed
Fix k & Bookmarks - Passed
SkipRule > | T
Explain
Check Again
Show Report
Options
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The panel changes to show that the title passed, after Acrobat changed its
settings. Had there not been a title already in the document, you'd have been
prompted to enter the document title. You can quickly fix most accessibility
issues in a document using the interactive Accessibility Checker panel.

8 Close the Accessibility Checker panel and the Accessibility tool.

You can add security to your PDF files and still make them accessible. The encryp-
tion offered by Acrobat DC prevents users from copying and pasting text from a
PDF file, while still supporting assistive technology.

Reflowing a flexible PDF file (Standard and Pro)

Now you'll take a quick look at how flexible a tagged PDF file is. You'll reflow the
PDF file so that you can easily read it at different screen widths.

First, you'll adjust the size of your document window to mimic the smaller screen
of a handheld device.

1 Choose View > Zoom > Actual Size to display the document at 100%.

2 Resize the Acrobat window to about 50% of the full-screen display. In Windows,
click the Maximize/Restore Down button if the window is currently maximized;
if the window isn’t maximized, drag a corner of the application window to reduce it.
In macOS, resize the document pane by dragging a corner.

Your goal is to resize the Acrobat window so that the ends of the sentences in the

document pane are cut off.

3 Choose View > Zoom > Reflow.

Awards
Awards As of the beginning of the year, Chamberg wines
have gamered over 60 medals in national and international wine

As of the beginning of the year, Chamberg wines have gam|
intemational wine competitions. The 2012 Sauvignon blan
Royal Easter Show in Auckland. New Zealand in March 20|
Trophy Wine as the best of 2012 Sauvignon blanc wines pr
Sauvignon Blanc won the Top 100 Wines and Gold Medal

the 2014 Intemnational Wine Competition in Napa, Californ
Riesling dessert wine won a Gold Medal and the Trophy fo
and the entire competition Trophy for Champion Wine of §|
Paris in November 2014 as the finest wine produced in Calij

About The Win

Name Description

Pivor NoIr = Flagship wine of the Winery

+Termain optimun for this delica

competitions. The 2012 Sauvignon blanc won a Gold Medal at
the prestigious Royal Easter Show in Auckland. New Zealand
in March 2013 and additionally was awarded the Trophy Wine
as the best of 2012 Sauvignon blanc wines produced in our
couaty. The 2013 Sauvignon Blanc won the Top 100 Wines
and Gold Medal out of 1,720 entries from 21 countries at the
2014 International Wine Competition in Napa, California in
December 2013. The 2013 Noble Riesling dessert wine won a
Gold Medal and the Trophy for Champion Wine - Medium
Sweet and the entire competition Trophy for Champion Wine of
Show at the Air France Wine Awards in Paris in November
2014 as the finest wine produced in California as judged in that
competition. About The Wines

Na | Description I
me

The content of the document is reflowed to accommodate the smaller document
screen, and you can now read an entire line of text without using the horizontal

scroll bar.

When you reflow text, artifacts such as page numbers and page headers often drop
out because they are no longer relevant to the page display. Text is reflowed one
page at a time. You cannot save the document in the reflowed state.
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Note: You can add
tags and alternate
text using tools in the
Accessibility panel in
Acrobat Standard.

Now you’ll examine how the display changes when you change the magnification.

4 Choose 400% from the magnification menu in the toolbar.

5 Scroll down the page to see how the text reflows. Again, because the text is
reflowed, you don't have to use the horizontal scroll bar to move back and forth

across the page to read the enlarged text. The text is automatically contained

within the document pane.

garnered over
60 medals in

The 2012

Sauvignon
Awards As national and blanc won a
of the international Gold Medal at
beginning of wine the prestigious
the year, competitions. Royal Easter
Chamberg The 2012 Show in
wines have Sauvignon Auckland,
oarnered aver hlanc wnon a AT F_.q_ 3

6 When you've finished viewing the reflowed text, restore the Acrobat document
window to its usual size, and close the file.

You can save the contents of a tagged document in a different file format for reuse
in another application. For example, if you save this file as accessible text, you'll see
that even the contents of the table are saved in an easy-to-use format.

With Acrobat, you can even make some unstructured documents more readily
accessible to all types of users. You can add tags to a PDF document using the
Add Tags To Document command in any version of Acrobat. However, to correct
tagging and order errors, you must be using Acrobat Pro.

Making files flexible and
accessible (Acrobat Pro only)

Some tagged Adobe PDF documents may not contain all the information necessary
to make their contents fully flexible or accessible. For example, your file may not
contain alternate text for figures, language properties for portions of the text that
use a language other than the default language for the document, or expansion text
for abbreviations. (Designating the appropriate language for different text elements
ensures that the correct characters are used when you reuse the document for
another purpose, that the word can be pronounced correctly when read out loud,
and that the document will be spell-checked with the correct dictionary.)
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If you're using Acrobat Pro, you can add alternate text and multiple languages using
the Tags panel. (If only one language is required, it is easier to choose the language
in the Document Properties dialog box.) You can also add alternate text using the
TouchUp Reading Order tool.

Using the Make Accessible action

If you're using Acrobat Pro, you can systematically ensure your PDF document is
accessible using the Make Accessible action. You'll use the action to set document
properties, set the tab order, add tags, and add alternate text to the document.

The Make Accessible action is one of the default actions in the Action Wizard
in Acrobat Pro. You'll learn more about using and creating actions in Lesson 12,
“Using Actions”

First, you'll check the accessibility of a page of a user guide. This document was
designed to be printed, so no attempt was made to make it accessible.

1 Choose File > Open, and open the AI_UGEx.pdf file in the Lesson03/
Assets folder.

2 Click the Accessibility tool in the Tools pane to open it.
3 Click Full Check, and click Start Checking.

The Accessibility Checker panel indicates that the document isn’t tagged (in the
Document category). You'll let Acrobat tag the document and add other accessibil-
ity features for you.

4 Close the Accessibility Checker panel.

5 Click Tools in the toolbar, and then click the Action Wizard tool in the
Customize category.

@ Accessibility Checker X Customize
IEI -

v Document (5 issues) 2 'a‘

" Accessibility permission flag - Pas

N
@
@ ' Image-only PDF - Passed

e

Create Custom Tool Action Wizard

6 Click Make Accessible in the Actions List pane.

The Actions List pane is replaced by the Make Accessible action pane, which lists the
steps included in the action. The action automates steps when possible, and guides
you through the steps you need to perform to make your document accessible.
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7 Verify that the file in the Files To Be Processed box is AI_UGEx.pdf.
8 Click Start.

ACTIONS LIST € Make Accessible

Files to be processed:

E Make Accessible % AlLUGEx.pdf

E Archive Documents ‘ G’ g tiee b

E Publish Sensitive Inform... m
~

E Optimize for Web and M... 1. Prepare

E Optimize Scanned Docu... Set a title and ensure it displays in

the window title bar.

Tip: The Recognition The first section of the Make Accessible action helps you prepare your document

Report is a temporary settings for flexibility and accessibility.
file and can't be

saved. The Full Check 9 In the Description dialog box, deselect Leave As Is in the Title area, change the

feature generates an title to User Guide, and click OK.
accessibility report that

You can save.

Descriptian x

Title: |Uﬁ'm

CJLeave Asls

Subject: |

B Leave As ks

Author: |L|m Fridsma

£l Leave As i

Keywords |

[ Leave As ks

The title in the Description dialog box will appear in the title bar when the docu-
ment is opened. After you click OK, Acrobat performs the next step automatically,
setting the appropriate Open options for the document.
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10 Accept the default settings in the Recognize Text - General Settings dialog box,
and click OK.

These settings determine how OCR is applied to recognize text for screen readers.

11 When asked whether this document is intended to be a fillable form, click No,
Skip This Step.

If you had clicked Yes, Acrobat would detect the form fields.

12 Click OK in the Set Reading Language dialog box to accept English as the
reading language.

Acrobat automatically performs the next step, adding tags to the document.

13 Click OK when alerted that Acrobat will display any figures with missing
alternate text.

Screen readers use alternate text (often called alt text) to describe non-text elements
such as images or figures to a visually impaired person. Acrobat examines your
document to ensure that every image has alternate text assigned to it, and prompts
you to assign text where it’s missing.

About tags

When you add tags to a document, Acrobat adds a logical tree structure to the
document that determines the order in which page content is reflowed and read
by screen readers and the Read Out Loud feature. If you're using Acrobat Pro, you
can let Acrobat add tags automatically using the Make Accessible action. In either
Acrobat Pro or Acrobat Standard, you can use the Autotag Document option in the
Accessibility tool to assign tags, and then review the resulting Recognition Report
to see how successful Acrobat was. On more complex pages—pages that contain
irregularly shaped columns, bulleted lists, text that spans columns, and so on—
Acrobat may mark areas that require some attention. Use the report to navigate to
the problem areas of your PDF document by clicking the links for each error. Then,
if you're using Acrobat Pro, click Reading Order in the Accessibility tool to correct
the problem.

To see how Acrobat has tagged the document, click the Tags button to open the
Tags panel in the navigation pane. (If the Tags button isn't displayed, choose View >
Show/Hide > Navigation Panes > Tags.) Click the arrow next to Tags to view the tags.
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14 In the Set Alternate Text dialog box, type Page Tool as the alt text for the
selected image. Then click Save & Close.

15 Click Start Checking in the Accessibility Checker Options dialog box to confirm
that the document is now accessible.

@ Accessibility Checker X
Set Alternate Tewt X u E v
Image 1 of 1 = ~
v Document (2 issues)
Alternate text: ] Decorative figure @
Accessibility permission flag - Pas!
|Page Tool i e 2

@ % Image-only PDF - Passed

Sove & “&"’ | Cancel «# Tagged PDF - Passed

The Accessibility Checker panel now shows only two issues under the Document
heading, both items that you would need to confirm manually.

16 Close the Accessibility Checker panel and the Action Wizard tool. Then close
the AI_UGEx.pdf document.

Using Acrobat accessibility
features (Standard and Pro)
Many people with vision and motor impairments use computers, and Acrobat

provides a number of features that make it easier for them to work with PDF files.
Such features include:

e Automatic scrolling
e Keyboard shortcuts

e Support for several screen-reader applications, including the text-to-speech
engines built into Windows and macOS platforms

e Enhanced onscreen viewing
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Using the Accessibility Setup Assistant

Both Acrobat DC and Acrobat Reader include an Accessibility Setup Assistant.
In Windows, the Accessibility Setup Assistant launches automatically the first
time the software detects a screen reader, screen magnifier, or other assis-

tive technology on your system. In macOS, choose Edit > Accessibility Setup
Assistant to open it. (You can also launch the Assistant manually at any time by
selecting Setup Assistant in the Accessibility tool in Acrobat.) The Accessibility
Setup Assistant walks you through setting the options that control how PDF
documents appear onscreen. You can also use it to set the option that sends print
output to a Braille printer.

A full explanation of the options you can set in the Accessibility Setup Assistant

is available in Adobe Acrobat DC Help. The options available depend on the type
of assistive technology you have on your system. The first panel of the Accessibility
Setup Assistant requires you to identify the type of assistive technology you use:

e Select Set Options For Screen Readers if you use a device that reads text out
loud or sends output to a Braille printer.

e Select Set Options For Screen Magnifiers if you use a device that makes text
appear larger on the screen.

e Select Set All Accessibility Options if you use a combination of assistive devices.

e Click Use Recommended Settings And Skip Setup to use the settings Adobe
recommends for users with limited accessibility. (Note that the preferred
settings for users with assistive technology installed are not the same as the
default Acrobat settings for users who are not using assistive technology.)

In addition to the options you can set using the Accessibility Setup Assistant, you
can select a number of options in the Acrobat or Acrobat Reader preferences that
control automatic scrolling, reading-out-loud settings, and reading order. You may
want to use some of these options even if you don'’t have assistive technology on
your system. For example, you can set your Multimedia preferences to show avail-
able descriptions for video and audio attachments.

If you opened the Accessibility Setup Assistant, click Cancel to exit the dialog box
without making any changes.
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About automatic scrolling

When you're reading a long document, the automatic scrolling feature saves you
keystrokes and mouse actions. You can control the speed of scrolling, scroll back-
ward and forward, and exit automatic scrolling with a single keystroke.

Now you'll test the automatic scroll feature.

1 Choose File > Open, and open the Fall Hiking.pdf file. If necessary, resize the
Acrobat window to fill your desktop.

2 Choose View > Page Display > Automatically Scroll.

ANNIVERSARY
SPECIAL OFFER
Cilck fos Detaits

Ve
GE

‘\ .-
' \
= e

3 You can set the rate of scrolling using the number keys on your keyboard.
The higher the number, the faster the rate of scrolling. Try pressing 9, and
then pressing 1, for example, to change the rate of scrolling. To exit automatic
scrolling, press the Esc key.

4 Close the Fall Hiking.pdf file.

About keyboard shortcuts

For some common commands and tools, the keyboard shortcut is displayed next
to the command or tool name. A list of keyboard shortcuts is available in Adobe
Acrobat DC Help.

You can also use the keyboard to control Acrobat within a web browser. If the
focus is on the web browser, any keyboard shortcuts you use act according to the
web browser settings for navigation and selection. Pressing the Tab key shifts the
focus from the browser to the Acrobat document and application, so navigation
and command keystrokes function normally. Pressing Ctrl+Tab or Command+Tab
shifts the focus from the document back to the web browser.

Modifying onscreen elements

You can smooth text, line art, and images to improve onscreen readability, espe-
cially with larger text sizes. If you use a laptop or if you have an LCD screen, you
can also choose a Smooth Text option to optimize your display quality. Set the
options to smooth text in the Page Display preferences.
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You can change the color of the background or text displayed on your monitor
using the Accessibility Preferences in Acrobat. Color changes affect only the
onscreen display, not the printed page or the saved PDF file.

You can increase the text size used in bookmark labels by choosing Text Size >
Large from the options menu of the Bookmarks panel.

You may want to experiment with screen-display options and other accessibility
controls to find a combination that best suits your needs.

Setting screen reader and reading-out-loud preferences

After you have installed your screen reader or similar application and set it up to
work with Acrobat, you can set the screen reader preferences in Acrobat. You set
these preferences in the same panel in which you set the Read Out Loud feature
preferences that control the volume, pitch, and speed of the speech; the nature of
the voice; and the reading order preferences.

Newer systems (both Windows and macOS) have built-in text-to-speech engines.
Although the Read Out Loud feature can read the text of a PDF file out loud, it is
not a screen reader. Not all systems support the Read Out Loud feature.

In this exercise, you'll look at the preferences that affect how Adobe PDF docu-
ments are read out loud. Unless you have text-to-speech software on your system,
you do not need to set these preferences.

1 Choose File > Open, and open the Tag_Wines.pdf file.

2 If your system has text-to-speech software, choose View > Read Out Loud >
Activate Read Out Loud.

3 After you have activated the Read Out Loud feature, choose View > Read Out
Loud > Read This Page Only. Acrobat reads the page that is currently displayed.
To stop the reading, press Ctrl+Shift+E (Windows) or Command+Shift+E
(macOS).

You can experiment with the reading options.

4 Choose Edit > Preferences (Windows) or Acrobat > Preferences (macOS),
and select Reading from the list on the left. Experiment, if you like.

You can control the volume, pitch, speed, and voice used.

If your system has limited memory, you may wish to reduce the number of pages
Acrobat reads before data is delivered page by page. The default value is 50 pages.

5 Click OK in the Preferences dialog box to apply any changes that you make.
Or click Cancel to exit the Preferences dialog box without making any changes.
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6 To test the settings you changed, choose View > Read Out Loud > Read This
Page Only.

7 To stop the reading, press Ctrl+Shift+E (Windows) or Command+Shift+E (macOS).

Sharing PDF files

You can share a PDF document with other people in many ways, including posting it
on a website, copying it to a flash drive, or sending it as an email attachment. Acrobat
makes it easy to distribute a PDF document to others by attaching the document to an
email message or sharing a link to the document on Document Cloud.

1 With the Tag_Wines.pdf file open, click the Share Files button (E) in the main
toolbar. Acrobat displays options for sharing the document.

If you invite people to view or review the document, Acrobat uploads the docu-
ment to Document Cloud and emails a link to the document. If you select Send
As Attachment, Acrobat emails the PDF file as an attachment using your email
account.

2 Click Send As Attachment, and then select either Default Email Application
or Webmail. If you select Webmail, choose a webmail service from the pop-up
menu, and then add the account.

Once you've added a webmail account, it appears in the pop-up list so you can select
it directly.

3 Click Continue.

4 If youre using a webmail account, sign in, and grant access to Acrobat
if prompted.

Your email application or webmail program opens with a blank message that has
the file attached to it. If you're using Gmail, you may need to click Drafts to see the
draft message.

5 Enter email addresses, a subject line, and a brief message.
6 Send the message.

7 Close the document, and close Acrobat.
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Review questions

1 Name three methods you can use to navigate to a different page within a document
in Acrobat DC.

2 Name two ways to change the view magnification in a PDF file.

3 How can you determine whether a PDF document is accessible when you're working
with Acrobat Pro?

4 How can you print pages that are not next to each other (that is, discontiguous pages)
from Acrobat?

Review answers

1 You can move to a different page by clicking the Previous Page or Next Page button
in the main toolbar; dragging the scroll box in the scroll bar; entering a page number
in the page box in the toolbar; or clicking a bookmark, page thumbnail, or link that
jumps to a different page.

2 You can change the view magnification by choosing View > Zoom, and then choosing a
view; dragging the Marquee Zoom tool; choosing a preset magnification in the toolbar;
or entering a specific percentage in the magnification text box in the toolbar.

3 To determine whether a PDF file is accessible in Acrobat Pro, open the Accessibility
tools, and then click Full Check.

4 To print discontiguous pages, either select the page thumbnails, and then choose
File > Print, or, in the Print dialog box, select Pages, and then enter the page numbers
or ranges you want to print, separated by commas.

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION 97



98

4 ENHANCING PDF DOCUMENTS

Lesson overview

In this lesson, you'll do the following:

Rearrange pages in a PDF document.

Rotate and delete pages.

Insert pages into a PDF document.

Edit links and bookmarks.

Renumber pages in a PDF document.

Learn how to insert video and other multimedia files.

Set document properties and add metadata to a PDF.

This lesson will take approximately 45 minutes to complete. Download

the project files for this lesson, following the instructions in the Getting

Started section under “Accessing the lesson files and Web Edition,” if you

haven’t already done so. As you work on this lesson, you'll preserve the

start files. If you need to restore the start files, download them from your

Account page.



You can modify PDF documents by rearranging,

cropping, deleting, or inserting pages; editing text
or images; or adding multimedia files. You can also
add navigational aids such as bookmarks and links.




Examining the work file

You'll work with conference materials for the fictitious Meridien Conference.

The presentation has been designed both for print and for online viewing. Because
this online presentation is in the developmental phase, it contains a number of mis-
takes. You'll use Acrobat to correct the problems in this PDF document.

1 Start Acrobat.

2 Choose File > Open. Navigate to the Lesson04/Assets folder, select Conference
Guide.pdf, and click Open. Then choose File > Save As, click Choose A
Different Folder, navigate to the Lesson04/Finished_Projects folder, rename the
file Conference Guide_revised.pdf, and click Save.

3 Click the small arrow on the left side of the window to open the navigation
pane, if it’s not already open. Then click the Bookmarks button ([]) in the
navigation pane.

@ Bookmarks »

@ =E- ik B Table of Contents
D Table of contents

@

[ Meridien Wi-fi 2 Welcome
3 What is the City of Meridien Conference?
H weicome 4 Meridien Wi-fi
[ why participate? 5 Why participate?
6 Conference highlights
6 Previous Meridien Conference sponsor & event results
7 Schedule at a glance
D Conference highlights 8 i

[1 What is the City of
Meridien Conference? G

General sessions

[ Schedule at a glance 9 (‘Alry Hag,:

10 General information

D General sessions

D Map of Meridien

y et i I'—l

The Bookmarks panel opens, revealing several bookmarks that have already been
created. Bookmarks are links to specific points in the document. They can be gener-
ated automatically from the table-of-contents entries of documents created by most
desktop publishing programs or from formatted headings in applications such as
Microsoft Word. You can also create bookmarks in Acrobat. You can specify the
appearance of bookmarks and add actions to them.
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4 Click along the edge of the Table of Contents page (away from the text), Tip: The appearance
and then press the Down Arrow key on your keyboard to page through the of the Selection tool

document.

depends on where you
move it over the page.

Notice that the bookmark icon corresponding to the page that you are viewing is Near editable text, it

subtly highlighted as you move through the pages. (There are a couple of bookmark

errors that you'll correct later.)

5 Click the Table of contents bookmark to return to the first page of the

presentation.

becomes an |-beam;
over linked text, it
becomes a pointing
finger. At the edge of
the page, it's an arrow
with a box.

6 In the document pane, move the pointer over the items listed in the table of
contents. Notice that the hand changes to a pointing finger, indicating that

items in the list are links.

7 Click the Meridien Wi-fi entry in the document pane to follow its link. (Be sure to
click the entry in the table of contents, not the bookmark in the Bookmarks panel.)

o) @313

® @ @313

Table of Contents

2 Welcome

2 What is the City of Meridien Conference?
MeridieryVi-fi

5 Why ps ate?

6 Conference nighlights

6 Previous Meridien Conference sponsor & event results

7 Schedule at a glance

8 General sessions

9  City map

10 General information

MERIDIEN

Notice that the page number on the page displayed in the document pane
is 2, though the page number in the table of contents showed the page as being

page 4. The page is out of order.

8 Choose View > Page Navigation > Previous View to return to the table

of contents.
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Moving pages with page thumbnails

Page thumbnails offer a convenient way to preview pages. In previous lessons,
you used page thumbnails to navigate a document. Now you'll use them to quickly
rearrange pages in a document.

1 Click the Page Thumbnails button ([2) in the navigation pane.

Page Thumbnails X

0 BE- TEODQ

Table of Contents

Welcome
‘What is the City of Meridien Conference?]
Meridien Wi-fi
‘Why participate?
Conference highlights :
Previous Meridien Conference sponsor & event results
Schedule at a glance :
General sessions
City map

0 General information

=D 00 ] Oy ON Wl DD

The Meridien Wi-fi page is out of place. According to the table of contents, it should
follow the page titled “What is the City of Meridien Conference?”

2 Click the page 2 thumbnail to select it.

3 Drag the selected thumbnail image down until the insertion bar appears
between the thumbnails of pages 4 and 5.

4 Release the mouse button to insert the page at its new position.
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Page Thumbnails ol

Page Thumbnails »

The Meridien Wi-fi page now follows the “What is the City of Meridien
Conference?” page and precedes the “Why participate?” page.
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Tip: Ifyouinserta
page that is larger than
the other pagesin a
document, you can crop
out unnecessary areas
of the page. Right-click
the page, and choose
Crop Pages.

To check the sequence of pages, choose View > Page Navigation > First Page to
go to the first page of the document (if you're not already there), and then use
the Next Page button (@) to page through the presentation.

When you're satisfied that the pages are in the correct order, click the Page
Thumbnails button again to close its panel. Then choose File > Save to save your
work so far.

Manipulating pages

The first page of the presentation (page 1 of 13) is the Table of Contents page, and
it’s rather plain. To make the presentation more attractive, you'll add a cover page,
which you'll then rotate to match the other pages in the presentation.

Inserting a page from another file

You'll start by inserting the cover page.

Click Organize Pages in the Tools pane.
Click Insert in the Organize Pages toolbar, and then choose From File.

Navigate to the Lesson04/Assets folder, and select Conference Guide Cover.pdf.
Click Open or Select.

In the Insert Pages dialog box, choose Before from the Location menu, and
select First in the Page area. Then click OK. You want to insert this PDF file
before any of the pages in your document.

Organize Pages 2 v O ﬂ @' a Extract |} Insert ~
|
. insertPages . [N 3
Insert File: Conference Guide Cover.pdf % Insert from Scanner
Location: [ Before

@hﬁ From Web Page...
|Ciy Blank Page...  ©%T

Page

O First

) Last

Page: of 13

Cancel “k

The cover document appears as page 1 in the Conference Guide_revised.pdf document.
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5 Choose File > Save to save your work.

Rotating a page

The cover page is now in the conference document, but it has the wrong orientation. J> Tip: If you have an
You'll rotate the new page to match the rest of the document. Acrobat or Creative
Cloud subscription,
1 Select the thumbnail for the cover. Two rotation icons, a delete icon, and an you can rotate and
insert icon appear superimposed on the thumbnail. rearrange pages on
a tablet or phone
2 Click the Rotate Counterclockwise icon. using the Acrobat DC

mobile app. See Lesson
y i ) : 6,"Using Acrobat on
!' Organize Pages 1 ] Organize Pages 1 Mobile Devices” to
: : learn more.

~ MERIDIEN
“Conference

Acrobat rotates the page so that it matches the rest of the document. Only the
selected page is rotated.
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Deleting a page

The last page in the document doesn’t quite fit with the others, and the conference
committee has decided to distribute it separately. You'll delete it from the document.

1 Select the thumbnail for the last page in the document (page 14).
2 Click the delete icon.

3 Click OK to confirm that you want to delete the page.

Acrobat Pro DC

Are you sure you want to delete the page
/7 from the document?

| Cancel :

The page is deleted from the Conference Guide_revised.pdf file.

4 Close the Organize Pages toolbar to return to the main document view.

eCce Confi Guide_Revised.pdf
Home  Tools Conference Guide... X ' @ A .

B ®B8 HQ ® ©® 16/ RO @ 2% - B P E_\ﬂ

L] Search tools
0 i
N Create PDF
@ Registation ) £ Combine Files |
0800 el 1800, and Wearesday fom 0800l 1500.
Security/emergency information -
Seamitr ) 52 EditPOF |
phone. i
L |
[3 Export PDF
comertion cenerpetons.
Smoking policy 7 ) 5[] Organize Pages
Transportation L
Send for Review
i

Wireless Internet Access |
i vity is avail i i s Comment

L

i el s A, Fill & Sign

=& Send for Signature
Your current plan is Creative Cloud

Learn More

5 Choose File > Save to save your work.
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Renumbering pages

You may have noticed that the page numbers on the document pages do not always
match the page numbers that appear below the page thumbnails and in the toolbar.
Acrobat automatically numbers pages with Arabic numerals, starting with page 1
for the first page in the document, and so on. However, you can change the way
Acrobat numbers pages. You'll give the cover page a roman numeral, so that the
contents page is page 1.

1 Click the Page Thumbnails button (|[) in the navigation pane to display
thumbnails for the document’s pages.

2 Click the page 1 thumbnail to go to the cover page.

You'll renumber the first page of the document—the cover page—using lowercase
roman numerals.

3 Click the options menu button at the top of the Page Thumbnails panel, and choose
Page Labels. The Page Numbering dialog box opens.

@ Page Thumbnails x @ Page Thumbnails x

BE- TR OQ B- W& OQ
D Insert Pages... 4
Extract Pages...
@ Replace Pages...
Delete Pages... 4 ¥#D

N
@

Crop Pages...
Rotate Pages... ¥R
Page Transitions...

Print Pages... P

Embed All Page Thumbnails
Remove Embedded Page Thumbnails

Reduce Page Thumbnails
Enlarge Page Thumbnails
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4 For Pages, select From, and enter from 1 to 1 of 13. For Numbering, select
Begin New Section, choose “}, ii, iii” from the Style menu, and enter 1 in
the Start text box. Click OK.

Page Thumbnails N

B- W& OQ

(&

b

Page Numbering
Pages
Al
Selected
Numbering
1© Begin new section
Style: | i, ii, iil, ...

Prefix:

Start: |1

(") Extend numbering used in preceding section to selected pages

Sample: i, ii, fil, ..

| [ RN O el |||

5 Choose View > Page Navigation > Go To Page. Enter 1, and click OK.

® @ @ @ of13)

Table of Contents

2 Welcome
3 What is the City of Meridien Conference?

4 Meridien Wik

3 Why participate?

6 Confremrce highlighis

6 Previous Meridion Confererscr spomat 8 cwent roulis
7 Schedule st a glance

B General sesions

2

Cley may

GeloPage 10 General information

el | WKEIN W

Tip: You can Acrobat displays the Table of Contents page. Because you renumbered the cover
manually add page page, the number 1 in the page number text box is now assigned to the contents
numbers to the pages age of the document
of your Adobe PDF pag :
document using 6 Close the Page Thumbnails panel.
headers or footers.

(Select the Edit PDF 7 Choose File > Save to save your changes.

tool, and choose Header
& Footer > Add.)
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Applying Bates numbering (Acrobat Pro only)

In law offices, Bates numbering is routinely applied to each page of a document that is part of a legal
case or process. Using Acrobat DC Pro, you can automatically apply Bates numbering as a header or
footer to any document or to documents in a PDF Portfolio. (If the PDF Portfolio contains non-PDF
files, Acrobat converts the files to PDF and adds Bates numbering.) You can add custom prefixes and
suffixes, as well as a date stamp. And you can specify that the numbering is always applied outside
the text orimage area on the document page.

To apply Bates numbering, click Organize Pages in the Tools pane, and then choose More > Bates
Numbering > Add.

Organize Pages 1 * 8 @ E‘}ésmt ElMﬂre'E

Bates Numbering > Add...
Remove... k

[% Set Page Boxes f+¥#P
In the Bates Numbering dialog box, add the files you want to number, and arrange them in the appro-
priate order. Click Output Options to specify the location and naming convention for the numbered
files. Click OK to close the Output Options dialog box. Then click OK in the Bates Numbering dialog
box to open the Add Header and Footer dialog box, where you can define the style and format of the
number—~6 to 15 digits, plus prefixes and suffixes.

[oX ] [ Bates Numbering
Add Files... v
Add the files to be Bates numbered.
Arrange them in the order in which you want the Bates numbers to appear.
Name Size Created Maodified ‘Warnings/Errors
ﬁ Conference Guide_Revised.pdf 2.00 MB 11/20/...4 AM  11/20/...6 AM
E GC_VendAgree.pdf 36.47 KB 1/6/1..14 PM 11/6/1..14 PM
(™) Move up Move Down Remove
Help Output Options OK Cancel
Left Header Text Center Header Text Right Header Text
<<Bates Number#6#1>>
Left Footer Text Center Footer Text Right Foater Taxt
“neriome s unbor s Dete Formet.

You can't edit Bates page numbering after it's applied, but you can delete it and start over.

For more information on applying Bates numbering and working with other legal features in Acrobat,
see Adobe Acrobat DC Pro Help.
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Tip: To quickly return
to your previous view,
choose View > Page
Navigation > Previous
View, or press Alt or
Command and the Left
Arrow key.

Managing links

Now you'll correct the broken links on the contents page and add a missing link.
1 Go to page 1, the Table of Contents page, if you're not there already.

2 Click the links for each of the table of contents entries to identify problems.

The link for page 3 and the second link for page 6 go to the wrong pages. There
is no link for the last entry. First, you'll correct the links that go to the wrong pages.

3 Click Edit PDF in the Tools pane, and then choose Link > Add/Edit Web Or
Document Link. Acrobat outlines the links on the page.

4 Double-click the link for page 3, “What is the City of Meridien Conference?”

I Edit PDF f> Edit T AddText [a] Add Image GQ Link ¥

Add/Edit Web or Document Link
03 Auto-Create Web Links from URLs...

Table of Contents
C'% Remove Web Links...
7 Weloome | @ Append All Links on Page...
3 What is the City of Meridien Conference? rB View Web Links...
eridien Wi- >~
5 y participate?

[6_ Conference highlights |
6 Previous Meridien Conference sponsor & ev|
Schedule ar a glance ‘

8 General sessions

5 In the Link Properties dialog box, click the Actions tab. The action associated
with this link is to go to page 3. Click Edit.

. Link Properties

Appearance Em

Add an Action
Select Action: | Execute a menu item

Actions

v Go to a page in this document

Page: 3

Zoom level: Fit Page

Delete

_| Locked Cancel 0K
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6 Inthe Go To A Page In This Document dialog box, select Use Page Number, and
enter 3 in the Page box. Click OK.

s inkRropeitics s

Go to a page in this document
Add an Action
Options

Select Action: | Execute a menu item -
© Use Page Number

Zoom: | Fit Page B Actions
" Use Named Destination = Go to a page in this document
Cancal EE Zoom level: Fit Page

The listed action now goes to page 4. Remember that you renumbered the pages,
so page 3 is actually the 4th page in the PDF file.

7 Click OK.

8 In the toolbar, select the Selection tool. Then click the link for page 3. It goes
to the appropriate page now. Return to the Table of Contents page.

Table of Contents What is the City of Meridien
Conference?
2 Wecome et o s,
3 What is the City of Meridier {onference? g O
4 Meridien Wi-f st 0 g g gt e
5 Why participate? RS-
6 Conference highlights s g s e e o
6 Previous Meridien Conference sponsor & event results Ottt o e 8
7 Schedule ata glance P ————
8 General sessions o ok bt g
9 Citymap _
10 General information An cxlns cocn. e o of e
conuacts and 1 plan i e he tnformanion
Liearod i ey bines 1 cat st fr
prem——
l— | — o=

9 Follow steps 3—7 to make the same change for the link to the previous event
results, changing the linked page number to page 6.

Now you'll create a link for the last entry.
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10 Go to page 1 (the Table of Contents page), if you're not there already. If links
aren’t outlined, choose Link > Add/Edit Web Or Document Link.

11 Drag a link box around the final contents entry, “10 General information”

12 In the Create Link dialog box, choose Invisible Rectangle for the Link Type,

and select Go To A Page View in the Link Action area. Then click Next.

Create Link

6 Previous Meridien Confe]

/7 Schedule at a glance ]
8 General sessions |

9 City map
= : ;
TU—oenara nnformanonI

Link Appearance

Link Type: | Invisible Rectangle [l Line Style:

Highlight Style: | Invert B coo:- B
Line Thickness: T &
Link Action
° Go to a page view
") Open a file
" Open a web page
" Custom link
il _Cancel

Next

R

The Create Go To View dialog box appears. Don'’t click anything until you're on the

page that should be linked.

13 Scroll to page 10. When the General Information page is on the screen,
click Set Link. Acrobat returns you to the contents page.

General Information
ATH Maching

[rrieriiensiiesprig
Automated External Defrbilators (AED)

® Create Go to View

Use the scrollbars, mouse, and zoom
tools to select the target view, then
press Set Link to create the link
destination.

Cancel

14 Select the Selection tool, and then click the link you just created to test it.

15 Close the Edit PDF panel.

16 Choose File > Save to save your work.
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Working with bookmarks

A bookmark is simply a link represented by text in the Bookmarks panel. While book-
marks that are created automatically by many authoring programs are generally linked
to headings in the text or to figure captions, you can also add your own bookmarks

in Acrobat to create a custom outline of a document or to open other documents.

Additionally, you can use electronic bookmarks as you would paper bookmarks—
to mark a place in a document that you want to highlight or return to later.

Adding a bookmark

First, you'll add a bookmark for the second topic on page 6, the section titled
“Previous Meridien Conference sponsor and event results.”

1 Go to page 6 in the document, so that you can see the event results.

2 Open the Bookmarks panel, and then click the Conference highlights bookmark.
Your new bookmark will be added directly below the selected bookmark.

3 Click the New Bookmark button ([k) at the top of the Bookmarks panel.
A new, untitled bookmark appears.

Bookmarks DN Bookmarks DN
L L

q EI-\EII?%EL 0 E- Wb B

@ D Table of contents m Table of contents

@

Meridien Wi-fi Meridien Wi-fi
Welcome Welcome
Why participate? Why participate?

What is the City of
Meridien Conference?

Schedule at a glance

What is the City of
Meridien Conference?

Conference highlights

Untitled
General sessions Schedule at a glance

Map of Meridien General sessions

b2 I T R T T I T R T T [ T [ o |

General information Map of Meridien

b I T T R T T T S T [ T T [ 7 |

General information
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4 In the text box of the new bookmark, type Previous conference results.
Press Enter or Return to accept the name.

Bookmarks
E- Wl B

Table of contents

O X

N
@

Meridien Wi-fi

Welcome

Why participate?

What is the City of
Meridien Conference?

I D OO OO

Conference highlights

e % ; 7

pa |

Schedule at a glance [

Conference Highlighrs

Previous Meridien Conference
Sponsor and Event Results
R

e i

U s s e

Naming bookmarks

automatically

You can create, name, and automatically link a bookmark by selecting text in the

document pane.

1 Navigate to the page you want to link, and set the magnification to the optimal
level. The current magnification will be inherited by the bookmark.

2 Drag the I-beam to highlight the text that you want to use as your bookmark.

3 Click the New Bookmark button at the top of the Bookmarks panel. A new
bookmark is created in the bookmarks list, and the highlighted text from the
document pane is used as the bookmark name. By default, the new bookmark
links to the current page view displayed in the document window.

Bookmarks

2 TR

ﬂ Conference
Attendee Guide

2
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Changing a bookmark destination
A couple of bookmarks link to the wrong pages. You'll change those now.

1 In the Bookmarks panel, click the Why participate? bookmark. The document
pane displays the “What is the City of Meridien Conference?” page.

Bookmarks x
L

B Wb B

u What is the City of Meridien

[l Table of contents Faltme
@ Tha Cty of Merafen Contessnce, produted by Local
ity
[l Meridien Wi-fi v e ki
R
ek sl ol
ﬂ Welcome oyl o st 8
e R

[l What is the City of e
Meridien Conference? | — o

2 Click the Next Page button (@) twice to go to page 5 (6 of 13) of the document,
which is the page you want the bookmark to link to.

3 From the options menu at the top of the Bookmarks panel, choose Set Book-
mark Destination. Click Yes in the confirmation message to update the
bookmark destination.

Why Participate?

fnTh

e

romate newidess snd business opportunities.

Bookmarks X P
@ e L, e o s e ks,
s i
o E —_—
l:l New Bookmark

€ Explre s Bisaica s and

New Bookmarks from Structure... oyl

Expand Current Bookmark

Set Bookmark Destination k
Rename Bookmark

4 Repeat the process to correct the destination of the “What is the City of
Meridien Conference?” bookmark, which should be linked to page 3 (4 of 13).

5 Choose File > Save to save the Conference Guide_revised.pdf file.
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Moving bookmarks

After creating a bookmark, you can easily drag it to its proper place in the Bookmarks
panel. You can move individual bookmarks or groups of bookmarks up and down
in the Bookmarks panel, and you can nest bookmarks.

Some of the bookmarks are out of order in the current document. You'll rearrange
them now.

1 In the Bookmarks panel, drag the icon for the Welcome bookmark directly below
the icon for the Table of contents bookmark.

2 Drag the other bookmarks so that they appear in the same order as the entries
in the table of contents.

Bookmarks x Bookmarks x

(&

(&
- BEB- Wb B q BEB- Wl B

N Table of contents Table of contents
@ e @
[% Meridien Wi-fi Welcome
[y What is the City of
D Why participate? Meridien Conference?
Meridien Wi-fi
What is the City of N
Meridien Conference? Why participate?

Conference highlights Conference highlights

Previous conference
results

Previous conference
results

A
A
A
D Schedule at a glance
A
A
H

Schedule at a glance

General sessions General sessions

Map of Meridien

Map of Meridien

ID3oO3o03OoO DDoODoODOoO Do Do Do

General information

3 Close the Bookmarks panel, and then choose File > Save to save your work.
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Setting document properties and metadata

You're nearly done with this conference guide. To finish it off, you'll set the initial view,
which determines what people see when they first open the file, and add metadata to

the document.

1 Choose File > Properties.

2 In the Document Properties dialog box, click the Initial View tab.

3 From the Navigation Tab menu, choose Bookmarks Panel And Page.

When the viewer opens the file, both the page and the bookmarks will be visible.

4 In the Window Options area, choose Document Title from the Show menu.

Document Properties

Description Security Fonts | [LIERYC Custom | Advanced

Layout and Magnification

Navigation tab: ' Bookmarks Panel and Page '
Page layout: Default B

Magnification: | Default

Open to page: || of 12 (13)

Window Options
| Resize window to initial page

| Centar window on screen

| Open in Full Screen mode

With this option selected, the document title, rather than the filename, will appear

in the document’s title bar.

Adding multimedia files

With Acrobat, you can easily transform your PDF files into exciting
multidimensional communication tools by inserting video, audio, and

SWF animations.

When you add a multimedia file to a PDF, you can set launch behaviors and other
options that determine how the file appears and plays in the PDF document. To add
audio, video, or animation to a file, open the Add Rich Media tool, and select a tool
from the toolbar to add video, sound, or a SWF file. Drag a box on the page for the
content, select the multimedia file, and then specify the settings you want to use.

I AddRichMedia | : ¥ AddSound (@ AddSWF I Add Video |

For more information on working with multimedia files in Acrobat DC, see Adobe

Acrobat DC Help.
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5 Select the Description tab.

The document’s author has already entered some metadata for the file, including
some keywords. Metadata is information about the document itself, and you can
use it to search for documents. You'll add some more keywords.

6 In the Keywords field, after the existing keywords, type ; map; vendors.
Keywords must be separated by commas or semicolons.

S Document Properties
_ Security Fonts Initial View Custom Advanced :
Description
File: Conference Guide_Revised.pdi
Title: | Meridien Conference Attendee Guide
Author: | Local

Subject: = Guide to the Meridien C: for our

Keywords: ( ; meridien; conference; guide; local; schedule; map; \tlndnm) |

7 Click OK to accept changes in the Document Properties dialog box. Notice that
the document title is displayed now, instead of the filename.

8 Choose File > Save to save your work, and then close all open files and
quit Acrobat.

Setting up presentations

Generally, when you make a presentation to a group of people, you want the
document to take over the entire screen, hiding distractions such as the menu bar,
toolbars, and other window controls.

You can set up any PDF file to display in Full Screen mode in the Initial View tab of
the Document Properties dialog box. In the Full Screen tab of the Preferences dialog
box, you can set a variety of transition effects to play as you move between pages.
You can even set the speed at which pages advance. You can also convert presenta-
tions that you've prepared in other programs, such as PowerPoint, to Adobe PDF,
preserving many of the authoring program’s special effects. For more information,
see Adobe Acrobat DC Help.
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Review questions

1 How can you change the order of pages in a PDF document?
How do you insert an entire PDF file into another PDF file?

How can you correct a link’s destination?

H W N

What is a bookmark?

Review answers

1 You can change the page order by dragging the page thumbnails corresponding to the
pages you want to move to their new locations in the Page Thumbnails panel.

2 To insert all the pages from a PDF file before or after any page in another PDF file,
select the Organize Pages tool, choose Insert > From File, and then select the file you
want to insert. Specify where in the document the pages should be inserted.

3 To correct a link’s destination, select the Edit PDF tool, and then choose Link > Add/
Edit Web Or Document Link. Next, double-click the incorrect link. Then click the
Actions tab in the Link Properties dialog box, click Edit, and type the correct page
number in the Page box in the Go To A Page In This Document dialog box. Click OK
to close each dialog box.

4 A bookmark is simply a link represented by text in the Bookmarks panel.
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EDITING CONTENT
IN PDF FILES

Lesson overview

In this lesson, you'll do the following:

Edit text in a PDF document.

Add text to a PDF file.

Add and replace images in a PDF file.

Edit images in a PDF document.

Copy text and images from a PDF document.

Export PDF content to a Word, Excel, or PowerPoint document.

Learn about redacting content.

This lesson will take approximately an hour to complete. Download the

project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from
your Account page.



Facilities Services Management Training

Linda White
WW Facilities Manager

With Acrobat DC, you can edit text and other PDF
content smoothly and easily. You can also repurpose
text, data, and images by copying or exporting con-
tent to another application.




Tip: Asyou can
see, it's easy to make
changes to a PDF
document. If you want
to ensure that your
PDF file remains as you
intended, apply security
settings. For more on
security, see Lesson 9,
“Adding Signatures
and Security.”

Note: Acrobat
automatically enables
Touch Mode when it
senses a touch screen
on the device you're
using.

Editing text

In Acrobat DC, you can easily make simple and not-so-simple edits to text in PDF
documents, as long as security settings permit it. Whether you're correcting typos,
adding punctuation, or restructuring entire paragraphs, Acrobat reflows the text
appropriately. You can even use the find-and-replace feature to correct or update
multiple instances of a word or phrase in the PDF file. In addition to changes to
content, you can edit text attributes such as spacing, point size, and color. If you
attempt to change text in a font that is not available on your system, Acrobat
prompts you to select a substitute font, and then remembers the substitution later.

Editing a single text block

You'll start by deleting unnecessary text in a document, and then you'll edit a para-
graph to make it parallel with other bullet points.

1 Start Acrobat, and choose File > Open. Navigate to the Lesson05/Assets folder,
and double-click the Globalcorp_facilities.pdf file.

The Globalcorp_facilities.pdf file is an 18-page document that describes the
responsibilities of a department at a fictitious company.

2 Go to page 3 in the document.

The document includes several sections, each with a headline such as “Office Services”
Only page 3 includes a subhead (“Things to consider”). You'll delete the text so that
it’s consistent with the other section pages.

3 Click Edit PDF in the Tools pane.

By default, when you open the Edit PDF tool, Edit is selected in the Edit PDF
toolbar, so bounding boxes appear around text blocks and images that are editable.
If Acrobat is in Touch Mode, an additional handle appears at the top, as shown
here.

4 Click the “Things to consider” bounding box to select it, and then press the Delete
key to remove it.

I Edit PDF

T Add Text ]zl Add Image Qp Link = Dq Crop Pages Header & Footer = m Watermark = '

OFFICE SERVICES OFFICE SERVICES

L
S i iied
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5 Go to page 11, which includes bullet points about furniture.

You'll change the second bullet point to start with a verb, making it parallel with all
the other bullet points in the document.

6 Select “Purchases of new furniture need prior approval by”
7 Type Obtain approval from.

8 Click an insertion point after “Corporate;” and type before purchasing furniture.

Furniture Furniture Furniture

Make arrangements so
that all new employees
have a fully furnished
workstation on the first
day of employment.

Make arrangements so
that all new employees
have a fully furnished
workstation on the first
day of employment.
Obtain approval from the
Real Estate Manager at
Corporate

Make arrangements so
that all new employees
have a fully furnished
workstation on the first
day of employment.
Purchases of new furri:ire
need prior approval byl the
Real Estate Manager at
Corporate

Obtain approval from the
Real Estate Manager at
Corporate before
purchasing furniture.

As you delete, replace, or add text, Acrobat reflows the paragraph.

9 Choose File > Save As, and save the file as Globalcorp_facilities_edited.pdf
in the Lesson05/Finished_Projects folder.

Changing bullet and number list properties

Acrobat recognizes bulleted and numbered lists and provides you with bullet and

number options.

1 Click in the text block that includes the bulleted text.

FORMAT
Furniture Myriad Pro -
SR
+ Make arrangements so A |i|
that all new employees .
have a fully furnished 7 I T T

workstation on the first
day of employment.

+ Obtain approvgtfzamthe
Real Estate Maijiag
Corporate befole
purchasing furnitare.
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be part of an image.
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Adobe PDF files”



2 Choose the 1.2.3. option from the number list menu in the right-hand pane.

[ P—
Furniture it
l

Myriad Pro v
1. Make arrangements so
that all new employees 7 o @
have a fully furnished
workstation on the first di el Wi qet 4

day of employment.
2. Obtain approval from the ]
Real Estate Manager at = =

Corporate before
purchasing furniture 1= 18 ~ = 626 ~

The bulleted list becomes a numbered list, but these items shouldn’t be numbered.
3 Select the check mark option from the bullet menu in the right-hand pane.

FORMAT Furniture
e N v Make arrangements so
that all new employees
24 3
@ @ have a fully furnished
T T T Rl R workstation on the first
day of employment.
== v' Obtain approval from the
i Real Estate Manager at
= = Corporate before
. 1= 62 - purchasing furniture
o]
= AV 002 ~
&
=
BN

Both bullets become check marks.
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Replacing multiple occurrences of text

Acrobat DC includes a find-and-replace feature similar to one you might use in a
word processing or page layout application. You'll use it to replace the word “inter-
face” with the word “communicate” throughout the document.

1 Choose Edit > Find. Tip: The Find feature

is not case-sensitive.
2 In the Find panel, type Interface in the Find box, and then click Replace With

to expand the panel.
3 Type Communicate in the Replace With box.

4 Click Next in the Find panel. Acrobat highlights the next occurrence of the word
“interface;” on page 10.

Find

Previous Next I%

IOffice Equi?menti

Monitor the use of office
printers and copiers

+  Interface with local providers
make repairs
+  Refer to Purchasing Website
if new equipment is needed

Replace with

Replace

5 Click Replace in the Find panel to replace the word.

Find
Office Equi;rjmenti

Previous Next

Monitor the use of office
printers and copiers
‘Communicate with local
el
equipment and make repairs
+  Refer to Purchasing Website

if new equipment is needed
Lociien I Ai i

Replace with 3

Replace

6 Click Next to locate the next occurrence, which is on the same page.

7 Click Replace, and then click Next again. Acrobat reports that it has found
all the instances of the word. Click OK to close the dialog box.

8 Close the Find panel.
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Tip: With the
bounding box selected,
you can resize items or
move them anywhere
on the page.

Changing text properties

You can change the font, size, type style, alignment, and other attributes of text
without leaving Acrobat.

1 Go to page 2, and select the word “Agenda”

2 In the Format area of the right-hand pane, click the color swatch, and select a new
color. We used magenta. In macOS, close the Colors panel.

3 With the word “Agenda” still selected, click the Bold icon in the Format area.

 ——

« Office Services Linda White, WW Facilities FORMAT

v HewEployess Manager, GlobalCorp

+ Health and Safety T.Blue, Secuity Officer, Myriad Pro -
* QE&EA GlobalComp

4 Save your changes so far.

Adding text

You can add entirely new text, including new bullet points. You'll add a bullet point
to page 11.

1 Go to page 11.

2 Click an insertion point after the period in the second bullet item, and press
Enter or Return.

Acrobat creates a new bullet and insertion point indented to match the previous
bulleted items.

3 Type Evaluate ergonomic needs and identify solutions.

Furniture Furniture

F

¥ Make arrangements so ¥ Make arrangements so

that all new employees
have a fully furnished
workstation on the first
day of employment. N

Obtain approval from the
Real Estate Manager at
Corporate before
purchasing furniture}

that all new employees
have a fully furnished
workstation on the first
day of employment.

¥ Obtain approval from the
Real Estate Manager at
Corporate before
purchasing furniture.

¥ Evaluate ergonomic
needs and identify
solutions.
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The formatting of the new bullet item matches the previous items.
4 Go to page 18.
You'll add text to this page.

5 Select the bounding box that contains the words “Thank you!,” and drag it closer
to the top of the blue horizontal stripe.

&

glebaxerp lobcicerp

6 Click Add Text in the Edit PDF toolbar.

7 Click a text insertion point directly below the “T” in “Thank you,” and type
We look forward to working with you!

The text appears with the formatting options that are currently selected in the right-
hand pane. It matches the existing text on the page.

8 Select the text you just typed, and reduce the font size to 22. If necessary, move
the text box to reposition it.

I Edit PDF t-?p Edit @ Add Image O/'O Link = [% Crop Pages Header & Foolter - D Watermark = '

ank you!
Thank you FORMAT

Myriad Pro -

globglcorn B 7 T T

9 Save your work so far.
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Redacting text (Acrobat Pro only)

When courts make documents public or companies are required to produce documents that
contain potentially confidential or privileged information, such information is often redacted, or
hidden. In Acrobat Pro, you can use the Redact tool to automatically search for and permanently

remove any privileged information. The Redact tool is in the Protect & Standardize category in the
Tools Center.

Protect & Standardize

9 S To B

—_—0—

Protect Redact PDF Standards Optimize PDF

(i [} (0 [

®
Print Production Accessibility

You can search for specific terms, such as names, telephone numbers, or account numbers; you can
also search for common patterns. You can redact information using the simple equivalent of a black

marker, or add overlay text that identifies the privilege asserted, applicable statutory or code citation,
or other basis for the redaction.

I Redact [_% Mark for Redaction = % Apply % Properties E‘L Remove Hidden Information @ Sanitize Document
G WSRCTN |
rom 1040  U.S. Individual Income Tax Return 2017 (99) IRS Uss Only — Do not writs or stapls n this spacs.
m OMB No. 1545-0074
Label Your st name M Lastnamo Vour cocial cecurity number
@ (Seainarugions) | Fohn X Smith Redacted
W a joint retum, spouse’s first nama M Lastname ‘Spouse's social security number
Use the )
IRS label. [Mary - smith Redacted
Otherwise, Home addrees (number and street). If you have a P.O. box, see metructions. Aparment no, You must enter your
please print social security
or type. 12345 Easy Street A st ik
‘Cay. town of post offic. If you have @ foraign addicsa, 990 Inauucions. Swe 2P code T
" not
_____________ Presidental lanyeown ... ¥ 12385 |SCeeierieie,

For information about using the Redact tool, see Adobe Acrobat Pro DC Help.
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Working with images in a PDF file

In Acrobat DC, you can make simple changes to the position or size of an image
in a PDF file, add images, or replace images. To make more substantial edits to an
image, you can open it in an image-editing application such as Adobe Photoshop,
and save it so that Acrobat updates the image in the PDF file.

Replacing images

It’s easy to replace an image in a PDF file in Acrobat DC. You'll replace the image Note: Areplacement
on page 4. image may not be the
same size as the original
image. You may want to
adjust the dimensions

2 Select Edit in the Edit PDF toolbar. or aspect ratio of an
image before using it in
your PDF document.

1 Go to page 4 in the Globalcorp_facilities_edited.pdf file.

3 Right-click (Windows) or Control-click (macOS) the image of the cubicle,
and choose Replace Image. Alternatively, you can select the image, and then
click the Replace Image icon in the Objects area of the right-hand pane.

4 In the Open dialog box, navigate to the Lesson05/Assets folder, select the
New_Reception.jpg file, and click Open.

Telephone and reception duties

The reception staff reporting to
facilities Management ars
nesporible for answering incoming
ealls aind dwecting allcalks 16 the
Appropriate staff mamber, Visitars o
the affice buikding throaigh the

AL

TeCEpRInn Ared mAt be grested and Cut

ugned-in prompitly. The GlobalComp

InvOut saff wheneahouts system

should be mantained. pdated snd Copy

senictly adhered 1o e,

Y Quesions OF ses arse, FeCenTion

S4aT Can contact thel Manages o QEIEte

seourity parsonnel.
Select All

[

Deselect All
Create Link...
Crop

Remove Crop

Telephone and reception duties

Thie reception staff reporting 1o
facliives management are
responsiblo for answering incorming
calls and directing all calls to the
appecpriate staff member. Visitors to
1ha efice building hecugh the
FOCHPEON ATeh muIst b grasted and
signed-in promptiy. The GlobalCerp
Ot st whernabouts system
should be maimained, updated and
steictly achered to.

W questions of issues arke, reception
STaft can contact thair MANAGEs of

security presceinel

P

Replace Image

Flip Horizontal

Acrobat replaces the original image with the one you selected.
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Adding images

You can also add images to a PDF file. You'll add one to the page that describes
mail services.

1 Go to page 5.
2 Select Add Image in the Edit PDF toolbar.

3 In the Open dialog box, navigate to the Lesson05/Assets folder, select the
Boxes.jpg file, and click Open.

A thumbnail of the image is attached to the cursor.

4 Click on the right side of the page to place the image. Its upper left corner is
aligned with the cursor’s position at the time you clicked. You can drag the image
to a different position.

I Edit PDF f}tdil T Add Text c/,,‘) Link ~ [% Crop Pages @ Header & Fooler = @ Walermark «

Mail, courier and other services Mail, courier and other services
*  Process outgoing .I »  Monitor and schedule wse +  Process outgolng = Monitor and schedule use
packages angtmail . ol audiogsual equip packages and mail ﬁfauoiuviiun!equipmt
; *  Receive incoming |
packages and mail
deliveries

*  Allocate tothe
appropriate mailbox

*  Ensure meeting rooms
and staff areas are always

presentable 1 presentable
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Editing an image in Acrobat

Acrobat is not an image-editing application, but you can make some simple changes
to your images without leaving Acrobat. You can rotate, flip, or crop an image
in a PDF file.

1 On page 5, select the image of people with boxes.

2 Click the Crop icon (fl.) in the Objects area of the right-hand pane. The image
handles change to look like old-fashioned photo corners.

Mail, courier and other services

*  Process eulgoing *  Monitor and schedule use
packages and mail of sudio visual equipmant

o Recaivelncoming | e
packages and mall — e — |
deiiveries OBJECTS

+  Allocate to the 1 o
appropriate mallbax [ A‘
= Ensure meeting rooms 1 »” E

and staff areas are always
e DQ R/
= Schedule use of
conference rooms L - -4 / 5 -
Edit Using... -
et
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3 Drag the lower right corner up to crop out much of the extra floor and the people

to the right of the railing.

4 Drag the upper left corner down to the right, cropping out the people on the far
left. The image should clearly focus on the three people in the center now. You can

adjust the crop at the top of the image if you want to, or reposition it on either side.

5 Click the Crop icon again to deselect it. If you want to, you can drag the image

to reposition it on the page and drag a corner handle to resize it so that it is

more aesthetically pleasing.

Monitor and schedule use
of audio visual equipment

Menitor and schedule use = Monitor and schedule use
of audio visual equipment of audio visual equipment

6 Save the PDF file.

Editing an image in another application

If you want to lighten or darken an image, change its resolution, apply filters,

or otherwise make substantive edits to it, you can edit it in an image-editing

application. In this exercise, you'll make changes to the background image.

1 Select Edit in the Edit PDF toolbar, if it’s not already selected.

2 Still on page 5, select the background image for the entire page.

3 Choose an application from the Edit Using menu in the Objects area of the

right-hand pane.

Mail, courier and other services

+ Receive incoming
packages and mail
deliveries

«  Allocate to the
appropriate mailbox

- Ensure meeting rooms
and staff areas are always
presentable

« Schedule use of
conference rooms

- Process outgoing - Monitor and schedule use
packages and mail of audio visual equipment

OBJECTS
> A O
O Q= b

/ Edit Using... v

Adobe Photoshop k

Microsoft Paint

Open with...
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Tip: You can change
the security settings to
prevent people from
copying text or images
from your PDF file.

See Lesson 9,“Adding
Signatures and Security.”

Acrobat lists image-editing applications, such as Adobe Photoshop or Microsoft
Paint, that are installed on your system. How extensively you can edit the image
depends on the application you open it with.

4 Make changes to the image. For example, you can draw a red box or something
equally obvious. Or, you can make a change that fits within the context of the
document. Then save or close the image, depending on the application.

5 Return to Acrobat.

The changes you made appear on the page and will be saved with the PDF file.
However, the original image is unchanged.

6 Close the Edit PDF tool and return to Document mode.

Copying text and images from a PDF file

Even if you no longer have access to the source file for a PDF document, you can
reuse the text and images in other applications. For example, you might want to
add some of the text or images to a web page. You can copy the text out of the PDF
file in rich text format (RTF) or as accessible text so you can import it into a differ-
ent authoring application for reuse. You can save images from the file in JPEG, TIF,
or PNG format.

If you want to reuse only small amounts of text or one or two images, copy them to
the clipboard or to an image format file using the Selection tool. (If the Copy, Cut,
and Paste commands are unavailable, the creator of the PDF may have set restrictions
on editing the content of the document.)

You'll copy the text from a page in the facilities document for reuse.
1 Go to page 17.
2 Select the Selection tool (k) in the toolbar.

3 Move the pointer over the text on the page. Notice that the pointer changes
to an I-beam when it is in text-selection mode.

4 Drag the Selection tool across all the text on the page.
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5 Right-click or Control-click the text, and choose Copy With Formatting,

which preserves the layout.

Emergency

* In case of an emergency
contact 911 or your local
emergency number
immediately

*  For security matters,
please contact
Corporate SecuzAgat
+1-408-536-60 :01

*  If a state of emee2z/cy
affects building or office
usability, please contact
the Real Estate and
Security Departments at
Corporate as soon as
possible

Emergency
el Copy

Ei L : z
affe Copy With Formatting k
the

s Edit Text
Sec it Tex
g; Export Selection As...
ootk Highlight Text
Strikethrough Text

Note: Make sure
you closed the Edit PDF
tool. If you select text
with the Edit option
selected, you'll see
different options in
the context menu.

6 Minimize the Acrobat window, open a new or existing document in an authoring

application such as a text editor or Microsoft Word, and then choose Edit > Paste.

H &~ 8 <= Document1 - Word Lisa cal = O
Insert Draw Design Layout References Mailings Review View Help Acrobat ,C’ Tell me
o Calibri (Bod BT I
el oy | = sesbcend) AAB| magbcc — (2 @
hie, | BT L cukemeat | 6 ¥z ¢ - " Editing Dictate
- & A, A ihs~ | Q e ‘z\l T Normal Body Text 1T List Para.. & N =
Clipboard Font M Paragraph [ Styles & Voice ~

+ Incase of an emergency
contact 911 or your local Tip: You can also
ﬁ_;“rﬁggdeigtcg;;“mber copy text and images

+  For security matters, from all or part of
Elease c;mgact - a page using the

orporate Security a
+1-408-536-6000 Snapshot f.eature.

« Ifastate of emergency Choose Edit > Take A
affects building or office Snapshot, select the
usability, please contact
the Real Estate and area you want to copy,
Security Departments at click OK to close the

_IRerate.as soon as message box, and then
ossible . .
| R paste the image into
Oy (Cul) ~ . .
another application. The
resulting image is
in bitmap format; any
text copied this way is
Pagelof1 46words [[¥ BE B -—1 + 50% not editable.
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Your text is copied into the document in your authoring application. Acrobat
attempts to retain most of the formatting from the PDF file. But as you can see here,
in most cases, you'll need to edit and format the text at least a little bit. If a font
copied from a PDF document is not available on the system displaying the copied
text, Acrobat substitutes the font.

You can save individual images for use in another application.
7 Go to page 4 in the document, and select the image.

8 Right-click (Windows) or Control-click (macOS) the image, and choose
Save Image As.

Telephone and reception duties

The reception staff reporting to
facilities management are
responsible for answering incoming
calls and directing all calls to the
appropriate staff member. Visitors to
the office building through the
reception area must be greeted and
signed-in promptly. The GlobalCorp
In/Out staff wheraabouts system
should be maintained, updated and
strictly adhered ta.

If questions or issues arise, reception
staff can contact their managers or
sacurity personnel.

Copy Image
Copy With Formatting

Save Image As... k

ol Add Bookmark

Edit Image

Create Link...

Image Properties

9 In the Save Image As dialog box, name the image Reception Copy, and choose
JPEG Image Files from the Save As Type (Windows) or Format (macOS) menu.
Save the file in the Lesson05/Finished_Projects folder.

10 Close any open documents in other applications, but leave the Globalcorp_
facilities_edited.pdf file open in Acrobat.

You've copied text from a PDF document, and you've saved an image for reuse.
You can also select both images and text, copy them, and paste them into another
application.
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Exporting PDF content
to a PowerPoint presentation

In Acrobat DC, you can export a PDF file as a Microsoft PowerPoint presenta-
tion. Each page of the PDF document becomes a fully editable slide in PowerPoint,
retaining formatting and layout as much as possible.

You can specify whether to include comments and whether to run OCR to rec-
ognize text when you save as a PowerPoint presentation. To change the settings,
choose Edit > Preferences (Windows) or Acrobat > Preferences (macQOS), select
Convert From PDF from the list on the left, select PowerPoint Presentation from
the Converting From PDF list, and then click Edit Settings.

You'll export the facilities document to a PowerPoint presentation.

1 With the Globalcorp_facilities_edited.pdf file open, open the Tools Center, and
click Export PDF.

Home  Tools Globalcorp_facilities...

Create & Edit

a o 2 R

Create PDF Combine Files Organize Pages Edit PDF Export PDF

Add - Add - Add - Add - Add =
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Tip: If you have an
Acrobat or Creative
Cloud subscription, you
can export PDF files
to Word, PowerPoint,
or Excel on a tablet
or phone using the
Acrobat DC mobile
app. To learn more, see
Lesson 6,“Using Acrobat
on Mobile Devices.”

2 Select Microsoft PowerPoint for the format, and then click Export.

I Export PDF

Export your PDF to any format

Microsoft Word PowerPoint presentation &F

Spreadsheet

[Mic rosoft PowerPoint]

Image

Globalcorp facilities_edit....pdf HTML Web Page

More Formats

3 In the Save As dialog box, select the Lesson05/Finished_Projects folder.

4 Click Save in the Save As dialog box.

5 Preview the presentation in PowerPoint, if it’s installed. If you do not have
PowerPoint installed, you may be able to preview the presentation using the
Preview application in macOS.

Glob... - Saved t...

Home Inserti Draw | Design !Transitions ‘Animation:j Slide Shcmi Review : View: Help EACrobaI : £ Tellme & L

aOa, Y = - — e by
he . = ‘ PO s O B B
B (B I U S§axh N =
Paste New oF | Shapes Arrange () Editing
~ ¥ Igide- B |- A - A : & =
Clipboard % Slides Font Paragraph Drawing ~

-

Facilities Services ManagementTraining
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Some text and images may have shifted. When you export a PDF file to a PowerPoint
presentation, evaluate each slide carefully, and make any necessary adjustments in
PowerPoint.

6 Close the Globalcorp_facilities_edited.pdf file and PowerPoint or any other
applications that are open. Leave Acrobat open.

Saving PDF files as Word documents

You can save PDF files as Word documents (either .docx or .doc files), no matter Tip: You can save
PDF files as PowerPoint
presentations, Word
documents, or Excel

what application the document originated in. You'll save a statement of work for
a fictitious company as a Word document.

1 In Acrobat, choose File > Open. Navigate to the Lesson05/Assets folder, and s;;reac'jsheets b);,
n n on
select the Statement_of Work.pdf file. Click Open. icn :):es EfpirtoPpDI?

tool, choosing File >
Export To > [format],
or choosing an option

3 In the Save As dialog box, change the file destination to the Lesson05/Finished_ from the Save As Type
or Format menu in the

Projects folder. Then click Settings. Save As PDF dialog box.

2 Choose File > Export To > Microsoft Word > Word Document. (If you're using
Word 2003 or earlier, choose Word 97-2003 Document, which saves a .doc file.)

4 In the Save As DOC Settings or Save As DOCX Settings dialog box, select
Retain Page Layout. Make sure the other options are all selected. Then
click OK.

} Save As DDCX Settings x

Layout Settings
() Retain Flowing Text {®) Retain Page Layout

Comments Settings

Presented 1o GlobalCorp
far
Project Management Sarvices

=] Include Comments

Image Settings

W [ Inchude Images

Text Recognition Seftings

June 12,2017 [ Recagnize text if needed Set Language

OK kl Restore Defaults Cancel

5 Click Save to save the file.

Acrobat displays the status of the conversion process as it works. When you save
complex PDF documents, the conversion to Word may take longer. If View Result
was selected in the Save As PDF dialog box, the document automatically opens in
Word or a similar application.
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6 Open the Statement_of Work.doc or Statement_of Work.docx file in Word,
if it’s not already open. You may also be able to open the document in Preview
or Pages in macOS, or in another application that can open .doc or .docx files.

7 Scroll through the document to confirm that the text and images have been
saved appropriately.

. A Statement_of Work - Co.. - Saved Lisa Eal = O

Draw Design Layout References Mailings Review View Help Acrobat }:’ Tell me

%, ||Myriad Pro -1 - ]
[ i AaBbCcDx| AaBbCcl AaBbCcDx Pl @
B|B I U ~-abeX X | 4@ | et o
Paste ; oA -pa-| &R 1 Normal | TBody Text 1 List Para... [+ |'|ng Dictate
Clipboard Font ] Paragraph ] Styles ] Voice ~
S
{custom}
|
Presented to GlohalCom,
for
Project Management Services
i i i\
b 12,2017
[ e
frremrr b —
Backguound snd Requsements
e T e i -
i e e
page 10f 7 1930 words 5 = -1 t + 27%

In most cases, Acrobat saves PDF files as Word documents with impressive integ-
rity. However, depending on the way the document was created, you may need to
adjust spacing or make minor corrections. Always carefully review a document in
Word after you've saved it from Acrobat.

8 Close the PDF file in Acrobat, and then quit Word or any other applications.
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Extracting PDF tables as Excel spreadsheets

You can export an entire PDF file or selected tables as Excel worksheets. You'll
export a list of restaurants from a PDF document to a new Excel file.

1 In Acrobat, choose File > Open. Navigate to the Lesson05/Assets folder, and
select Venues.pdf. Click Open.

The PDF document includes a table of restaurants in the fictitious city of Meridien.
You'll export that table to an Excel file.

2 Drag from the upper left corner of the table to the lower right corner, so that the
entire table is selected.

3 Right-click or Control-click the selected table, and choose Export Selection As.

[ ——— 3 [ —— 2

Copy With Formatting

Export Selection As... k

Take a Snapshot

I

4 In the Export Selection As dialog box, choose Excel Workbook from the Save As
Type or Format menu. Name the file Venues.xlsx, and save it in the Lesson05/

Finished_Projects folder. Then click Save.

File niamis | Venues -
Save as type: | Excel Workbook (“xisx) v
Settings.. [ View Result
~ Hide Folders | Save %| Cancel
N

Acrobat reports its progress. If View Result was selected in the Export Selection
As dialog box, your new spreadsheet opens in Excel or another application
automatically.
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5 Open the Venues.xlsx file, if it isn’t already open. You may also be able to open
the file in Preview in macOS or in other applications that can open Excel
documents.

Venues - Excel Lisa 3l O

Page Layout Formulas Data Review  View Help Acrobat £ Tell me
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Acrobat appropriately converted the fields in the table.

6 Close any open documents, Acrobat, and other applications.
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Review questions

1 How do you edit text in a PDF file?
How can you prevent others from editing or reusing content in a PDF file?

What kinds of edits can you make to an image in Acrobat?

H W N

How can you export a PDF file to Microsoft Word, Microsoft Excel, or Microsoft
PowerPoint format?

5 How do you copy text from a PDF file?

Review answers

1 To edit text in a PDF file, select Edit PDF in the Tools pane, make sure Edit is selected
in the Edit PDF toolbar, and then make your edits. Acrobat reflows the text as you
change it.

2 To prevent others from editing or reusing the content of your PDF file, apply security
to the document.

3 You can rotate, flip, crop, resize, or replace an image in Acrobat.

4 To export a PDF file to Word, Excel, or PowerPoint format, do one of the following:
e Choose an option from the Export PDF tool.
e Choose File > Export To > [format].

¢ Choose an option from the Save As Type or Format menu in the Save As PDF
dialog box.

5 If you're copying a couple of words or sentences, right-click or Control-click the
selected text, and choose Copy With Formatting to retain the formatting when you
paste the text.
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USING ACROBAT ON
MOBILE DEVICES

Lesson overview

In this lesson, you'll do the following:

e Learn how to access and download Acrobat apps.

e Comment on PDFs in the Acrobat Reader app.

e Work with PDF files in Document Cloud.

e Edit PDF files in the Acrobat Reader app (tablet only).

e Use the Fill & Sign app to complete a form on a mobile device.

This lesson will take approximately 45 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from

your Account page.



Celebrate the harvest!

People Feeding People produced a bumper crop this
year — and not just vegetables. We fed more hungry
families, educated more youth about nutrition, trained
more gardeners, and hosted more community dinners
than ever before.

And it's all because of supporters like you.

Join us to celebrate all that we've accomplished and to
look forward to the year ahead.

People Feeding People’s
Annual Harvest Celebration
Saturday, October 19
Little Red Schoolhouse
1414 Main Street

Many of the tools you use to work with PDF files
in Acrobat on the desktop are also available on
Document Cloud and in the Acrobat mobile apps,
so you can keep working wherever you are.
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About the Acrobat mobile apps

Adobe Document Cloud and its family of mobile apps let you work on PDF files
from anywhere. Many of the features of Acrobat for desktop are available when
you access Document Cloud on a web browser or use the Adobe Acrobat Reader
app, the Adobe Fill & Sign app, and the Adobe Sign app. The Adobe Scan app
extends the power of Acrobat so that you can scan a document using the camera
on your mobile device.

The user interfaces on the apps are slightly different in iOS and Android.

Adobe Document Cloud - Adobe Document Cloud includes Adobe Acrobat
DC, as well as the mobile apps, the Acrobat interface on your browser, and cloud
storage space. You can use Document Cloud online to work with your docu-
ments from any computer or device that has Internet access. To access Document
Cloud in a browser, visit documentcloud.adobe.com, and then sign in with your
Adobe ID.

Adobe Acrobat Reader app - The free Acrobat Reader app lets you view, orga-
nize, export, print, and comment on PDF files on mobile devices. On an iPad or
Android tablet, you can also use the app to edit PDF files.

Adobe Fill & Sign app - You can use the Fill & Sign app on a mobile device just as
you use the Fill & Sign tool in Acrobat DC. Open or take a picture of a form, and
then complete it, sign it, and then submit it.

Adobe Sign app - This straightforward but powerful app lets you send documents
for electronic signature through the Adobe Sign service, sign documents yourself,
and track documents. You can also set up a form to get a signature in person.

Adobe Scan app - Your mobile phone or tablet becomes your scanner, instantly
converting physical documents into PDFs. You can crop or rotate the document
in Adobe Scan, or make other changes in Acrobat Reader or Acrobat DC.

Download any of the apps from the App Store (i0S) or Google Play (Android).
The apps are all free; to take full advantage of the features available with your
Document Cloud or Creative Cloud subscription, sign in using your Adobe ID.
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Getting Started

In this lesson, you'll work with PDF documents in apps and in your browser. First, you'll
upload the documents to Document Cloud so they’re available to you in the apps.

1 Download and install the Adobe
Acrobat Reader, Adobe Fill & Sign,
and Adobe Scan apps onto your mobile } W |
device(s) if you haven't already. You can Acidkat  AdberiE. -jdobe e

access the apps in the App Store (iOS)
or Google Play (Android).

2 In Acrobat DC, choose File > Open, and navigate to the Lesson06/Assets folder.
3 Shift-select Postcard.pdf and Tickets.pdf, and click Open.

4 With Postcard.pdf active, choose File > Save As, and navigate to the Lesson06/
Finished_Projects folder. Name the file Postcard_final.pdf, and click Save.

5 Click the Upload To Document Cloud button

in the toolbar. E B4 O\

6 Select the Tickets.pdf tab to make the PDF file active.

7 Choose File > Save As, navigate to the Lesson06/Finished_Projects folder, name
the file Tickets_final.pdf, and click Save.

8 Click the Upload To Document Cloud button in the toolbar.

Both PDF documents are now available on Document Cloud, so you can open and
work with them on any device using a web browser or an Acrobat app. The original
versions remain untouched in your Lesson06/Assets folder.

Using the Acrobat Reader app

You'll view the Postcard PDF file and comment on it in the Acrobat Reader app.

If you're using the app on a tablet, you'll make some simple edits to the document

as well. Changes you make to the PDF file will be saved to the version stored on
Document Cloud, which is accessible from the other apps, the web, and Acrobat DC.

You can view, annotate, share, or print PDF files. You can also rotate or delete
pages in a document using the Organize Pages tool, combine documents into one
PDF using the Combine Files tool, and convert native documents to PDF using the
Create PDF tool, all available in the app on both phones and tablets.
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Opening PDF files in the Acrobat Reader app

You can open PDF files that are already stored on your phone or tablet, PDFs from
Document Cloud, or PDFs from Dropbox, Google Drive, or other remote accounts.
You'll open the Postcard_final PDF file you just uploaded to Document Cloud.

1 Open the Acrobat Reader app on a mobile device. You'll have access to a few
more features on a tablet, but most are available on a mobile phone.

2 Sign in to Document Cloud using your Adobe ID if you're prompted to do so.
Click Home if the Home view isn’t active.

The Home view opens. It displays your recent files, including files you've recently
worked with on or saved to Document Cloud.

Home

Tickets_final ~
POE - THITAM - 455 KB = 5

s Postcard_final
[} o

3 Tap Files at the bottom of the screen to see other documents. Then, tap Document
Cloud. (On a tablet, tap Locations first.)

4  From the list of documents on Document Cloud, select Postcard_final.

Document Cloud Select

Locations Sort by Name v

Adobe Scan

O onThis iPad » FOLDER

. Postcard_final

/- Document Cloud > e e g e

Tickets_final 74
POF « TN AM - 655 KB *

3* Dropbox

Uploaded to Send & Track

. M ]
More Locations FOLDER
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Acrobat Reader displays both pages of the postcard.

5 Tap the View Settings button at the top of the screen, and choose Single Page (iOS)
or Page-By-Page (Android).

.4 Pastcard_final 05 (o] [ Q, M

Continuous

Celebrate s s v
People Feeding People — 48 Mode

year — and not just ve
families, educated mol
more gardeners, and hosted more community dinners
than ever before.

& Night Mode

A single page of the document appears.

6 Turn the device sideways, if it isn’t already, so you can see the wide postcard.
Tap the PDF to display it without menus.

7 Swipe to the left to see the back of the postcard (the second page).

Celebrate the harvest!

N Frcpie feediag Pacle produced i bumper creptha.

S0 U3 s ecause o uapporten bhe you.

i 1 3 bt B0 Lt v atzeemshibed v b
ook lorwand 19 The yeat shead

8 Tap the PDF to display the menus again, and then tap the View Settings button,
and select Continuous (i0S) or Continuous Pages (Android).

You'll be commenting on the file in the next exercise, and it’s easier to highlight
or select text in Continuous Pages view.

Commenting on PDF files in Acrobat Reader

You can comment on PDF files in a document sent to you through a shared review
process, but you can add notations to any PDF file. You'll add a comment to this
draft of the postcard. Changes you make to the document are saved to the version
on Document Cloud immediately.
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1 Tap the Edit button in the lower right corner, and choose Comment.

People Feeding People’s
Annual Harvest Celebration
Saturday, October 19
Little Red Schoolhouse
1414 Main Street

4 Fill & Sign

# Edit PDF

“1 Organize Pages

2 Tap the Sticky Note tool, and then click near the end of the text on the second
page, and type Where can they get tix? Click Post to apply the note.

Done Pasteard_final pos

Your support helps us grow.
Get your tickets today!

=

Where can they get fjx?

3 Tap the Highlight tool, and then tap, hold, and drag your finger over some text
to highlight it.

Done Pasteard_final poe

I T /7 8 |@

®
|
it

148 LESSON 6 Using Acrobat on Mobile Devices



You can add sticky notes, highlight text, strike through or underline text, add text,
and draw on the page. Unlike the commenting tools in Acrobat DC on the desktop,
you can add comments only to sticky notes and add text notations.

4 Tap the Undo button (D) at the top to undo the highlighting.

5 Tap Done (iOS) or the Check mark button (Android) in the top left corner to
accept your notations and exit commenting mode. Acrobat Reader saves your
changes to the document on Document Cloud.

Editing PDF files in Acrobat Reader (tablet only)

If you're using the Acrobat Reader app on a tablet, you can make simple text and
image edits to PDF files. You'll correct a spelling error and adjust the size and posi-
tion of an image on the postcard.

1 Tap the Edit button in the lower right corner, and choose Edit PDFE.

2 Scroll to see the second page. Click the text block, and then tap an insertion
point before the v in Hors doervres, which is spelled wrong.

3 Backspace to delete the letter r, and then type u.

Done Pastcard,_final poe

1
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People Feeding People’s
Annual Harvest Celebration
Saturday, October 19
Little Red Schoolhouse
1414 Main Street

5:00 p.m. Hors d'oervres

People Feeding People’s
Annual Harvest Celebration
Saturday, October 19
Little Red Schoolhouse
1414 Main Street

4 Tap and hold your finger down over the photo to select and highlight it. Then
drag it up slightly on the page. Drag the lower left corner handle down and to
the left to make the image larger.

5 When you're satisfied with the changes you've made, tap Done or the Check mark
button at the top of the screen to exit editing mode. Acrobat saves the changes to
Document Cloud.

6 Tap the Back button at the top of the screen to return to the Home view.
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Using Document Cloud in a web browser

Document Cloud in a browser includes the same Home view you see in Acrobat
DC on the desktop and in the Acrobat Reader app, but it also provides a Quick Start
set of tools to help you do what you want to do quickly. Unlike Acrobat Reader, in
Document Cloud, commenting tools are available only if the PDF has been shared
for review. You also cannot edit text or objects in a PDF file using Document Cloud
in a browser.

You can access Document Cloud in a browser on a computer or on a device.

It provides some features that aren’t available in the Acrobat Reader app, such
as the ability to send documents for review. You'll use Document Cloud to share
the Postcard PDF file for review.

1 Open Document Cloud in a browser on a computer or a device. Document
Cloud is at documentcloud.adobe.com.

2 Sign in with your Adobe ID if you're prompted to do so.
Document Cloud displays the Home view.

3 Click the Postcard_final file in the Recent files list to open it.

< & documentcloud. adobe.com c ] 1 K
).. Document Cloud ol 9 » # Al
i Quick start < ¥
Apps
& B N | th
Ex |
T e Recent

For Signature

Document Cloud displays both pages of the Postcard_final document.

4 Click the menu button in the toolbar to see a list of available tools, if they aren’t
already displayed.

Document Cloud displays the Export PDF, Fill & Sign, Organize Pages, and Send
For Signature tools.
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Annual Harvest Celebration
Saturday, October 19
Little Red Schoolhouse
1414 Main Street

5 Click the menu button to close the list of tools.

6 Click the Share button. Then, select Review File, and enter an email address

for a reviewer. (You can enter your own email address or a colleague’s.) Enter

a personalized message if you want to, and then click Send.

% [ # documentcloud.adobe.com

- E_o:skerd final
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Celebrate the harvest!
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And it's all because of supporters like you.

Join us by all that and to
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People Feeding People's
Annual Harvest Celebration
Soturday, October 19
Little Red Schoalhouse
1414 Moin Street
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Document Cloud sends the PDF for review and reports its status.
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7 Click Go To Review.

Document Cloud displays the PDF file in Review mode, with existing comments
listed on the side near their placement on the page. Now you have access to the
same commenting tools you have in Acrobat Reader.

< M & documentcloud.adobe.com & '“': +
- Reviews (@) Posteard_final e o ©®
AR T
People Feeding People’s
& Annual Harvest Celebration
October 19
Listie Red Schoolhouse
1614 Main Street

People Feeding People’s
Annual Harvest Celebration
Saturday, October 19 I
Little Red Schoolhouse
1414 Main Street

5:00 p.m. Hars doevees
6:30 p.m. Dinner!
2:30 p.m Dessert and dancing

Your support hedps us frow.
Gt your fickets today]

Where can they get tixs?

8 Click Done to exit Review mode, and then click 'm Finished.

You'll learn more about commenting and shared review processes in Lesson 10,
“Using Acrobat in a Review Cycle”

9 In the Home view, select the Tickets_final.pdf file. Then select the Fill & Sign tool.

You could use the Fill & Sign tool in the browser, but you'll use the app so you can
set up a profile. Selecting the Fill & Sign tool in Document Cloud in the browser lets

Document Cloud recognize the document as a form.

10 Click Close, and then click the Back button to return to the Home view.
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Using the Fill & Sign app

The Adobe Fill & Sign app performs the same function as the Fill & Sign tool in

Acrobat DC or the Acrobat Reader app. Because it’s available on your mobile device,

you can complete forms wherever you are. The Fill & Sign app also lets you create a

profile that you can use to quickly complete standard form fields. You'll use the Fill

& Sign app to complete the ticket order form for an event.

1

Open the Fill & Sign app on your device. Sign in to Document Cloud if you aren’t
already signed in.

The app displays forms that have been accessed recently in Document Cloud

or on your device. The app displays only the PDF files it recognizes as forms.

2
3

Select the Profile button at the top left corner of the screen.

Enter a full name, first name, last name, and information for any other fields
youd like to be able to complete quickly.

The profile includes standard identity and contact information. You can add cus-

tom fields that you encounter frequently, too.

4
5
6

Tap elsewhere on the screen to close the Profile window.

Tap the Tickets_final PDF to open it.

Note: If the Tickets

Tap at the beginning of the Name field to click an insertion point. Then tap final PDF file isn't listed,

. email it to yourself
the Profile button at the bottom of the screen, and select Full Name to enter it. n 1t to you

Tap next to Adults to insert text, and type the number 2. Tap the small capital device's drive.
A to reduce the text size; tap the large capital A to increase the size of the text.

Tap the Will Call box, and then tap the menu button (.. .) in the floating toolbar.

Tap the check mark to add it to the box.

Tickets_final Done Tickets_final Done Tickets_final Done

Celebrate the harvest Celebrate the harvest

Peeple Feeding Prople’s Peogle Feeding Peapie’s
Annual Horvest Celebration tion
Soturday, October 19, $:00 pm. B

1414 Main Street
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9 Tap the signature field, and then tap the Signature button at the bottom
of the screen. Tap Create Signature, sign a name, and then click Done.

Tickets_final Done

Cance Create Signature Done

Cfilye 12

23 2 O space return @) save to Online Profile (3 [& Clear

QIWIEJRYTIYJU]IJO]P

AlS|D|FIG]H}J]K]L

4+ BZ|IX|CIV|B|NIM g

You can save your signature in your profile for use online in other apps.

10 Tap the Share button in the lower right corner of the screen, and tap your Mail
app icon to email the completed form. You can log in to your email account and
send the form to yourself, or tap the back button to return to Adobe Fill & Sign.

11 Click Done to return to the Home view of the Adobe Fill & Sign app.

Had you been ordering tickets, you'd have completed the entire form, and you
could submit it using email, print it, or save it to Document Cloud and then upload
it to a website.

Using the Adobe Scan app

You can use the Adobe Scan app to use the camera on your phone or tablet as a
scanner. Once you've scanned a document, you can use Acrobat DC to recognize
text, share the document, convert it into a form, and generally do anything you can
do with any other PDF file.
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You can open Adobe Scan directly, and you can also access Adobe Scan from

within the Acrobat Reader app by tapping Scan in the tools menu.

1
2

6

Open Adobe Scan on your device.
Tap the Settings button in the upper left corner.

Tap Preferences, and make sure Run Text Recognition is enabled if you want
to scan text-based documents into editable PDF documents. If you want to save
the original scans to your photos, tap Save Originals To Photos.

Close the Settings menu to return to the Home view.

Tap the Camera button in the lower right corner to activate your camera. Give
permission for the app to use your camera if prompted.

Tap the Auto-Capture button () to disable it.

When Auto-Capture is enabled, the Adobe Scan app identifies documents and takes
the photo automatically. When it’s disabled, you must press the Capture button
manually.

7

Position your device over a document, and press the Capture button.

Adobe Scan

RECENT

You don't have any scans.

Start a new scan by tapping the capture
button below,

=
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8 Tap the Scans button in the lower right corner to see the scan.

9 Tap the Crop button in the bottom toolbar to adjust the borders of the image.
Tap the check mark when you're done.

10 Tap the Rotate button to rotate the scanned image one-quarter turn clockwise,

if necessary.

Cancel Save PDF Cancel Save PDF

Scan Dec21,2018 # Scan Dec21,2018 #

11 Tap the Color button to change the color and contrast of the image.

12 Tap Save PDF when you're satisfied with the scan. The scan is saved
to Document Cloud.
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Review questions

1 Which commenting tools are available in the Acrobat Reader app?
2 How can you use Document Cloud in a web browser?

3 Why would you want to save a profile in the Fill & Sign app?

Review answers
1 The Acrobat Reader app includes the Sticky Note, Highlight, Strikethrough, Underline,
Add Text, and Pencil tools for commenting on PDF documents.

2 You can use Document Cloud in a web browser to view and work with your PDF
documents from any computer or device. When you make changes to a PDF in the
Acrobat Reader app, those changes are saved to Document Cloud.

3 A profile can help you complete form fields much faster, as you can select previously
designated answers to populate fields.
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USING ACROBAT WITH
MICROSOFT OFFICE FILES

Lesson overview
In this lesson, you'll do the following:
¢ Convert a Microsoft Word file to Adobe PDFE.

* Convert Word headings and styles to PDF bookmarks.
(Windows only)

e Convert Word comments to PDF notes. (Windows only)

e Change the Adobe PDF conversion settings. (Windows only)
e Convert a Microsoft Excel file to Adobe PDE.

e Use the Spreadsheet Split view.

e Convert a Microsoft PowerPoint presentation to Adobe PDFE.

the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from

This lesson will take approximately 45 minutes to complete. Download

your Account page.
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Using Acrobat PDFMaker and the Create PDF tool in
Acrobat, you can easily convert Microsoft Office docu-
ments to PDF. In Windows, PDFMaker settings also let
you convert Word headings to bookmarks, include
comments, and start email-based reviews.
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Getting started

How you convert Microsoft Office documents to PDF depends on your operat-

ing system, which application you're using, and its version. When you install
Acrobat DC, it adds Acrobat PDFMaker to Microsoft Office 2007 or later applica-
tions in Windows—including Microsoft Word, Microsoft Excel, and Microsoft
PowerPoint—and to Microsoft Word 2016 or later and Microsoft PowerPoint 2016
or later in macOS. If you're using macOS, Acrobat DC also makes it easy to convert
Microsoft Excel documents to PDFE.

You need to have one or more of the applications listed above installed on your
system to complete the exercises. If you do not use these Microsoft Office appli-
cations, skip this lesson. Visit the Adobe website (www.adobe.com) to see which
versions of Microsoft Office are supported.

Because the process for converting PDF documents is so different depending on
the operating system, we've separated the exercises for Windows and macOS. If
you are using only one operating system, skip the sections regarding the other
operating system.

For Windows exercises, this lesson assumes you are using Microsoft Office 365, but
the steps are similar in other versions.

About Acrobat PDFMaker

Acrobat PDFMaker makes it easy to convert Microsoft Office documents to PDFE.
When you install Acrobat in Windows, it automatically installs PDFMaker for sup-
ported Microsoft Office applications (Microsoft Office 2007 and later) it finds

on the system. In macOS, Acrobat installs PDFMaker for Microsoft Word 2016

or later and Microsoft PowerPoint 2016 or later. PDFMaker options are available
on the Acrobat ribbon. In Windows, you can control the settings used in the PDF
conversion, automatically email the PDF file, and set up an email review process
without ever leaving the Microsoft application; PDFMaker can also attach your
Office source file to the PDF file.

PDF files are often substantially smaller than their source files. You can also create
PDF/A-compliant files from Office files in Windows.

If you don't see the Acrobat ribbon in your Windows app, choose File > Options,
select Add-Ins in the Options dialog box, and select Acrobat PDFMaker Office
COM Addin. Then close and restart your Microsoft application.
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In Windows, Acrobat installs essentially the same buttons and commands in Word,
PowerPoint, and Excel. There are, however, some application-specific differences.

SOW draft final - Saved to thic P

File Home Insert Draw Design Layout References Mailings Review View Help £ Tell me = B

3 4 i 3 . Y
Create  Preferences Create  Mail Create and Acrobat Create PDF Insert
PDF and Share Merge Send For Review Comments = and Run Action Media

Create Adobe PDF Create and Share Feview And Comment Create and Fun Adtion|  Media -

Acrobat PDFMaker for Word on macOS installs just two buttons: Create PDF and
Preferences. The Acrobat ribbon in PowerPoint for macOS includes only the Create
PDF button.

E@ i WY Pluralist [Compatibility Mode]

Mailings Review View ' Acrobat '

©-

Home Insert Design Layout References &t Share ~
i, =

=
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Converting Microsoft Word files
to Adobe PDF (Windows)

Word is a popular authoring program that makes it easy to create a variety of types
of documents. Word documents often include text styles and hyperlinks and may
contain comments added during a review process. When you create an Adobe PDF
document from your Word document in Windows, you can convert text using specific
Word styles, such as headings, to Acrobat bookmarks, and you can convert comments
to Acrobat notes. Hyperlinks in a Word document are preserved when it is converted
to PDF. Your Adobe PDF file will look just like your Word file and retain the same
functionality, but it will be equally accessible to readers on all platforms, regardless of
whether they have the Word application. PDF files created from Word files can also be
tagged, improving accessibility and making the content easy to repurpose.

Converting Word headings and styles to PDF bookmarks

If your Word document contains headings and styles that you want to convert

to linked bookmarks in Adobe PDEF, you must identify these headings and styles
in the Acrobat PDFMaker dialog box. (Word Heading 1 through Heading 9 styles
are converted automatically.) You'll convert a statement of work document that
was formatted using custom styles. You'll need to make sure that the styles used
are converted to linked bookmarks when you create the Adobe PDF file.

Tip: If you have an
Acrobat or Creative
Cloud subscription,
you can convert
Microsoft Office files
to PDF on a tablet
or phone using the
Acrobat DC mobile app.

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION 161



1 Start Microsoft Word.

2 Depending on your version, click Open Other Documents, or choose
File > Open. Then navigate to the Lesson07/Assets folder, and double-
click the SOW draft.docx file. Choose File > Save As, rename the file
SOW draft_final.docx, and save it in the Lesson07/Finished_Projects folder.

3 If the document opens in Protected View mode, click Enable Editing.

First, you'll change the PDF settings to create bookmarks based on the styles used
in the document.

4 Click Acrobat to open the Acrobat ribbon, and then click Preferences.

File Home Insert Draw Design Layout References Mailings Review View Help Acrobat O Tell me B B
= - [ - = - = -
1 % B i . .
Create Preferences Create  Mail Create and Acrabat Create PDF Insert
PDF and Share Merge Send For Review Comments = and Run Action Media
Create Adobe PO Create and Share Review and Comment Create and Run Adion. Media ~

The Acrobat PDFMaker dialog box contains the settings that control PDF
conversion. There are different tabs available, depending on the application.
In Word, the dialog box includes a Word tab and a Bookmarks tab.

5 Click the Bookmarks tab to select which styles are used to create bookmarks.

6 Scroll down the list, and select the Bookmark option for each of the following
styles: Second Level, Third Level, Title, and Top Level. These are the styles you
want to use to create bookmarks.

% Acrobat PDFMaker x
Sefings Sacurity Word Bookmarks
Bookmark Opions
[W] Conven Werd Haadings 1o Bockmatks
(] Canven Ward Styles to Bookmarks
[[] Conven Ward Baokmarks
Elerment Type Bookmark  Level  ~
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ESubtila Heading LI 2
Tthird lavel Heading =) 3
[ Phuopkew tndog. ..\ g/ L .. L
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11 TOA Heading Style ] 2
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Notice that the level for Title and Top Level is automatically set to 1, Second Level
is set to 2, and Third Level is set to 3. These are the hierarchical levels of PDF book-
marks. To change the level setting for a style, click its level number, and then choose
a new level from the pop-up menu.

Any settings that you make in the Bookmarks tab apply only to the conversion
of Word documents.

Converting Word comments to PDF notes

You needn’t lose any comments that have been added to your Word document when
you convert the document to Adobe PDF: You can convert them to PDF notes. There
are two comments in this document that need to remain available in the PDF.

1 Click the Word tab in the Acrobat PDFMaker dialog box, and select Convert
Displayed Comments To Notes In Adobe PDF.

The Comments area displays information about the comments that will be
included. Make sure that the box in the Include column is selected.

2 To change the color of the note in the Adobe PDF document, click repeatedly
on the icon in the Color column to cycle through the available color choices.
We chose blue.

3 To have the note automatically open in the PDF document, select the Notes Open
option. You can always close the note in the PDF document later if you wish.

T Acrobat PDFMaker x

Semings Security Word  Bookmarks

Word Fealures

(7_ Conven dsplayed comments 1o notes in Adobe Pnf)

[ Convenlootnate and endnets links

[ Conven signatre figlds specified by pdfmarks
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| CH | 2

Any settings that you make in the Word tab apply only to the conversion
of Word documents.
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Note: Acrobat
PDFMaker will use
these conversion
settings for converting
Word documents until
you change them.

Specifying the conversion settings

In every Office application for Windows, PDFMaker includes the Settings tab,
which is where you can select the conversion settings that determine how the PDF
file is created. For most purposes, the predefined settings files (or presets) work
well. However, if you need to customize the conversion settings, click Advanced
Settings, and then make the changes appropriate for your file.

You'll convert this document using the Standard settings file.
1 Click the Settings tab.
2 From the Conversion Settings menu, choose Standard.

3 Verify that View Adobe PDF Result is selected. When this option is selected,
Acrobat automatically displays the Adobe PDF file you create as soon as the
conversion is complete.

4 Make sure that Create Bookmarks is selected.

5 Make sure that Enable Accessibility And Reflow With Tagged Adobe PDF
is selected. Tagging PDF files makes them more accessible.

For more information on making your PDF files accessible, see Lesson 3, “Reading
and Working with PDF Files”

6 Select Attach Source File to attach the Word document to the PDF file. This
option can be useful if you want the viewer to have access to the original
for editing purposes.

T Acrobat PDFMakeer b

Semngs Security Word Bookmarks
PDFMaker Setlings

Conversion Setings | Standard -
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courtrias. All othar irademarks are the propary of thair raspeciive owners.
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7 Click OK to apply your settings.

8 Choose File > Save to save your work so far.
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Converting your Word file

Now that you've defined the settings to be used for the conversion, you're ready
to convert your Word file to Adobe PDF.

1 Click the Create PDF button on the Acrobat ribbon.

SOW draft final - Saved to this P
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2 In the Save Adobe PDF As dialog box, name the file SOW draft.pdf, and save
it in the Lesson07/Finished_Projects folder.

PDFMaker converts the Word document to Adobe PDF. The status of the
conversion is shown in the Acrobat PDFMaker message box.

Because you selected View Adobe PDF Result, Acrobat automatically displays
your converted file. Notice that the Word comment has been converted to an open

Adobe PDF note.
3 Scrollif necessary to see the first note. After you have read the sticky note, click Tip: In Acrobat DC,
the close button on the sticky note. you can edit headers

and footers in PDF files
created from Office
2007 and later files.
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Tip: If you simply
want to convert your
Microsoft Office file
to Adobe PDF using
the current PDFMaker
conversion settings,
drag the Office file
onto the Acrobat DC
icon on your desktop
or into an empty
document pane in the
Acrobat work area.

4 Click the Bookmarks button ([]) in the navigation pane, and view the bookmarks

that were created automatically.

In Acrobat DC, when you select a bookmark in the navigation pane, the link takes
you directly to the heading, not the top of the page that contains the heading.

5 Click the Attachments button () in the navigation pane to verify that your

original Word file is attached.

@ Bookmarks X Attachments

@ B Wl B

[1 statement of Work for

@ Local

v [ I Local Needs
Assessment

[1 A. Background

Name
@ SOW draft_final.docx

o
0

[ 8. Goals
v H II. Services

v [] A Database Best
Practices

6 When you have finished reviewing the file, close it.
7 Choose File > Exit to quit Acrobat.
8 Quit Microsoft Word.

Creating Adobe PDF files from
Word mail-merge templates

X

E- @ 1l @&

~

Word mail-merges generate documents such as form letters, which are personalized
with the names and addresses of the individuals to whom they will be sent. With
Acrobat PDFMaker, you can use a Word mail-merge template and its corresponding
data file to output mail-merges directly to PDF. You can even set up PDFMaker to
attach those PDF files to email messages that are generated during the PDF-creation
process. Click the Mail Merge button in the Acrobat ribbon to start the process. For

more information, see Adobe Acrobat DC Help.

166 LESSON 7 Using Acrobat with Microsoft Office Files



Converting Word documents to PDF (macOS)

You can quickly convert a Microsoft Word 2016 or later document to PDF in
macOS using the Acrobat ribbon in Word. The Create PDF button on the Acrobat
ribbon uses the Create Adobe PDF cloud service to convert the file; to use this ser-
vice, you must be signed in to Acrobat and be connected to the Internet. Acrobat
uses the current page settings for the document to make the conversion. If com-
ments are included in the document, they’ll be included in the PDF—even if they’re
not currently visible in Word; delete comments from the document before creating
the PDF if you don’t want to include them.

1 Open Word.

2 Click Open or choose File > Open. Then navigate to the Lesson07/Assets folder,
and double-click the SOW draft.docx file. Choose File > Save As, rename the
file SOW draft_final.docx, and save it in the Lesson07/Finished_Projects
folder.

3 Click Acrobat to open the Acrobat ribbon.
4 Click Preferences on the Acrobat ribbon.

L i = =T ¥ pluralist [Compatibility Mode] Q- ©- |

Home Insert Design Layout References Mailings Review View Acrobat &t Share ~ ]

s &

Acrobat Create PDF Settings

You can create high quality, rich and accessible PDFs using
Adobe Create PDF cloud service.

Prompt for using Adobe Create PDF cloud service

Cancel m

The Acrobat Create PDF Settings dialog box opens. Select Prompt For Using Adobe
Create PDF Cloud Service if you want Acrobat to ask you before using the Adobe
Create PDF cloud service when you click Create PDF in the Acrobat ribbon.

5 Click OK to close the dialog box.

6 Choose File > Page Setup to see the page settings Acrobat will use. Click OK
to accept the settings.

7 If you made any changes, save the document.
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8 Click Create PDF on the Acrobat ribbon. If prompted, click Yes to use the
Adobe Create PDF cloud service.

L s B~ | i #8 Pluralist [Compatibility Mode]

Home Insert Design Layout References Mailings Review View Acrobat &+ Share ~

an Preferences
g

Acrobat Create PDF

‘You can create high quality, rich and accessible PDFs
using Adobe Creata PDF cloud service.

Click Yes to create a rich PDF using this service
Click No to create a PDF without using this service

| Remember my choice

Acrobat converts the document and opens it in Acrobat.

9 Close the PDF document, and quit Word.

Converting Excel documents (Windows)

When you convert Excel documents to PDF in Windows, you can easily select and
order the worksheets you want to include, retain all links, and create bookmarks.
You'll create an Adobe PDF file from an Excel document after customizing the
conversion settings.

Converting the entire workbook

You can choose to convert an entire workbook, a selection, or selected sheets to PDF.
In this exercise, you'll convert an entire workbook.

1 Start Microsoft Excel.

2 Depending on your version, click Open Other Workbooks, or choose
File > Open. Then, navigate to the Lesson07/Assets folder, and double-
click the Financials.xlsx file. Then choose File > Save As, rename the file
Financials_final.xIsx, and save it in the Lesson07/Finished_Projects folder.
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3 If the file opens in Protected View mode, click Enable Editing.

This Excel file includes two worksheets. The first lists construction costs, and the
second shows operating costs. You'll need to convert both of these sheets to include
them in the PDF. You'll start by changing the PDF conversion settings.

4 Click Acrobat to open the Acrobat ribbon.

5 Click Preferences in the Acrobat ribbon.

Financials_final - Saved Lisa Fridsma [

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat © Tell me lat

[ — iﬂ [—3 XH - -

Lig = e & Y=
Create Preferences Create Create and Create PDF

PDF k and Share Send For Review and Run Action

Create Adobe PDF Create and Share| Review And Comment | Create and Run Action ~
Al - S v

1‘ £ T 3 E7 s [ 7 il
S B (7 o] E 7

|““77:|“"\““\"_\“““‘ T T

PRI

Conventional Aguo

|(Cons’truﬁion Costs | Annual Operating Costs ] ® 4 »
Ready Page:1of2 B M = 1 + 65%

6 In the Settings tab of the Acrobat PDFMaker dialog box, choose Smallest File
Size from the Conversion Settings menu, because you're going to be emailing
the PDF file.

7 Select the Fit Worksheet To A Single Page option.

8 Make sure that the Enable Accessibility And Reflow With Tagged Adobe PDF
option is selected. When you create tagged PDFs, you can more easily copy
tabular data from PDF files back into spreadsheet applications. Creating tagged
PDFs also makes your files more accessible.
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9 Select the Prompt For Conversion Settings option to open a dialog box at the
beginning of the file conversion process, which will allow you to specify which
sheets to include and in what order.

PDFMaker will use these conversion settings when converting Excel documents
to PDF until you change the settings.

10 Click OK to apply your settings.

T Acrobat PDFMakeer b

Semings Security
PDFMaker Setlings

Conversion Semngs:  Smallest File Size -
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[] View Adobe POF resull

] Promptior Adobe POF fils name

[+] Gonven Docurment nformaton

POFA Compliance: | Nona -

Advanced Settings ..,

Application Settings
[ Amach source file
] Craate Baokmarks
[ Add Links

] Enable Accas and Reflow with tagged Adal
| Enable Acs nd Raflow with tagged Adoba POF

|_IConven Comments

[#1Fit Worksheet o a singla page

Fillo papes wadth

[ Promet for conversion setings

Copyright © 1984-2018 Adobe Systems Incorporated and its licansors All Fights Reserved
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of Adobe Sysh Incorporated i the Unsed States andfor other
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In Acrobat, you can convert an oversized worksheet to a PDF that is one sheet wide
and several sheets long. In the Settings tab of the Acrobat PDFMaker dialog box,
the Fit Worksheet To A Single Page option adjusts the size of each worksheet so
that all the entries on that worksheet appear on the same page of the PDF. The Fit
To Paper Width option adjusts the width of each worksheet so that all the columns
on that worksheet appear on one page in the PDF.

Creating the PDF file

You'll convert the Excel workbook to a PDF file. PDFMaker uses the settings you
specified earlier.

1 Click the Create PDF button on the Acrobat ribbon.
2 In the Acrobat PDFMaker dialog box, select Entire Workbook.
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This is the dialog box where you'd select specific material or worksheets, if you

wanted to.

3 Click Convert To PDF.

T Acrobat PDFMaker x
Comversion Range
() Entire Warkbook
(O) selection
(O sheet(s)
g Shoet Seloction -
|Construction Costs I Add > |Annual Operating Col
|Annual Operating Col
Romevw
Add Al >>
Arrange
Move Up
[ € > | Move Down { < > |
Conversion Options
) Actunt Size
Pt to paper width
(@) Fit Workeheat to 3 single page
Comert to H’F% Cancel

4 In the Save Adobe PDF File As dialog box, click Save to save the file
as Financials_final.pdf in the Lesson07/Finished_Projects folder.

Acrobat opens the PDF document automatically if View Result was selected
in the Save Adobe PDF File As dialog box.

Home Tools Financials_final.pdf =
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5 Review the Financials_final.pdf file in Acrobat, and then close the PDF file and
close Excel.
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Converting Excel spreadsheets (macOS)

Microsoft Excel for macOS doesn’t include an Acrobat ribbon, but you can quickly
convert Excel spreadsheets to PDF in Acrobat DC. Acrobat uses the current page
setup settings in Excel to convert the document. Because Acrobat uses the Create
Adobe PDF cloud service to convert the document, you must be connected to the
Internet and signed in to Acrobat to use the feature.

1 Open Excel.

2 In Excel, click Open, or choose File > Open. Then, navigate to the Lesson07/
Assets folder, and double-click the Financials.xlsx file. Then choose File > Save
As, rename the file Financials_final.xlIsx, and save it in the Lesson07/Finished_
Projects folder.

3 Choose File > Page Setup. Select Landscape for Orientation. Then
click OK.

Page Setup
Page M_a__rg_ins_ __Hea_dg_rp’Faot_er Shes_.-t

Orientation

Scaling
© Adjust to: 100 2| % normal size
IFit to: 1 | Pages wide by 1 2| Tall

First page number: | Auto

Cancel mk

4 Choose File > Save to save the changes you made.
5 Open Acrobat, and choose File > Create > PDF From File.

6 Navigate to the Lesson07/Finished Projects folder, and double-click the
Financials_final.xlsx file.

Acrobat uploads the file to Document Cloud and converts it. It then opens the PDF
file in Acrobat.

7 Scroll through the document.

8 Close the PDF document, and quit Excel.

172 LESSON 7 Using Acrobat with Microsoft Office Files



Using the Spreadsheet Split view

Whether you've converted an Excel worksheet in Windows or on macOS, when you
work with spreadsheets, it is often useful to be able to keep the column or row names
in view while scrolling up and down columns or across rows. The Spreadsheet Split
command in Acrobat lets you do this.

1 In Acrobat, choose File > Open. Navigate to the Lesson07/Assets folder, and
open the GE_Schedule.pdf file.

This schedule is difficult to read onscreen because the type size is small if you
have the view set to Fit Page. You'll use the Spreadsheet Split command to look
more closely at some of the data. First you'll change the view of the page.

2 Choose Window > Spreadsheet Split to divide the document pane into
four quadrants.

You can drag the splitter bars up, down, left, or right to resize the panes.

In Spreadsheet Split view, changing the zoom level changes the magnification
in all the quadrants. (In Split view, you can have a different zoom level
in each of the two windows.)

3 Drag the vertical splitter bar so that the categories fill the left pane.

4 Drag the horizontal splitter bar so that it is directly below the column headings.

GLOBAL

ELECTRONICS

Schedule

I [ Task Name

[ Task Name
New_model_projector_tech_group IE
Outhing review

Detormine art requirsments

Miewalop contant

Check content

G

oo AN

Outline review

5 Use the vertical scroll bar to scroll down through the categories. Because the
column headers remain visible, it is easy to evaluate the schedule for each task.

6 When you are finished exploring the Spreadsheet Split view, close the
GE_Schedule.pdf file without saving your work.
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Converting PowerPoint
presentations (Windows)

You can convert Microsoft PowerPoint presentations to PDF in the same way that
you convert Microsoft Word documents. However, there are additional options
available to help you preserve the look and feel of the presentation. You'll convert
a simple presentation and preserve its slide transitions.

1 Start PowerPoint. Depending on the version of PowerPoint, click Open or
choose File > Open. Then navigate to the Lesson07/Assets folder, and double-
click the Projector Setup.pptx file.

A Push transition has been applied to the slides in this file.

2 If the file opens in Protected View mode, click Enable Editing.

3 Click Acrobat to open the Acrobat ribbon.

Design Transitions Animations S N Review View Acrobat

Lo - e - -
& &= = & L2 -
Create Preferences Create Create and Create PDF Insert
PDF and Share Send For Review and Run Action Media

Create Adobe POF Create and sShare | Review And Comment | Create and Run Adion|  Media

= B e ——

Meridien Conference
How-To Guide for Speakers
Setting Up the Projector

LN

4 Click Preferences in the Acrobat ribbon.
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5 Select the Settings tab, and then select Convert Multimedia and Preserve Slide
Transitions. Make sure View Adobe PDF Result is selected, too.

T Acrobat PDFMaker
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6 Click OK.

You can include speaker’s notes and hidden slides, and specify other settings.

7 Click Create PDF in the Acrobat ribbon. Name the file Projector Setup_
final.pdf, and save it to the Lesson07/Final_Projects folder. Then click
Save in the Save Adobe PDF dialog box. Acrobat opens the PDF file after

conversion.

8 In Acrobat, choose View > Full Screen Mode. Then press the arrow keys to move
through the presentation. The Push slide transitions remain in the PDF file. Press

the Esc key to exit Full Screen mode. Then, close the PDF file and PowerPoint.
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Converting PowerPoint
presentations (macQOS)

In Acrobat DC for macOS, you can convert Microsoft PowerPoint presentations
to PDF the same way that you convert Word documents. Acrobat uses the current
page setup settings in PowerPoint to convert the document. Because Acrobat uses
the Create Adobe PDF cloud service to convert the document, you must be con-
nected to the Internet and signed in to Acrobat to use the feature.

1 Open PowerPoint.

2 In PowerPoint, choose File > Open. Then navigate to the Lesson07/Assets folder,
and double-click the Projector Setup.pptx file. Choose File > Save As, name the
file Projector Setup_final.pptx, and save it to the Lesson07/Finished_Projects
folder.

3 Choose File > Page Setup, and confirm the settings are appropriate. Click OK
to close the dialog box.

4 If you made any changes, choose File > Save to save the changes you made.
5 Click Acrobat to open the Acrobat ribbon.

6 Click Create PDF in the Acrobat ribbon. Name the file Projector Setup_final.
pdf, and save it to the Lesson07/Final_Projects folder.

® | i ™ | id 8 Projector Setup Q- (@)
Home [LE Design Transitions Animations Slide Show Review View Acrobat &t Share ~

Create
Acrobat uploads the file to Document Cloud and converts it. It then opens the PDF
file in Acrobat.

7 Scroll through the document.

8 Close the PDF document, and quit PowerPoint.
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Review questions

1

In Windows, how can you be sure that Word styles and headings are converted
to Acrobat bookmarks when you convert Word documents to Adobe PDF using
PDFMaker?

How can you scroll through a spreadsheet in Acrobat without losing sight of the
column headings?

Can you retain slide transitions when you save a PowerPoint presentation to PDF
in Windows?

How can you quickly convert an Excel document to PDF in macOS?

Review answers

1

If you want Word headings and styles to be converted to bookmarks in Acrobat, select
them for conversion in the Acrobat PDFMaker dialog box in Word for Windows.

In Microsoft Word, click Preferences in the Acrobat ribbon (choose Adobe PDF >
Change Conversion Settings in earlier versions of Word), and click the Bookmarks tab.
Make sure that the required headings and styles are selected.

To see column headings while you review the content of a spreadsheet, choose
Window > Spreadsheet Split, which divides the document pane into four quadrants.
Move the divider bars where you want them, and then scroll through the rows.

Yes, you can retain slide transitions when you save a PowerPoint presentation to PDF
in Windows. To do so, click Preferences in the Acrobat ribbon (or choose Adobe
PDF > Change Conversion Settings in earlier versions of PowerPoint), and then make
sure Preserve Slide Transitions is selected. PDFMaker uses those settings until you
change them.

In macOS, you can quickly convert an Excel document to PDF using the Create
Adobe PDF cloud service, as long as you're signed in to Acrobat and connected to the
Internet. Make sure the file is ready to convert. Then, in Acrobat, choose File > Create >
PDF From File, and double-click the Excel file.
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178

COMBINING FILES

Lesson overview
In this lesson, you'll do the following:

e Quickly and easily combine files of different types into one
PDF document.

e Select individual pages to include in a combined PDF file.
e Customize a combined PDF file.

e Combine files into a PDF Portfolio (Acrobat Pro only).

This lesson will take approximately 45 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from
your Account page.
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Carbon filered
for great taste

You can easily combine multiple files, including files
of different file types, into a coherent PDF document.
You can even select which pages to include from
each document.
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About combining files

In Acrobat DC, you can assemble multiple files into an integrated PDF document.
You can combine files of different formats, created in different applications. As
long as you have applications installed that support the native documents’ for-
mats, they’ll automatically be converted to PDFE. For example, you could assemble
all the documents for a specific project, including text documents, email mes-
sages, spreadsheets, CAD drawings, and PowerPoint presentations. When you
combine the files, you can select specific pages from each document and then
rearrange them. Acrobat converts each to PDF and then assembles them into a
single PDF file.

If you have Acrobat DC Pro, you can choose to combine files in a PDF Portfolio.
Files in a PDF Portfolio do not need to be converted to PDF; they can remain

in their original format but are assembled into a coherent document. For more
information, see the sidebar “Creating a PDF Portfolio” at the end of this lesson.

Selecting files to combine

In this lesson, you'll create a combined PDF file that contains documents for the board
meeting of a fictitious beverage company. You'll assemble several PDF files, a logo, a
Microsoft Word document, and a Microsoft Excel spreadsheet. You can select which
pages of each document to include in the combined PDF file.

Note: Acrobat requires the native application be installed in order to convert a document to PDF.

If you do not have Word or Excel installed on your computer, you will not be able to include those
files in your combined PDF. You can skip those files and complete the exercise without them.

Adding files

First, you'll select the files you want to include in the combined PDF file.

1 Start Acrobat.
2 Click Tools.
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3 In the Tools Center, click the Combine Files tool in the Create & Edit category.

Home l Tools '

Q Search tools

Create & Edit
e j |
ﬁ l—% fD 0=
Create PDF Combine Files Organize Pages Edit PDF

[Open | -] Open | -] [open | -]

The Combine Files dialog box appears.

4 Click Add Files.

IComhinaFiIes [hé' m i = -ﬂ- @ @ Combine

R

Add files by clicking the button below or drag and drop them here.
‘You can also add the current open files from below.

Add Files
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5 Navigate to the Lesson08/Assets folder.

The folder contains a GIF file, an Excel spreadsheet, a Word document, and several
PDF files.

6

Select Aquo_Bottle.pdf, and then Shift-click Logo.gif to select the following files,
and click Open (Windows) or Add Files (macOS):

Aquo_Bottle.pdf
Aquo_Building.pdf
Aquo_Costs.pdf
Aquo_Fin_Ana.xls
Aquo_Mkt_Summ.doc
Aquo_Overview.pdf

e Logo.gif
i B B Assets 2 Q, Se
s ‘o s ke E @
d Pﬂ d POF i POF XLS. poc
Aquo_Bottle.pdf | Aquo_Building.pdf |l Aquo_Costs.pdf Jll Aquo_Fin_Ana.xls § Aquo_Mkt_Summ. §l Aquo_Overview.p Logo.gif
doc df
Options Cancel Add Files

If you do not have the required software installed to convert a document, you won’t
be able to select it.
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Browsing files

Acrobat displays a thumbnail for each selected file in the Combine Files dialog
box. You can use those thumbnails to preview a document, select specific pages
to include, delete a file, or rearrange the pages in the final file.

1

Select the Aquo_Bottle.pdf thumbnail.

2 Move the cursor over the thumbnail. Acrobat displays the filename, size,
modification date, and the number of pages it contains.

I Combine Files

= | &
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o L 1]
. .
T ¥a
k =~
.
=
el Name: Aquo_Bottle.pdf |y
B Npage Range: 1 page L
1Size: 217.41 KB ey
Aquo_B¢ Modified: 2/28/17, 12:26:44 PM Aquo_Building.pdf

&

i

Aquo_Costs.pdf

3 Click the magnifying glass on the thumbnail to zoom in to the full page.

I Combine Files

fo- W | =2
Q - o
. Aquo_Botile.pdf Aquo_Building.pdf

= | %

P9

|

Aquo_Costs.pdf

Note: In macOS,
the source applications
(Microsoft Word, Excel,
and PowerPoint) may
open as you select the
files. Acrobat uses the
source applications to
create the thumbnails it
displays in the Combine
Files dialog box.
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4 Click anywhere in the dialog box outside of the preview page to close the
preview box.

5 Move the cursor over the Aquo_Overview.pdf thumbnail, and click the Expand 3
Pages icon (a double-headed arrow) to see each of the pages in the document.

""""""" L e N [ R

Aquo_Bottle.pdf Agquo_Building.pdf Aquo_Costs.pdf

Aquo_Fin_Ana.xis Aquo_M...umm.doc Aquo_Overview.pdf

E== - —
= =
= |
= b

2 3
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You can preview each page separately, rearrange them, or delete them from
the combined PDF file.

6 Select the thumbnail of the third page in the Aquo_Overview.pdf file, and then
click the Remove button (1) at the top of the dialog box.

Aguo_Fin_Anaxls Aquo_M...umm.doc

Only two pages remain in the document.

7 Click the Collapse Document button (inward-pointing arrows) over the Aquo_
Overview.pdf thumbnail to collapse the document back to a single thumbnail.

Aquo_Fin_Ana.xls Aquo_M...umm.doc
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Note: If you weren't 8 Move the cursor over the Aquo_Fin_Ana.xls file, and then click the Expand Two

able to add the Aquo_ Pages icon to view the two worksheets it contains.

Fin_Ana.xls file to the

Combine Files dialog T I R e .. I
bOX, Sklp Step 8. Aguo_Bottle pdf Aquo_Building.pdf Aquo_Costs.pdf

1 s il &
1

f

)

Aguo_Fin_Ana.xls Annual Operating C... Aquo_M...umm.doc

Arranging pages

You can organize the pages in the merged file before you actually create it. Just drag
and drop thumbnails in the Combine Files dialog box to place them in the order
you want them to appear.

1 Drag the Logo.gif file to the top of the dialog box, so that it’s the first file, before
Aquo_Bottle.pdf.
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Aquo_...Ana.xls Annual Operat...

2 Drag the first worksheet in the Aquo_Fin_Ana.xIs file so that it appears right

after the Aquo_Mkt_Summ.doc file.
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Note: If you were
unable to add the
Aquo_Fin_Anauxls file,
skip step 2. Likewise,
ignore any files in step 3
that don't appear in the
Combine Files dialog
box on your system.

Aquo_...Ana.xls Annual Operat...

You can arrange documents, or individual pages within those documents.
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3 Collapse any expanded documents, and then arrange the remaining documents
so that they appear in the following order:

e Logo.gif

¢ Aquo_Bottle.pdf

e Aquo_Overview.pdf

e Aquo_Building.pdf

e Aquo_Costs.pdf

¢ Second sheet of Aquo_Fin_Ana.xls
¢ Aquo_Mkt_Summ.doc

¢ First sheet of Aquo_Fin_Ana.xls

=
ET

Logo.gif Aquo_...tle.pdf Aquo_...ew.pdf Aquo_...Ing.pdf

S

2 & = e
o a0 S 3

- e e == ""é
= — ﬁ E ==

. = -

Aquo._...sts.pdf Aquo_...Ana.xls Aquo_..m.doc Aguo_...Ana.xis

4 Click the Switch To List View button at the top of the dialog box to see the
filenames and information instead of thumbnails.

| comeres - o 2@ # 00
Name Page Range Size Modified Bookmark for File E
-: Logo.gif All Pages 4.27 KB 2/28/17,12:27:50 FM Logo

%Aquo_Bnme‘pdf All Pages 21741 KB 2/28/17,12:26:44 PM Aquo_Bottle
%Aquo,overview.pdf 1-2 214.85 KB 2/28/17,12:25:14 PM Aquo_Overview
ﬁAﬂuoﬁBuilding‘pdl All Pages 13440 KB 2/28N17,12:26:20 PM Aguo_Building
l@.\'-\quu_CcvstE..l:m!f All Pages 123.58 KB 2/28/17,12:26:04 PM Aquo_Costs E
["1 Aguo_Fin_Ana.xls Annual Operating Costs 111.50 KB 2/28/17,12:25:36 PM Adquo_Fin_Ana -
@Aquo_mkl_summ,doc All Pages 210.50 KB 2/28/17,12:24:24 PM Aquo_Mkt_Summ

ﬁ Agquo_Fin_Ana.xls Construction Costs 111.50 KB 2/28/17,12:25:36 PM Aquo_Fin_Ana DD
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Merging the files

When you've selected the pages you want to include and arranged them in the appro-
priate order, you're ready to combine the files.

1 Click the Options icon (%#) at the top of the Combine Files dialog box.
2 In the Options dialog box, make sure the Default File Size option is selected.

The Smaller File Size option uses compression and resolution settings that are
appropriate for onscreen display. The Default File Size option creates PDF files for
business printing and viewing onscreen. The Larger File Size option uses High
Quality Print conversion settings.

3 Make sure Always Add Bookmarks Options

To Adobe PDF is selected. S

When this option is selected, Acrobat creates Other options

| Always enable accessibility and reflow

bookmarks for the file as it converts and com-
Always add bookmarks to Adobe PDF

bines the documents.

Continue combining if an error occurs
. . | Sa PDF Portfoli

4 Make sure Save As PDF Portfolio is not S

selected so that Acrobat combines all the o TN

files into a single combined PDF document. R

&

5 Click OK to close the Options dialog box.
6 Click Combine.

| oo e B- @ |32 =% O® G
Name Page Range Size Maodified N Bookmark for File ﬁ
= Logo.gif All Pages 4.27 KB 2/28/17,12:27:50 PM Logo
%A{xuo,ﬂome‘puf All Pages 217.41 KB 2/2817,12:26:44 PM Aquo_Bottle
lﬁAquu,(:l\rer\.'lew.pclf 1-2 214.85 KB 2/28017,12:25114 PM Aquo_Overview
%Aqun__[iulldmg‘pn! All Pages 13440 KB 2/28/17,12:26:20 PM Aquo_Building
ﬁAqun_Costs.pdf All Pages 123.58 KB 2/28f17,12:26:04 PM Aquo_Costs

[7) Aquo_Fin_Ana.xls Annual Operating Costs 111.50 KB 2/2817,12:25:36 PM Aquo_Fin_Ana
EﬁiAquu,Mkl,Summ.duc All Pages 210.50 KB 2/28017,12:24:24 PM Agquo_Mkt_Summ

ﬁ Aguo_Fin_Ana.xls Construction Costs 111.50 KB 2/28/17,12:25:36 PM Aquo_Fin_Ana D’

Acrobat reports its progress as it converts individual documents to PDF format
and then combines the files. Some source applications may open and close during
the conversion process. When Acrobat has finished merging the documents, it
opens the resulting file, named Binder1.pdf.
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7 Click the Bookmarks button ([]) in the navigation pane to view the bookmarks
Acrobat created for the document.

Home Tools Binderl.pdf  x - ONY W ]
B EQ ® @© 1 /u A MO @ ws% - o ! Share
Bookmarks X i
Search tools
-l B
@ ™ Create PDF
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E:‘? Agquo_Bottle
[& Aquo_Overview 52 EditPDF
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[& Aquo_Mkt_Summ ’%9%

E:‘E Aquo_Fin_Ana
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Because you moved a worksheet separately from the rest of the Excel document, that
document is included twice in the list of bookmarks. In Windows, Acrobat creates
additional bookmarks for individual pages, nested under the bookmark for the docu-
ment name. Depending on your goals for the document, you might want to edit the
bookmarks.

8 Browse through the document. The pages are in the order you specified.

9 Choose File > Save As, and save the document as Aquo presentation in the
Lesson08/Finished_Projects folder.

10 Close the Aquo presentation.pdf file.
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Creating a PDF Portfolio (Acrobat Pro)

In Acrobat DC Pro, you can assemble files of different formats into a PDF Portfolio. You do not need
to convert files into PDF to include them in a PDF Portfolio.

PDF Portfolios offer several advantages over files merged into an ordinary PDF file or native files
stored separately:

*  You can add and remove component documents easily.

® You can quickly preview component files without having to pause for Open or Save dialog boxes.

* You can edit individual files within the PDF Portfolio without affecting the other files. You can also
edit non-PDF files in their native applications from within a PDF Portfolio; any changes you make
are saved to the file within the PDF Portfolio.

* You can search the entire PDF Portfolio or individual component documents, including non-PDF
component files.

* You can add non-PDF files to an existing PDF Portfolio without converting them to PDF.

To create a merged PDF Portfolio:

1 Choose File > Create > PDF Portfolio.

The Create PDF Portfolio dialog box is similar to the Combine Files dialog box.

2 Click Add Files at the top of the dialog box, and then choose Add Files.

@ce [ Create PDF Portiolio
[y aaaFies.. - s
Add Files... A
[[@ Add Foiders... k
Sim Add PDF from Scanner...

ﬁhﬁ Add Webpage...

itk Add from Clipboard... = N\
&8

Add files using the dropdown or drag and drop them here.
You can then arrange them in the order you want.

3 Select the files you want to include, and click Open (Windows) or Add Files (macOS).
4 Arrange the files in the order you want them to appear in the PDF Portfolio.
5 Click Create.

Acrobat opens the PDF Portfolio, named Portfolio1.pdf. It lists the Portfolio components in the naviga-
tion pane on the left.

continues on next page

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION

191



Creating a PDF Portfolio (Acrobat Pro) (ontinued)

To navigate the PDF Portfolio, clicka component name on the left, use the Previous and Next buttons
in the document taskbar, or press the Left and Right Arrow keys on your keyboard.

ece 00020 [HPorfliotpdf

Home Tools Portfoliol.pdf  x 2@ A S
B @ &8 X 11 Share
% 7 ’B ¢ @ Aquo_Bottle.pdf Open Document

Name
@Aun_Batﬂe‘pdf
[£] Aquo_Building. pdf
[;ﬂ Aguo_Costs.pdf
[£]Aquo_Overview.pdf

b _ttling
initiative

If the selected component is a non-PDF document, click Open Document to open the document in
its native application, such as Microsoft Word. If the selected document is a PDF file, clicking Open
Document opens a separate copy of the PDF document. You can extract individual documents
from a PDF Portfolio, whether they're PDF files or native documents. To extract a file, navigate to
the document in the PDF Portfolio, and then choose File > Extract File From Portfolio. Name the file,
choose a folder for it, and click Save.

6 Choose File > PDF Portfolio.
The Save As PDF dialog box opens.

7 Select a folder for the PDF Portfolio, and then name it, and click Save.
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Review questions

H W N

Can you include documents in non-PDF formats in a combined PDF file?
How do you arrange pages in a combined PDF file?
Why would you want to preview or browse a file in the Combine Files dialog box?

Name one advantage of a PDF Portfolio.

Review answers

1

Yes, you can include documents in any format in a combined PDF file, as long as you
have the application that created the document installed. Acrobat converts documents
to PDF as it combines the files.

To arrange pages in a combined PDF file, drag their thumbnails in the Combine Files
dialog box.

It’s handy to be able to preview or browse files in the Combine Files dialog box so that
you can determine whether you want to include each file or all the pages of a file, and
in which order.

PDF Portfolios provide several advantages:

* You can add and remove component documents easily, including non-PDF files.
e You can preview component files quickly.

e You can edit individual files within the PDF Portfolio independently.

e PDF Portfolios contain all their components, so you can share them easily.

* You can search the entire PDF Portfolio, including non-PDF component files.
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ADDING SIGNATURES
AND SECURITY

Lesson overview

In this lesson, you'll do the following:

Use Acrobat Reader in Protected Mode (Windows only).
Apply password protection to a file to restrict who can open it.

Apply a password to prevent others from printing or changing
a PDF file.

Use Adobe Sign to send documents for digital signatures.

Learn about creating and using digital IDs in Acrobat.

This lesson will take approximately 45 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from
your Account page.



Statement of Work

Presented to GlobalCorp
for
Project Management Services

June 12,2017

You can keep your PDF documents secure
through password protection, certification,
and digital signatures.
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Getting started

Acrobat DC provides several tools to help you secure your PDF documents. You
can use passwords to prevent unauthorized users from opening, printing, or edit-
ing PDF files. With a Document Cloud or Creative Cloud subscription, you can use
Adobe Sign to send a document to others for their digital signatures. Alternatively,
you can use digital IDs to sign documents and certify PDF documents, and you can
use a certificate to encrypt PDF documents so that only an approved list of users
can open them. If you want to save security settings for later use, you can create

a security policy that stores security settings. In Acrobat Pro, you can also perma-
nently remove sensitive content from your PDF documents using the Redaction
feature (see Lesson 5, “Editing Content in PDF Files”).

First you'll learn about Protected Mode in Acrobat Reader for Windows, and then
you'll work with the security features in Acrobat itself.

Viewing documents in Protected Mode
in Reader (Windows only)

As mentioned in Lesson 1, by default, Acrobat Reader DC for Windows opens PDF
files in Protected Mode (known as “sandboxing” to I'T professionals). In Protected
Mode, Reader confines any processes to the application itself, so that potentially
malicious PDF files do not have access to your computer and its system files.

To complete this exercise, you must use Acrobat Reader DC for Windows, but Acrobat
Reader is not automatically installed with Acrobat. You can download the free
installer at get.adobe.com/reader.

1 Open Acrobat Reader DC in Windows.
2 Choose File > Open, and navigate to the Lesson09/Assets folder.
3 Select Travel Guide.pdf, and click Open.

& Traved Guide pdf ( Adobe Acrobat Reader DC = a X

Fite Edit View Window Heip

Home Tools Travel Guide.pdi @ " .
® B8 = Q i A B OO - R By R
MERIDIEN o
Conference.._ i

Getting Around the City of Meridien Select PDF File
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The Travel Guide.pdf file opens in Acrobat Reader. You can access all of the Reader
menus and tools. However, the PDF file cannot make calls to your system outside

the Reader environment.
4 Choose File > Properties.
5 Inthe Document Properties dialog box, click the Advanced tab.

6 View the Protected Mode status at the bottom of the dialog box. It's On by default.

Document Properties x

Description Security  Fonts  Custom  Advanced
POF Settings

Base URL:
Search Index

Trapped:

Print Dialon Presets
Page Scaling:
DuplexModis:
Paper Source by Page Size: '

Print Page Range:

Number of Copies: | Pefault

Reading Opticns
Binding:

Language:

Protected Mode:  On

e

You can always confirm that a document is open in Protected Mode by viewing

the Document Properties dialog box.

7 Click OK to close the Document Properties dialog box. Then close the Travel
Guide.pdf file, and quit Reader.

Adobe strongly recommends that you use Acrobat Reader in Protected Mode.
However, some third-party plug-ins may not work in Protected Mode. If you need
to disable Protected Mode, choose Edit > Preferences, select Security (Enhanced)
from the list of categories, and deselect Enable Protected Mode At Startup. You'll
need to restart Acrobat Reader for the changes to take effect.
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Note: You can use
FIPs mode in Acrobat
and Reader to restrict
data protection to
Federal Information
Processing Standard
(FIPS) 140-2 approved
algorithms. In FIPS
mode, you cannot
apply password-based
security policies or
create self-signed
certificates. For more
information, see
Acrobat Help.

About security in Acrobat

You can secure a PDF using any of the following security methods:

e Add passwords and set security options to restrict opening, editing, and
printing PDFs.

e Encrypt a document so that only a specified set of users has access to it.

e Save the PDF as a certified document. Certifying a PDF adds a certifying
signature (which may be visible or invisible) that lets the document author
restrict changes to the document.

e Apply server-based security policies to PDFs (for example, using Adobe
LiveCycle Rights Management). Server-based security policies are especially
useful if you want others to have access to PDFs for a limited time.

Viewing security settings

When you open a document that has restricted access or some type of security
applied to it, you'll see a Security Settings button (@) in the navigation pane to
the left of the document window.

1 Start Acrobat. Then choose File > Open, navigate to the Lesson09/Assets folder,
and open the Sponsor_secure.pdf file. If the Acrobat Security Settings dialog
box appears, click Cancel; if the Trusted Certificates Update dialog box appears,
click OK.

2 Notice that “(SECURED)” appears after the filename in the title bar.

3 Open the Comment tool, and notice that the commenting and text markup tools
are unavailable.

X s;mncm_wme.pn||:r.rrunrm)- Adohe Acrobat Pro DC
File Edit View Window Help

Home Tools Sponsor_secure.pdf..

B a6 o

>
G
®©
®
2L

f

+

MERIDIEN

Conference
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4 Click the triangle on the left side of
the document window to open the
navigation pane, if it isn’t already open.
Click the Security Settings button (@)

a Security Settings X

This document has an open password or
@ a modify password.

You cannot edit, print or copy this

in the navigation pane to view the [J | document
security settings. Click the Permission Permission Details
Details link to view more detail. @

The Document Properties dialog box lists each action and whether it is allowed.
As you read down the list, you'll see that commenting is not allowed, which is why
the related tools are dimmed. Signing, printing, editing, and other actions are also
not allowed in this document.

5 When you have finished reviewing the information, click OK to close the
Document Properties dialog box.

Document Properties x

Description Securily Fonts  Inivial View Custom  Advanced

Document Security

The document’s Security Method restricts what can be done to the document. To remove
security restrictions, set the Security Method to No Security.

Security Method: | Passward Security i Change Settings...
Can be Opened by Acrobat 7.0 and later Show Details_

All contents of the document are encrypted and search engines cannot access the document's
metadata.

Documenl Restrichions Summarny

Printing:  MNot Allowed
Changing the Document:  Not Allowed
Docurment Assembly.  Not Allowed
Content Copying: Mot Allowed

Content Copying for Accessibility:  Allowed
Page Extraction: Mot Allowed
Commenting: Not Allowed
Felling of form felds:  Not Allowed
Signing:  Not Allowed

Creation of Template Pages:  Not Allowed

Help | oK

6 Choose File > Close to close the Sponsor_secure.pdf file.
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Tip: Aslong as you
have the password, you
can open password-
protected and
encrypted PDF files
on tablets and phones
using the Acrobat DC
mobile app. To learn
more, see Lesson 6,
“Using Acrobat on
Mobile Devices.”

Adding security to PDF files

You can add security to your Adobe PDF files when you first create them, or you can
add it later. You can even add security to files that you receive from someone else,
unless the creator of the document has limited who can change security settings.

Now, you'll add password protection to limit who can open your document and
who can change the security settings.

Adding passwords

You can add two kinds of passwords to protect your Adobe PDF documents.

A Document Open password allows only users who enter the password to open
the document. A Permissions password allows only users who enter the password
to change the permissions for the document, so that they can print or modify the
document or perform other changes you've restricted.

You'll add protection to a logo file so that no one can change its contents and so that
unauthorized users can’t open and use the file.

1 Choose File > Open, navigate to the Lesson09/Assets folder, and open the
Local_Logo.pdf file.

There is no Security Settings button in the navigation pane, because no security
has been applied to this document.

2 Choose File > Save As, save the file in the Lesson09/Finished_Projects folder,
and name the file Local_Logol.pdf.

3 Click Protect in the Tools pane.

4 In the Protect toolbar, click Encrypt, and choose 2 Encrypt With Password. Click
Yes when Acrobat asks whether you want to change the security on the document.

I Protect I}ﬁ Restrict Editing a Encrypt = E':, Remave Hidden Information
1 Encrypt with Certificale
@ 2 Encrypt with Password k
m E'@ Manage Security Policies..
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The Password Security — Settings dialog box opens automatically.

First, you'll set the compatibility level; if you change the compatibility level after
entering passwords, you may have to enter them again.

The default compatibility level is compatibility with Acrobat 7.0 or later. If you're
sure that all your viewers have Acrobat X or later, you should choose Acrobat X And
Later, as it provides the strongest protection. If you think that some of your viewers
may still be using Acrobat 6.0, select Acrobat 6.0 And Later. Be aware, however, that
this setting may use a lower encryption level.

5 Make sure Acrobat 7.0 And Later is selected in the Compatibility menu.

6 Select the Require A Password To Open The Document option, and then type
Logo1234;/bg for the password.

Passwaord Security - Settings

Document Open

(pl Require a password 1o open the :snrumm:)

o Open | . T . oo

&  This password will be required to open the document.

Permissions

[] Restrict aditing and printing of the document. A passward will be required in arder to change these permission settings.

Any except extracting pages
Enable copying of text, images, and other cantent

Enable text access for screen reader devices for the visually impaired

| T e

Options

Compatibility: (Acrobat 7.0 and later ~| Encryption Level: 128-bit AES

(®) Encrypt all document contenls
() Encrypt all document contents except metadata (Acrobat 6 and later compatible)
() Encrypt anly file attachments (Acrabat 7 and later compatible)

‘ All contents of the document will be encrypled and search engines will not be able 10 access the document’s metadata.

o coe

Acrobat rates the password’s strength. Stronger passwords include both uppercase
and lowercase letters, numbers, punctuation marks, and symbols. Longer passwords
also tend to be harder to guess. If it’s critical that a document remain confidential,
use a strong password. You'll share this password with anyone who you want to allow
to open the document. Remember that passwords are case-sensitive.

Tip: Always record
your passwords in a
secure location. If you
forget your password,
you can't recover it
from the document. You
might also want to store
an unprotected copy
of the documentin a
secure location.
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Now you'll add a second password that controls who is allowed to change printing,
editing, and security settings for the file.

7 Under Permissions, select Restrict Editing And Printing Of The Document.

8 From the Printing Allowed menu, choose Low Resolution (150 dpi). You can
prohibit printing, allow only low-resolution printing, or allow high-resolution
printing.

9 From the Changes Allowed menu, choose Commenting, Filling In Form Fields,
And Signing Existing Signature Fields to allow users to comment on the logo.
You can prohibit all changes, some changes, or only prohibit viewers from
extracting pages.

10 In the Change Permissions Password box, type Logo5678; bg. Your open
password and permissions password can’t be the same.

Password Security - Settings

Document Open

E-] Require a password to open the document

Document Open Password: EpEmE ---- Best

0 This password will be required 10 open the document.

Permissions
[ Restrict editing and printing of the document. A password will be required in order to change these permission settings.
Printing Allowed: | Low Resolution (150 dpi) ~
Changes Allowed; | Commenting. filling in form fields, and signing existing signature fields L
[ Enable copymg of text, images, and other content
[] Enabile text access for screen reader devices for the visually impaired
Crangepemis == . e

11 Click OK to apply your changes.

12 In the Confirm Document Open Password dialog box, re-enter the Open Password,
Logo1234;bg. Then click OK.

13 Read the alert that warns you that some third-party applications may not honor
the security settings in the PDF file, and click OK to clear the alert.

14 In the Confirm Permissions Password dialog box, re-enter the Permissions
Password, Logo5678;bg. Then click OK, and click OK again to clear the alert.

The security changes don't take effect until you save the file.
15 Choose File > Save to save the security changes.

16 Click the Security Settings button (@) in the navigation pane, and then click
the Permission Details link. The limitations you set are in effect.
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17 Click OK to close the Document Properties dialog box, and then choose File >
Close to close the Local_Logol.pdf file.

Document Properties

Document Secunty

metadata,

Document Restrictions Summary
Printing:
Changing the Document:
Document Assembly:
Content Copying:
Content Copying for Accessibility:
Page Extraction:
Commenting:
Filling of form fields:
Signing:

Creation of Template Pages:

Help

Description Security Fonts  Initial View Custom  Advanced

The document's Security Method restricts what can be done to the document. To remove
security restrictions, set the Security Method 1o No Security.
Security Method: | Passwaord Security

Can be Opened by:  Acrobat 7.0 and later

All contents of the docurnent are encrypled and search engines cannol acoess the document’s

Alfowed
Not Allowed
Not Allowed
Naot Allowed
Altowed
Allowed
Allowed
Allowed
Allowed

Allowed

¥ Change Settings

Shaw Detalls.

[ cm,\' Cancel
N

Opening password-protected files

Now you'll check the security that you've added to your file.

1 Choose File > Open, and open the Local_Logol.pdf file in the Lesson09/
Finished_Projects folder.

Acrobat prompts you to enter the required password to open the file.

2 Enter the password (Logo1234;7bg), and click OK.

Password

Enter Password:

J’!\I ‘Local_Logol.pdf is protected. Please enter a Document Open Password.

T

o | o

x
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Notice that “(SECURED)” has been appended to the filename at the top of the appli-
cation window.

Now you'll test the permissions password.

3 Click the Security Settings button (@) in the navigation pane, and click
the Permission Details link.

4 In the Document Properties dialog box, try changing the Security Method
from Password Security to No Security.

Acrobat prompts you to enter the Permissions password.

5 Enter the password (Logo5678;2bg), and click OK; then click OK again
to confirm that you want to remove security.

Document Properties x

Description Securily Fonts  Initial View Custom  Advanced
Document Security

The document’s Security Method restricts what can be done to the document. To remove
security restriclions, sel the Security Method to No Security.

Security Method: | Password Security - | Change Settings...

Password x

f!\. ‘Local_Logol.pdf is protected. Please enter a Permissions Password,

T

ER e

Enter Password:

All restrictions are now removed from the file.

Passwaord Security - Settings

Document Open

(I:| Require a passward 10 open medncum:)

| I

o No password will be required to open this document.

Permissions
Restrict aditing and printing of the document. A password will be required in order to change these permission settings.
Printing Allowed: |Low Resolution (150 dpi} ~
Changes Allowed; | Commaenting, filling in form fields, and signing existing signature fieids ~
[(JEnabie copying of text, images, and other content
[] Enable text access for screen reader devices for the visually impaired

Change Permissions Password: |“********* .
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6 Click OK to close the Document Properties dialog box.

7 Choose File > Close, and close the file without saving the changes. Because
you aren’t saving your changes, the passwords remain in effect next time you
open the file.

About digital signatures

Signing a document electronically offers several advantages, not least of which

is that you can email the signed document rather than having to fax it or send

it by courier. Although digitally signing a document doesn’t necessarily prevent
people from changing the document, it does allow you to track any changes made
after the signature is added and revert to the signed version if necessary. (You can
prevent users from changing your document by applying appropriate security to
the document.)

With a Document Cloud or Creative Cloud subscription, you can use Adobe Sign
(formerly EchoSign) to sign a document or send it out for signatures. Adobe Sign
makes the process of signing documents electronically fast and simple.

You can also sign a document using certificates: You must obtain a digital ID from
a third-party provider or create a digital ID (self-signed digital ID) for yourself in
Acrobat. The digital ID contains a private key that is used to add the digital signature
and a certificate that you share with those who need to validate your signature.

For information about Adobe security partners that offer third-party digital IDs and
other security solutions, visit the Adobe website at www.adobe.com. To learn how
to create and use your own digital ID, see “Using digital IDs” on page 217.

Sending a document for others to sign

The easiest way to invite someone else to sign a document electronically is to use
Adobe Sign. You'll prepare a document for Adobe Sign, and then send it out for sig-
natures. If you're working with others, you'll send it to a colleague to sign. However,
if you're working alone, you'll need to have an alternate email address to use; you
can create free email addresses through services such as Gmail or Yahoo Mail.
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Preparing the form

If you send a document without preparing it, Adobe Sign affixes signature and
email fields to the bottom of the document. That may be all you need if, for exam-
ple, you require only confirmation that someone has read a document. However,
most forms require signatures or initials in specific locations, and many require
other information as well. You'll prepare a form with standard signature blocks for
the client (GlobalCorp) and the vendor (Custom Solutions).

1 In Acrobat, choose File > Open, navigate to the Lesson09/Assets folder, and
double-click Statement of Work.pdf.

This document is a contract for services. The signature blocks are on the last page,
but they aren’t yet set up as form fields. You'll prepare the form before sending it
for a signature.

2 Click Tools, and then click the Prepare Form tool to open it.

3 Make sure Statement of Work.pdf is the selected document, and select This
Document Requires Signatures. Then click Start.

I Prepare Form

‘ Select a file or scan a document to begin

{custom}

=T
o oy

-
T Myt

(Y

5

Statement of Work... Scan a document
Change File

( This document requires sign.l:uw\)

2

Form field auto detection is ON. Change
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Acrobat opens the Prepare Form tool and analyzes the document for existing and
likely form fields.

Click OK when Acrobat reports that no form fields were found.
Go to page 4 in the document to see the signature lines.

Select the Signature Field tool ([x3]) in the Prepare Form toolbar.
Drag a signature form field above the GlobalCorp signature line.

Make sure Signer is chosen in the Who Needs To Sign This Field? menu.

EEE 0 N O N1 b

Prepare Form * El @ li_'u = (_?la E & {:_f__f. E:.

@ Statemant of Wark for GlobalCor
Authorization and Signature

Upon acceptance of this proposal, GlobalCorp will issue a purchase order orcontracting
m device incorporating these terms for this engagement.

Thank you for the opportunity to submit this propasal.

GlobalCorp Custom Solutions

TR |

5 Signature
Freld Narme:
4 -:ﬁi‘ri:;an:l.l.ﬂ_es_siqnaniqnalme .
Pl 4 I\‘!\‘!l\‘u needs (o ug‘ln l‘hl'}"ln“|d.’ : Namy
-\ E—
T Signer's Email: Title
T LI Required field | Preipertios ™ e

When Sender or one of the Signer options is chosen, the form field becomes an
Adobe Sign field. If Anyone is chosen in the Who Needs To Sign This Field? menu,
Adobe Sign won’t recognize the field. You can add the signer’s email address, too.

9 Select the Name Field tool (&) in the Prepare Form toolbar, drag a field above
the GlobalCorp Name line, and make sure Signer is chosen in the Who Needs
to Sign This Field? menu.

10 Select the Title Field tool (&) in the Prepare Form toolbar, drag a form field
above the GlobalCorp Title line, and make sure Signer is chosen.

When the recipient signs the signature line, Adobe Sign will automatically populate
the Name field with the signer’s name. It will also automatically add the current
date to the Date field.
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11 Select the Date Field tool (i) in the Prepare Form toolbar, drag a form field
above the GlobalCorp Date line, and make sure Signer is chosen.

IPmpalelmm * @ EEI = ET-? = |?lt= ﬂ 8\= 9:,
L@ Statement of Wark for GlobalCom :
Authorization and Signature
Upon acceptance of this proposal, GlobalCorp will issue a purchase order orcentracting
Q device incorporating these terms for thisengagement.
@ Thank you for the opp ity to submit this prop
GlobalCorp | Custom Solutions

Signature Signature

|

Name MName
4

[ ritie3 s signeriitie] |

Title | | Thke

|  orsmmem

o Field Name: ite

| Dated_e<_signerdate
Wha needs to sign this field?
@ -

Signer's F_.r|:|;|l.'.

You've created the fields for the GlobalCorp signer. Now you'll create the fields for the
Custom Solutions representative. Because Custom Solutions is sending the document,
you'll choose Sender from the Who Needs To Sign This Field? menu.

12 Select the Signature Field tool, and drag a form field above the Custom Solutions
signature line.

13 Choose Sender from the Who Needs To Sign This Field? menu. You may need
to scroll up to see the option.
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14 Use the Name Field, Title Field, and Date Field tools to add the remaining fields,
choosing Sender from the Who Needs to Sign This Field? menu each time.

IPmpalnlmm * @ EB == li_'fn (?‘t: @: 8‘: E'; El

ED Statement of Work for GlobalCorp
Authorization and Signature

Upon acceptance of this proposal, GlobalCorp will issue a purchase order orcontracting
E] device incorporating these terms for thisengagement.

Thank you for the opportunity to submit this proposal,

@

r
GlobalCorp Custom Solutions

|
|jﬁ:em|
| o

Fiedd Name:
Dated e< senderdate
Wha needs to sign this fleld?

S:gnur's Email:

[ Required field i1 Progerti

Using the Fill & Sign tool

With the Fill & Sign tool, you can fill in a form that doesn’t include Acrobat form
fields, and you can sign anything anywhere. If you're signing legal documents,

you should probably use Adobe Sign or a digital ID to sign your document. But if
you're signing a permission slip or other more casual document, the Fill & Sign tool
gives you the flexibility to sign without having to create form fields.

To sign a document using the tool, click Fill & Sign in the Tools pane. Then click Sign
in the Fill & Sign toolbar, and choose Add Signature or Add Initials (or choose your
name or initials, if Acrobat already has your name and initials stored). Type your
name, if it's not already there. You can change the style, draw your signature, or even
import a scanned image of your signature. Click Apply. The cursor becomes your
signature; just click it where you want your signature to appear.

To fill in other fields, select the Add Text tool in the Fill & Sign toolbar, position the
cursor on the page, and start typing. Click outside the text box to accept what
you've typed.

Download the Fill & Sign app to use the tool on mobile devices. You can use your
stylus or finger to add your signature on a phone or tablet.
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Note: Acrobat
compares the email
address you enter with
your address book. If it
doesn't find the address
you enter, it may
prompt you to enter
an address again. Click
the address you already
entered to proceed.

Sending the document

All the form fields are in place and recognizable by Adobe Sign, so you're ready

to send the document. You'll send it to another person to sign for GlobalCorp

and to yourself to sign for Custom Solutions. When you enter email addresses in

the Adobe Sign dialog box, Adobe Sign sends the document to each address in the

order they’re entered. That is, the document is sent to the first person to sign, and

when it’s been signed, the document—including the first person’s signature—is sent

to the second person to sign, and so on.

1 Click Adobe Sign in the right-hand pane.

£ Sutement of Werkpd! - Adobe Acrobat Pro DC
File B View Window Heip
Home  Tools Statement of Work... %
BB RAQO®O 4/ ©® nx- R P
Ip.. " DB OFERER BLARR
@ Statoment of wark for GlobalCorp
Authorization and Signature
D Upon acceptance of this proposal, GlobalCorp willl issue a purchase order orcontradting
device i ing these terms for thi
@ ¥ the to submit th
GlobalCorp | [ custom Solutions
|
| owemem | | s |
o Signature Signature
[ ] | [ sw—
Name Hame
| e Il | Lzef o] ]
Tibe: 0.3
| oo || [ v |
Date | | Date
|

8B 7 &

* o QP (o

®O A

S

ALIGN CENTER

0B

MATCH SIZE DISTRIBUTE

T4 e

AY

2 Confirm that the Statement of Work.pdf document is selected.

3 Enter the email address of the person who should sign the document first, and

press Enter or Return. For this exercise, use a colleague’s email address or an

alternate address you've created. This person will be prompted to sign the fields

that are specified for the Signer.

4 Just after the first signer’s email address, add the email address from which
you're sending the document. This should be the email address associated with
your Adobe ID. You'll be prompted to sign the fields specified for the Sender.

5 Customize the message if you want to, and then click Continue.
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Adobe Sign

Send For Signature Using Adobe Sign

Got documents ssgned instantly. Recipients will receive & uniguie link to view and sign online, with no purchade o sign-up required

Teack when the documont & viewed and signed. Leam mare.

To AddCC | @
- x gt~ x
a— 3£3 < oGy et it} ity et
i

i Messags

m Statement of Work
Pleane neview and comgilete this docunent.
File(s) Add Files

|3 Statarect of Work pdf

Acrobat uses Adobe Sign to send the documents for signature. It uploads the docu-

ment, and then analyzes the form fields.
6 Scroll to page 4 to verify that the form fields are correct.
7 Click Send.

Adobe Sign reports that your document has been sent for signature, and that when
it's been fully signed, all parties will receive final copies. Adobe Sign also emails you
to confirm that the document has been sent for signature.

Adobe Sign Close \'

“Statement of Work" has been

{eustom) successfully sent for signature

A copy has also been sent to you st Iindsmag@darlingtonhiflcom for your records
“Staternent of Work™ was sent for signature to Lisa Fridsma (Ifndsmag@gmailcom).
As 5000 a5 the agreerment is complete, all elipble parties will be e-mailed POF copes

- : Reminders
w There are no reminders set for this deument.

All agreements that are nat compbeted within 365 days will be automatically expired.
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Signing the document

Adobe Sign sends email to the first address you listed. You'll complete the form
for the signer, and then complete it for the sender.

1 Log in to the email account whose address you entered first, the one that would
be for the GlobalCorp representative. (If you used a colleague’s email address,
ask them to access their account.)

2 Open the message with the subject line “Please sign Statement of Work”

3 Read the message, and then click Click Here To Review And Sign Statement
of Work.

H Adobe Sign

Lisa Has Sent

{custom}
You Statement of Work
Statement of Wark .
=== to Sign
Presented to GlobalCorp
for
Project Management Services Vi !Eag ne'l) says:
: "Please review and complete this document.”
w (Cli(:k here to review and sign Statement of Wurk_)
After you sign Statement of Work, all parties will
June 12,2017

receive a final PDF copy by email.

If you need to delegate this document to an
authorized party for signature, please do not
forward this email. Instead, click here to
delegate.

To ensure that you continue receiving our ermails, please add echosign@echosign eom to your address book or safe list.

Adobe Sign opens in your default browser.

4 1If prompted, sign out of Adobe Sign, and then click the link in the email
message again to open the document as the signer.
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5 Click the yellow arrow labeled Start to go to the first field that requires your input.

. Adobe Sign

Options

@

Statement of Work @

Statement of Work

Presented to GlobalCorp

6 Click the GlobalCorp signature field.

Statement of Work for GlobalCorp
Authorization and Signature

Upon acceptance of this proposal, GlobalCorp will issue a purchase order orcontracting
device incorporating these terms for this engagement.

Thank you for the opportunity to submit this proposal.

GlobalCorp

*
Click here to sign
dnere g

Custom Solutions

Signature

Nm/

Signature

A signature dialog box opens.
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7 Type your name. If you want it to look like your manual signature, click Draw,
and then draw your signature using a stylus, tablet, or touch screen. You can
also create a signature on a mobile device. Click Image if you want to use
an image or logo for your signature. (You can use an image of your written
signature.) When you're satisfied with your signature, click Apply.

g @ =
Type | Draw Image Mobile

ChloeWB

Clear

@EI E Save

Type |Draw | image Mobile

Chlere (S

Clear

ChloewB X Apply

Type Draw [image| Mobile

Q’.EI E save

Clear

o Ja
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Whether you select Type, Draw, or Image in the signature dialog box, you must type
your name so that it is officially recorded in the Adobe Sign transaction. Adobe Sign
automatically fills in the Name field with that information.

8 Type a title in the Title field, if it hasn’t been automatically filled. (If you've
created a profile that includes a title, Adobe Sign automatically uses that.)

9 Click the Click To Sign button at the bottom of the screen.

- Adobe Sign ®

Options v Statement of Work @ Completed @&

Statement of Work for GlobalCorp
Authorization and Signature

Upon acceptance of this proposal, GlobalCorp will issue a purchase order orcontracting
device incorporating these terms for this engagement.

Thank you for the opportunity to submit this proposal.

GlobalCorp Custom Solutions

WE

Chloawk (Dec 15, 018]

.Signatu re Signature
ChloeWB

Name Name

’bwner

Title ) Title

1 agree to the of this document Click tqSign

Now that the first person has signed, Adobe Sign sends the document to the sec-
ond email address, which is yours, as the sender.

10 Log in to the email address you used to send the document (the email address
associated with your Adobe ID).

11 Open the message with the subject line that reads “Your signature is required
on Statement of Work”

The subject line is different from the one in the email message you opened before,
because this one is addressing the document’s sender.

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION

215



12 In the message, click Click Here To Review And Sign Statement of Work.
13 Adobe Sign opens with the same document. Click the yellow arrow labeled Start.
The GlobalCorp fields are completed. The Custom Solutions fields are now active.

14 Repeat steps 5-9 to sign and complete the Custom Solutions fields and to submit
the signed document.

Adobe Sign sends messages to all parties informing them that the document has been
signed and filed, and it attaches a PDF file of the final signed document to the message.

15 Close any open documents and Acrobat.
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Using digital IDs

Adobe Sign is usually the most convenient secure method of signing a document electronically. However,
you can also sign PDF files electronically or certify their contents using certificates and digital IDs.

A digital ID is similar to a driver’s license or passport. It proves your identity to people with whom you
communicate electronically. A digital ID usually contains your name and email address, the name of
the company that issued your digital ID, a serial number, and an expiration date. A digital ID lets you
create a digital signature or decrypt a PDF document that has been encrypted. You can create more
than one digital ID to reflect different roles in your life.

With a self-signed ID, you share your signature information with other users using a public certificate.
(A certificate is a confirmation of your digital ID and contains information used to protect data.) While
this method is adequate for most unofficial exchanges, a more secure approach is to obtain a digital
ID from a third-party provider.

When you create a self-signed digital ID in Acrobat, you can set the appearance of your digital
signature, select your preferred signing method, and determine how digital signatures are verified
in the Security preferences. You should also set your preferences to optimize Acrobat for validating
signatures before you open a signed document.

Creating a digital ID

To create a digital signature and a digital ID:

1 Choose Edit > Preferences Configure Signature Appearance x
(Windows) or Acrobat >
Preferences (macOS), and select
Signatures from the categories
on the left. In the Creation
& Appearance area of the
dialog box, click More. In the
Appearances section of the dialog
box, click New.

Title:  |My'signatire 1

Preview
Digitally signed by your
common name here

Date: 2018.12.19
15:35:39 -05'00"

Configure Graphic

2 Personalize your digital signature Show: () No graphic impont Graphic from:
by adding a graphic and specify- ® Imporied graphic ==
ing which information appears. O Name
When you're satisfied, click OK,
and then click OK again to return bl
to the Signatures Preferences show: [AName  [Jiocation  [iistinguished name  [logo
dialog box. [l Date [ Reasen [ Adobe Version [l Labels
3 Click More in the Identities & Text Froperties
Trusted Certificates area of the Text Ditection: @ Auto O Left to right O Right to left
Digital Signatures Preferences Digits: |0123456789
dialog box. Then select Digital IDs
in the left pane, and click the Add Cancel
ID button.

continues on next page
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USing digital IDS (continued)

4 Select A New Digital ID | Want To Create Now, click Next, choose where to store your digital
ID (Windows only), and enter your personal information.

5 Click Next, and then choose a level of security and how you want to use the digital ID
(e.g., signatures and data encryption). Click Next, create a password, and click Finish to save
the digital ID file.

Signing a document digitally with certificates and digital IDs

To use a digital ID to sign a document:

1 IntheTools Center, click Certificates.
2 Click Digitally Sign in the Certificates toolbar, and then drag to create a signature field on the page.

Click Sign Document in the toolbar, select the digital ID you want to use, and click Continue. Enter
the password, choose a signature appearance, and enter any required information (such as a
reason for signing).

4 Click Sign to apply your signature, and click Save to save the signed file. Click Yes or Replace to
replace the original file.

To see whether a signature is valid, open the Signatures panel in the navigation pane. Expand the

signature line and the Signature Details entry.

Certifying PDF files

You can also certify the contents of a PDF document, which is useful if you want the user to be able to make
approved changes to a document. When you certify a document and a user makes approved changes,

the certification is still valid. You can certify forms, for example, to guarantee that the content is valid when
the user receives the form. As the creator of the form, you can specify what tasks the user can perform.

For example, you can specify that readers can fill in the form fields without invalidating the document.
However, if a user tries to add or remove a form field or a page, the certification will be invalidated.

To certify a PDF file:

1 Click Tools, and then open the Certificates tool.

2 Click Certify (Visible Signature) in the Certificates toolbar. In the dialog box that appears, click Drag
New Signature Rectangle, and then click OK in the Save As Certified Document dialog box.

3 Drag anywhere in the document to create a signature field, and then click Sign Document on
the document message bar. Select the digital ID to use. Then click Continue, enter the password,
choose an appearance, and enter any additional information. Choose an option from the
Permitted Actions After Certifying menu, and then click Sign.

When you open a certified document, you'll see a Certification icon at the left of the message bar. You

can click this icon at any time to see certification information for the document.

For more information about creating and using digital IDs, sharing certificates, and certifying PDF files,
see Adobe Acrobat Help.
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Review questions

1 What is Adobe Sign?
2 Why would you want to apply password protection to a PDF file?
3  Why would you apply permissions protection to a PDF file?

Review answers

1 Adobe Sign is an electronic signature service that makes it easier for individuals and
businesses to sign documents quickly and securely. If you have a Document Cloud or
Creative Cloud subscription, you can use Adobe Sign to send unlimited documents for
signatures and to track and manage those documents.

2 If you have a confidential document that you don’t want others to read, you can apply
password protection. Only users with whom you share your password will be able to
open the document.

3 Permissions protection limits how a user can use or reuse the contents of your Adobe
PDF file. For example, you can specify that users cannot print the contents of your file,
or copy and paste the contents of your file. Permissions protection allows you to share
the content of your file without losing control over how it is used.
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220

USING ACROBAT
IN A REVIEW CYCLE

Lesson overview
In this lesson, you'll do the following:

e Discover multiple ways to use Acrobat in a document
review process.

e Annotate a PDF file with the Acrobat commenting and
markup tools.

e View, reply to, search, and summarize document comments.
* Import comments.
* Initiate a shared review.

e Compare versions of a document.

This lesson will take approximately 60 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from
your Account page.



-
PLURALIST

=Rl

Robust commenting tools and collaboration features
in Acrobat keep review cycles efficient and make it
easy for stakeholders to give feedback.




About the review process

There are several ways to use Acrobat in a document review process. No matter
which method you use, the workflow contains some core elements: the review
initiator invites participants and makes the document available to them, reviewers
comment, and the initiator gathers and works with those comments.

You can share any PDF document by email, on a network server, or on a website,
and ask individuals to comment on it using Acrobat Reader, Acrobat Standard, or
Acrobat Pro. If you post the document or email it manually, you'll need to keep
track of returned comments and merge them as you receive them. If you're request-
ing feedback from only one or two other people, this might be the most efficient
way for you to work. For most reviews, however, you can gather comments more
efficiently using a shared review process. Additionally, in a shared review, reviewers
can see and respond to each others’ comments.

When you initiate an email-based review in Acrobat, you send the PDF file as an
email attachment, track responses, and manage the comments you receive. Anyone
with Acrobat or Reader can add comments to the PDF file.

When you initiate a shared review in Acrobat, you post the PDF file to Document
Cloud, a network folder, WebDAYV folder, or SharePoint or Office 365 subsite. Then
you email invitations to reviewers, who can access the shared document, add com-
ments, and read others’ comments using Acrobat or Reader.

Getting started

In this lesson, you'll add comments to a PDF document, view and manage
comments, and initiate a shared review. By definition, collaboration requires you

to work with other people. Therefore, many of the exercises in this lesson will be
more meaningful if you work through them with one or more colleagues or friends.
However, if you are working independently, you can complete the exercises using
alternative email addresses, available through web services such as Gmail or Yahoo
Mail. (See the legal agreements on their websites for information about how you
may use their email accounts.)

First, open the document you'll work with.
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1 In Acrobat, choose File > Open.
2 Navigate to the Lesson10/Assets folder, and double-click the Profile.pdf file.

3 Click Comment in the Tools pane.

eca ’ 2] Prafis.pdt
Home  Tools Profile pet * - O W
B &8 aQ ® © 1 ore
Iﬁomenl B Z2 T * T T.T &= ( ciose )
e -
PLURALIST Y
=
a-
&

(il

No Comments Yet
AJ comments on this document wil
appear hen,

& O & |k

Adding comments to a PDF document

You can add comments to any PDF file, unless security has been applied to the
document to prohibit commenting. In most cases, you'll use the commenting
features to provide feedback to a document’s author, but you may also find them
useful to write notes to yourself as you're reading documents. Acrobat includes
several commenting tools. You'll recognize some of them from the physical world.
For example, the Sticky Note and Highlight Text tools are electronic versions of
physical tools you may have on your desk.

In this exercise, you'll use some of the commenting tools to provide feedback
on an article about a fashion designer.
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Tip: You can add
comments to a PDF
file on a tablet or
phone using the
Acrobat Reader DC
mobile app. To learn
more, see Lesson 6,
“Using Acrobat on
Mobile Devices!”

Tip: Tocreatea
custom stamp, click
the Stamp tool, and
choose Custom
Stamps > Create. Then
select the image file
you want to use.

About the commenting tools

Acrobat provides several commenting and markup tools, designed for different
commenting tasks. Most comments include two parts: the markup or icon that
appears on the page, and a text message that appears in a pop-up note when you
select the comment. Markup and icon tools are available in the Comment toolbar

when the Comment tool is open. For detailed information about using each tool,

see Adobe Acrobat DC Help.

g & Ly LTt @ oG

Comment

 Sticky Note tool (5) — Create sticky notes, just as you would in the physical
world. Click wherever you want the note to appear. Sticky notes are useful when
you want to make overall comments about a document or a section of a
document, rather than commenting on a particular phrase or sentence.

e Highlight Text tool () — Highlight text. To add a comment, double-click the
highlight on the page.

¢ Underline Text tool (T) — Indicate which text should be underlined.
e Strikethrough Text tool (T) — Indicate which text should be deleted.

e Replace Text tool () — Indicate which text should be removed, and type the
text that should replace it.

e Insert Text tool (T:) — Add text at the insertion point. As with all the text
commenting tools, your comments don't affect the text in the PDF document,
but they make your intention clear.

e Add Text tool (T) — Type text that appears directly on the page; like other
comments, it won’t change the document itself. You can move it, but unlike
a pop-up note, you can't hide it.

e Add Text Box tool ([T]) — Create a box that contains text, positioned anywhere
on the page, and at any size. It remains visible on the page.

e Pencil tool (¢) — Draw freeform lines and shapes on the page.

 Eraser tool (€?) — Erase lines, or portions of lines, that you've drawn.

e Stamp tool (&) — Use a virtual rubber stamp to approve a document, mark

it confidential, or perform several other common stamping tasks. You can
also create custom stamps for your own purposes.

e Attach File tool (&) — Attach a file, in any format, to the PDF document.

e Record Audio tool (*%) — Clarify your feedback with an audio recording. The

Record Audio tool is hidden beneath the Attach File tool. To record audio, you
must have a built-in or removable microphone on your system.
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+ Drawing tools (<) — Use the drawing tools to emphasize areas on the page or Note: Text callouts

communicate your thoughts visually, especially when reviewing graphical let you specify the area
documents. You can use the Line (=), Arrow (=), Rectangle ((), Oval (D), &ztuhrsuctog:li:itr:g%ton
Text callout (E), Polygon (O), Cloud (), and Connected Lines ({) tools. Callout markups have

You can expand the drawing tools to include all of them on the Comment three parts: a text box,

a knee line, and an end-
point line. Drag handles
to resize each part

and position it exactly
where you want it.

toolbar.

Commenting in Acrobat Reader

Acrobat Reader DC includes all the commenting and markup tools you have avail-

able in Acrobat. The Acrobat Reader mobile app provides several commenting and
markup tools: the Sticky Note, Highlight Text, Strikethrough, Underline, and Pencil

tools. When a PDF has been shared for review, Document Cloud provides the same
commenting tools as the Acrobat Reader mobile app.

Adding sticky notes

You can attach a sticky note anywhere in a document. Because notes can easily

be moved, they are best suited to comments about the overall content or layout of
a document, rather than to specific phrasing. You'll add a sticky note on the first
page of this document.

1 Select the Sticky Note tool (5J) in the Comment toolbar.
2 Click anywhere on the page.

A sticky note appears where you clicked. In the right-hand pane, the name in the
Identity panel of the Acrobat Preferences dialog box automatically appears on the
note, as well as the time.

3 Type Looks good so far. I'll look again when it’s finished.

NE

Y -

PAGE 1 i

1 comment Q

© miiep 11:26 v

|
|
Looks good so far. Il look again when it's ||
finished. '
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4 Right-click or Control-click the Sticky Note dialog box, and choose Properties
from the pop-up menu.

1 comment Q % Y =N

PAGE 1 1

© wiiep 1127 av

Looks good so far. Il look again when

it's finished.
Copy Text
Delete
"""""""" | Set Status B[
Add Checkma¥k
Tip: You can also 5 Click the Appearance tab, and then click the Color swatch.

change the appearance X .
of comments using 6 Select a blue swatch. The sticky note changes color automatically.
the Color Picker, e
Line Width, and Text cky Note Properties
Properties tools in the IR General | Review History

Comment toolbar.

lcon: Color:
J Checkmark

Opacity: |100%
J Insert Text

o Circla

B Comment

(] Locked [ | Make Properties Default Cancel “

7 Click the General tab and then, in the Author box, type Reviewer A.

Sticky Note Properties

Appearance Review History

Author: | Reviewer A |

Subject: | Sticky Note

Modified: 12/13/18, 11:29:50 AM

"] Locked [| Make Properties Default

You can change the name attached to a comment. You may want to do that, for
example, if you are using someone else’s computer.

8 Click OK.
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The contents of your note are displayed in the right-hand pane. The blue sticky note
is closed on the page. To view it, just roll the cursor over the sticky note icon.

1 comment Q % Y ray
PAGE 1 1w
e Reviewer A 11:30 AM Lkl
Looks good so far. I'll look again when
Ll it's finished.
Reviewer A L

Emphasizing text

Use the Highlight Text tool to emphasize specific text in a document. After high-
lighting the text, you can also add a message. You'll make a comment using the
Highlight Text tool in this document.

1 Scroll to page 3 in the document.
2 Select the Highlight Text tool (#) in the Comment toolbar.

3 Drag the pointer over “ital” at the bottom of the second paragraph on the page.
The text is highlighted in yellow.

4 A comment message box opens in the comments list.
5 Type bad line break.

6 Click Post to save your comment.

H p & . A = 11:30 AM
i acareer in fashion was inconceivable. “That was e Reviewer A

way out there, beyond the realm of possibility,” Looks good so far. I'll look again when
i Ritter says. “The attitude was, why not be a sing- it's finished.
i er or an actress while you're at it?” It just wasn’t
i done. Instead, one became a doctor or a lawyer. PAGE 3 S,
i So she moved to Paris to study economics. After
i completing her degree, she found work with a
: 11:33 AM
; record company as a music publicist and went 9 MillieE:
i about creating a life for herself in the French cap- bad line braald
That's where she met and fell in love with the © m

American man who she later followed to New

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION 227



Marking text edits

You can clearly communicate which text should be deleted, inserted, or replaced
using the text-editing tools. You'll suggest some text changes to the profile article.

1 Scroll to page 2 of the document.
2 Select the Replace Text tool (T) in the Comment toolbar.
3 Select the words “Self reinvention” at the top of the page.

The original text is crossed out, and an insertion point appears. A comment field is
created in the comments list.

4 Type Self-reinvention to replace the original text, and click Post.

PROCESS [N =W

[Self-reinvention

all enfertain, and the ™= 1
| allowsustod = @ wuier 155

5 Select the Insert Text tool (T.,) in the Comment toolbar. Then click an insertion
point after “dress” in the last paragraph in the right column.

An insertion point icon appears in the original text, and a comment field appears in
the comments list.

6 Type a dash (-) to indicate that a hyphen should be inserted in the text, and click
Post.

A small-town French girl raisec PAGE 2 2 v
. family with traditional bourgeois v:

. grew up playing drefgyp in her gra
attic with a cache of 19th century g

€ miniep 11:37 A

Self-reinvention

corsets. While that piqued her inter | D miiep 1157 A
i ion early on, the couture in the pag ]
Vogue—Chanel, Yves Saint Laurent

and the rest—hooked her for life or
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7 Select the Strikethrough tool (T) in the Comment toolbar.

8 Select the words “Which raises a really good question:” in the second paragraph

in the right column.

path might lead her. The story she’ telling and
the design process that leads her there is “a re-
! flection of my journey, my self-discovery. A big
part of my identity—or my dreamed identity—

i goes into my design.”

~Who is

Alice Ritter anyway? There are at least two ways
 to tell that story.

: A small-town French girl raised in a nice

¢ family with traditional bourgeois values, she
grew up playing dresg up in her grandparents’

© mitiep 1197 Av

Self-reinvention

[ 3 e MillieP 12:02 PM “ar

Q MillieP 11:40 AM

A red line appears through the text, indicating deletion.

9 Go to page 5, and select the Underline tool (T).

10 Select the word “Emmanuelle” at the bottom of the left column. The word is

underlined in the PDF file.

11 Type Italicize movie title in the comment field open in the comments list.

¢ buted in 2006, with a solo show at Bryant Park.
: Five years and dozens of collections later
(including Piplette, her label for Urban Outfit-
ters), she continues to be inspired by all things
! French—and then some. She’s a huge film buff,
especially when it comes to French New Wave

cinema. For the Fall-Winter 2011 collection, she

i drew inspiration from the 1974 erotic French

PAGE 3 1w
9 MillieP 11:35 AM

bad line break

PAGE 5 1w

€ muiep 1203pm o |

italicize movie fitle] |

12 Choose File > Save As. Save the file in the Lesson10/Finished_Projects folder,

and name the file Profile_review.pdf.
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Working with comments

You can view comments on the page, in a list, or in a summary. You can import,
export, search, and print comments. You can also reply to comments if you're partici-
pating in a shared review or will be returning the PDF file to a reviewer in an email-
based review. In this exercise, you'll import comments from reviewers, sort com-
ments, show and hide comments, search for comments, and change their status.

Importing comments

If you use a shared review process, comments are imported automatically. However,
if you're using an email-based review process or collecting comments informally,
you can import comments manually. Youw'll import comments from three reviewers
into the draft of the designer profile.

1 With the Profile_review.pdf file open, notice the comments in the right-hand
pane. The only comments in the document are the ones you added.

2 From the options menu (-:+) in the right-hand pane, choose Import Data File.
3 Navigate to the Lesson10/Assets/Comments folder.
4 Shift-click to select the following files:
e profile_Art_Director.pdf
e profile_Linda.pdf
e profile_Stan.fdf
5 Click Open (Windows) or Select (macOS).

6 comments Q % Y@ 20 comments Q % Y el
Expand All
PAGE 1 1M PAGE 1 4
Collapse All
e Reviewer A 11:30 AM Print with Comment Summary... e Art Director Jul2s
Looks good so far. I'l look again when Create Comment Summary... Remove the logo.
it's finished.
Import Data File... k
; Stan Jul2s
PAGE 2 3 ™ e
Export All To Data File... This picture works much better than the
¥ last one. Good call!
e MERlab, 1717 A Commenting Preferences...
Self-reinvention e Reviewer A 11:30 AM
e MillieP 12:02 Pm !.:m!(s_ good so far. I'l look again when
it's finished.
0 MillieP 11:40 AM e
Linda Jul25
) Can you punch up the color in
this image?
PAGE 3 1w
PAGE 2 7~
9 MillieP 11:35 AM
bad line break € miliep 1157
Self-reinvention
PAGE 5 1w
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6 Click OK or Yes if you see a message that comments were made on a different
version of the document.

Two of the documents are PDF files with comments included; the FDF file is a data
file that contains comments that a reviewer exported.

Acrobat imports the comments and displays them in the comments list.

Viewing comments

The comments list includes every comment in the document, with the comment
author’s name, the type of comment, and the comment itself.

1 Scroll through the comments list. By default, comments are listed in the order
they appear in the document.

2 Above the comments list, click the Sort Comments button (2), and then
choose Author.

20 comments QY EER 20 comments Q % Y )

| Page

PAGE 1 Art Director 6 v

Date
© Artoirector sz © Artpirector wi2s

Type
Remove the logo. Checkmark Status Remave the logo.
Color
© stan sz m © artpirector wizs
This picture works much better than the I'd like this to be a little less of a
last one. Good calll close-up.
© Feviewer A 1130w € Artpirector ui2s
Looks good so far. I'll look again when em-dash
it's finished.
@ Artpirector wizs
© unda sz
em dash
Can you punch up the color in
thiximaget s

Acrobat rearranges the comments so that they are categorized by author name, with

authors appearing in alphabetical order.

3 Click the Art Director’s comment about a hyphen. When you click it, Acrobat
moves the page to the comment location so that you can see it in context.

Tip: As areviewer,
you can export
comments to a data
file (hamed with an .fdf
extension) to reduce file
size, especially if you're
submitting comments
by email. To export
comments, choose
Export All To Data File or
Export Selected To Data
File from the options
menu in the right-
hand pane when the
Comment tool is open.
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4 From the options menu in the comment field, choose Add Checkmark.

! York City and married. And this is where the sto- f
ry of her identity takes a sharp right turn. 9 Art Director Jui25 -
: “The power of New York City is that you can no hyphen

reinvent yourself,” Ritter axewss In Paris, a glob-
al epicenter of fashion, she believes it would not
have been possible to reinvent herself as

Moving to New York changed me totally. P | | |Add a reply...

You can add check marks to indicate that you've read a comment, replied to it, dis-
cussed it with someone, or anything else that is meaningful to you.

5 Click the Filter Comments button 2
(V) above the comments list, | R Q 2

select Unchecked, and click Apply. —

The comment you checked is no lon- [ ot i l [ Y l [ —— l

ger listed, but it remains in the docu-

ment. You can use the filter options to

declutter the comments list and focus TYPES

on the comments you want to work [ Sticky Noto l [ Highlght l

with, whether you want to see only

. . inserted Text | [ Strikethvough |
text edits, comments by a particular [ nserted Tex g

reviewer, or comments labeled with a

particular color.

CHECKED
Checked Unchecked
COLOR

X

6 Click the Filter Comments button again, and click Clear AllL
All the comments are listed again.

7 Above the comments list, click the Search button (Q,), and then type logo in the
Search box.
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Only one comment appears in the list, the only comment that includes the word
“logo” You can use the Search box to search for any text in comments.

8 Select the comment. A reply field opens beneath the comment.

9 Type Legal says the logo is required, per Janet. Then click Post. Your name Note: The reviewer
appears next to the reply, which is indented to show its position in the thread. will see your reply only

if you are using a

shared review process

logo 1 x % Y or if you email a saved
copy of the PDF file to

Art Director 6 v the reviewer.

e Art Director Jul25 -

Remove the logo.

[Legal says the logo is required, per Janet] ]

Post

10 With the last comment still selected, right-click or Control-click the comment,
and choose Set Status > Completed.
logo m x % Y LLL]
Art Director 6 w
© Artpirector suzs
Remove the logo.

MillieP 12:16 PM

Legal says the logo is required,

per Janet.
| Copy Text
Add areply, Edit
- Delete E =
| Set Status >[IV
. Properties Accepted
"""""""""" Add Checkmark Cancelled
Rejected

You can set the status of each comment for your own records and to show reviewers
how their comments were handled.

11 Close the document, saving the changes if you like.
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Summarizing comments

You can create a summary of comments, either as a list of only the comments,

or as the document with comments referenced. From the options menu above the
comments list, choose Create Comment Summary. In the Create Comment
Summary dialog box, select the layout and other options for your summary. Then
click Create Comment Summary. Acrobat creates and opens a separate PDF file with
the comments summary layout you selected. You can view the summary onscreen
or print it if you prefer to work with paper.

Initiating a shared review

In a shared review, you post the PDF to a common server, such as Document
Cloud, and track reviewers’ participation; all comments are automatically consoli-
dated in the review version of the PDF. All participants can view and respond to
each others’ comments. Using a shared review is an effective way to let reviewers
resolve conflicting opinions, identify areas for research, and develop creative solu-
tions during the review process.

For this exercise, you'll need to invite at least one other person to participate. If
you are working on your own, you may want to create an alternative email address
using a free web service such as Gmail or Yahoo Mail.

Inviting reviewers

You'll invite reviewers to comment on the document. Your file will be uploaded
to Document Cloud, where the people you invite will have access to it.

1 Decide who you will invite to participate in the review, and make sure you
have their email addresses. If you are working on this lesson alone, create
an alternative email address that you can send an invitation to.

2 Choose File > Open.
Navigate to the Lesson10/Assets folder, and double-click the Registration.pdf file.

H

Click Send For Review in the Tools pane.

(S, ]

Type an email address in the Invite People section of the right-hand pane,
and then press Enter or Return. You can enter more than one email address.
To access your address book, click the Address Book button in the email field.
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Instead of entering email addresses here, you could choose to email a link to review-

ers. If you're asking for comments from numerous people subscribed to an email list,

for example, it’s more efficient to send a link once to the entire list. To do that, you'd
click Get Link, and then Create Link; when Acrobat has loaded the PDF to Document
Cloud, click Copy Link, and then paste that link into an email message. You don’t

need a link when you're creating a shared review.

6 Under the Recipients Can heading,
make sure Review File is selected.

7 Customize the message for reviewers,
if you want to.

If you want to set a deadline for review-
ers, click Set Deadline, select a date,
and decide whether to send a reminder.
For this exercise, leave Set Deadline
unselected.

Instead of sharing the PDF on Document
Cloud, you can send a PDF to review-
ers as an email attachment. To do so,
click Send As Attachment, select either
Default Email Application or Webmail,
click Continue, enter any information
required, and then send the messages
from your email account. In an email-
based review, you'll need to gather and
consolidate comments separately.

8 Click Send.

SHARE X

Registration. pdf

Invite People

sandy4ever@xyz.net L]

Your file will be uploaded to Document Cloud.
Each person will receive a unique link. Anyone
with access to the link can view the file.

|' chloewb@xyz.net x

RECIPIENTS CAN:

O View file 5
O Review file [EE0 =
Name

Registration

Message

Please review this document.

[0 Set deadline

Acrobat copies the document to Document Cloud, and it sends email to reviewers

using your default email application. Acrobat opens the review version of the docu-

ment from Document Cloud, so that you can see who's opened the document, as

well as read comments and interact with reviewers.

9 Click OK when Acrobat reports that you're in the review version of the file.

Close the PDF in Acrobat.
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Participating in a shared review

You or your colleague will participate in the shared review, adding comments about
the document.

Note: Though you're 1 If youre working alone, open the email invitation you sent to an alternative
using a different email email address. If you're working with a colleague or friend, ask them to open

address, Acrobat ma e
. Y the email invitation you sent and to follow the steps below.
recognize your Creative

Cloud accot{nt, soit 2 Click Review.

may recognize that

you're commenting on

your own document. _ A
Adobe Document Cloud Adabe

Lisa has requested feedback on
Registration.pdf

The document opens in Document Cloud in your default browser.

3 Add several comments to the PDF file using the commenting tools. If you use
the @ symbol to address someone in a comment, they’ll receive a notification
in Acrobat.

4 When you've finished reviewing the document, click Done, and then click
I'm Finished to confirm that you're done.

Document Cloud displays the Home view. The review request is listed in the
To Do section of your Home view.

Tracking review comments

You can keep track of reviewers’ comments and reply to comments yourself from
within Acrobat. You'll track the progress in your version of the document.

1 In Acrobat, click Home to see the Home view, if you're not there already.

2 Click For Review in the Shared area on the left. The Registration PDF is listed.
(You may need to close Acrobat and open it again to see the file.)
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3 Select the Registration PDF. Information about the review process appears on the
right. You can see who you invited, who’s commented, and when the last activity in
the document occurred.

Home Tools X Registrationpd (.., 0, Sear [ NON W

in

Shared For Review

HAME SENCER

Wy Compniter lﬁn‘?; Hagistration Year T af 1 eommanted

Docurnent Cloud
Add an Account
—y

Registration
For Viewing REVIEW -
For Foviow

For Signatur
! Participant 0~

@  nd Reviowers

4 Double-click the Registration document to open it. Comments you made in
the document in Acrobat and any comments made in Document Cloud appear
in the comments list.

5 Close the PDF file, but leave Acrobat open.

Using a network folder
for a shared review

By default, Acrobat copies PDFs for review to Document Cloud. But you can also
host a shared review on a network folder, WebDAV folder, SharePoint workspace or
subsite, or Office 365 site.

To host a shared review on a network folder, first change your preferences: Choose
Edit > Preferences (Windows) or Acrobat > Preferences (macQOS), select Reviewing
on the left, deselect Share For Review Using the Adobe Document Cloud, and

click OK. Click Send For Review in the Tools pane, and then click Send For Shared
Commenting in the Send For Review toolbar. Follow the steps in the wizard to share
the file on your server and invite reviewers.
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Comparing versions of documents

In Acrobat Pro, you can see what’s changed between two versions of a PDF docu-
ment. This can be particularly helpful if you're working on a document that mul-
tiple people have edited. You'll compare the initial version of the Facilities.pdf with
the edited version.

1 Choose File > Open, navigate to the Lesson10/Assets folder, and double-click
the Facilities.pdf file.

2 Click Tools to open the Tools Center, and then click Compare Files to open it.

Acrobat prompts you to choose the files you want to compare. The open document
is selected in the Old File column. You'll select the file to compare it to.

3 Under New File, choose Browse for File from the Select File pop-up menu.
Then navigate to the Lesson10/Assets folder, and double-click the Facilities_
edited.pdf file.

4 Click Settings.

You can compare specific pages, and you can tell Acrobat what sort of document
you're working with. By default, Acrobat compares all the pages in the document,
and it detects what kind of document it is.

5 Click OK to accept the default settings. Then click Compare.

I Compare Files

Select Files to Compare

Old File New File

Facilities.pdf Facilities_edited.pdf

Change File | ~ | | cnangeFie |~

D Compare text only
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Acrobat displays a progress bar as it compares the documents. When it’s made its
analysis, it opens the Compare Report, which summarizes and identifies the differ-
ences between the files. The summary reports the number and kinds of changes in

the document.

6 Click Go To First Change (Page 2).

[ ] L] [Camparn Reporl] Faciitive_edited.pdl
Home  Tools Facilties pdf [Compars Report]... ® - O S
BOBBEQA OO (wo | A DO w-HK T 82 ) shar
I Compare Files (3 scetysise B oarie  [F tew e ' N NextChangs Y Fiter =[] Show - '\’ Close \
Summary —
Compare Results

[New Flle] Faciitios_edted pdl

[0l Piie] FiaciiSes oo

Acrobat displays page 2 in each of the files and identifies the change; in this case,

text was deleted.

I Compare Filee B scietysice [B) carie  [B) sowri “ NaChangs | Y Fnere [E] Show (_ close )

OFFICE SERVICES OFFICE SERVICES

[Eringeacormiser| @
[E% Text Deleted
“Things 1o consider”

Telephone and reception duties Telephone and reception duties
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7 Click Next Change in the Compare Files toolbar. Acrobat displays the next change
in the document. It’s an image that was replaced.

Compare Files [ sdebysice [B) corie [ sowFie AN\ Previcus Changs ™ Next Change Y Fiter > [E] show £ Clow}

Telephone and reception duties Telephone and reception duties

The neception staff ieparting to The reception stalf o
Eacilities manademient ane I . Pec rEporting
responsibie for answenng Incoming

:llblnl_ﬂlllgﬂnﬂlkﬂllﬂ”

M questions or issues arie, reception
stalf can contact their managers o

oy [EQ image Replaced

2o B Changhs

Mail, couri

8 Continue clicking Next Change until you've seen all the changes in the document.

You can use options in the Compare Files toolbar to view one document at a
time or to see both at once (the default), to filter the kinds of changes Acrobat
identifies, and to see the summary again. You can also save the report to
document the changes.

9 Close all open documents.
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Review questions

1 How do you add comments to a PDF document?
2 How can you consolidate comments made by several reviewers?

3 What are some benefits of a shared review process?

Review answers

1 You can add comments to a PDF using any of the commenting and markup tools in
Acrobat. Open the Comment tool to see all the tools available in the Comment toolbar.
To use a tool, select it, and then select the text you want to edit, draw your markup,
or click to create a sticky note.

2 To consolidate review comments, open the original PDF file that you sent out for
review, and then choose Import Data File from the Comments List panel menu. Select
the PDF or FDF files that reviewers returned to you, and click Select. Acrobat imports
all the comments into the original document.

3 In a shared review process, you post the PDF document to Document Cloud or another
network folder, and then invite reviewers to make their comments. When reviewers
post comments, they can be seen by all other reviewers, so everyone can respond to
each other. Using a shared review is an effective way to let reviewers resolve conflicting
opinions, identify areas for research, and develop creative solutions during the review
process. You can easily track which reviewers have opened and reviewed the document.
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WORKING WITH FORMS
IN ACROBAT

Lesson overview
In this lesson, you'll do the following:
¢ Create an interactive PDF form.

* Add form fields, including text boxes, radio buttons,
and action buttons.

e Distribute a form.
e Track a form to determine its status.
e Learn how to collect and compile form data.

e Validate and calculate form data.

@ This lesson will take approximately 45 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting

Started section under “Accessing the lesson files and Web Edition,” if you
haven't already done so. As you work on this lesson, you'll preserve the
start files. If you need to restore the start files, download them from your
Account page.
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CONFERENCE FEEDBACK

Thank you for attending our conference this year.

Weld love to hear how we did and hope 10 see you
back next year”

1. What were your areas of interest this year? (check alf that apply)
0 Improving Public Transportation
™ Road Sharing Planning
= Future Live / Work Area Projects
o Other: COMMUNity Education

2. Do you think you will attend future events?

(®) Yes (@

3. How would you rate your experience while attending? (T=Tamible F=Ckay S=Fantastic)

o o 0 %

R ol Accessible Transportation Ont Accommodations

E - | I - B - | s -

4, Any other feedback for us?
Laoved the location this year!

5. Please provide your cell phone number if you'd like to receive future announcements via text: (optionalk
(555) 857-6309

| Stari over

THANK YOUn

You can convert any Acrobat document, including a
scanned paper file, into an interactive form for online
distribution, tracking, and collection.
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Getting started

In this lesson, you'll prepare a feedback form for the fictitious Meridien conference.
You'll convert an existing PDF document into an interactive form and use the form
tools in Acrobat to add form fields that users can complete online. Then you'll dis-
tribute the form, track it, collect the responses, and analyze the data, all using tools
within Acrobat.

Converting PDF files to interactive PDF forms

With Acrobat, you can create interactive PDF forms from documents you've
created in other applications, such as Microsoft Word or Adobe InDesign, or
scanned in from existing paper forms. You will start by opening a flat form that
has already been converted to PDF. You will then use the form tools to convert
it to an interactive form.

1 Start Acrobat. Then choose File > Open, and navigate to the Lesson11/Assets
folder. Open the MeridienFeedback.pdf file.

The PDF document contains the text for the form, but Acrobat doesn’t recognize
any form fields in the document yet.

2 If the Prepare Form tool is not in the Tools pane, click Tools to open the Tools
Center, and then click Add under Prepare Form.

3 Click MeridienFeedback to return to the form, and then click Prepare Form
in the Tools pane.

Home  Tools MeridienFeedback... % 23 A S
®BEQAOO 1 XBOO - R T B EED
CONFERENCE FEEDEACK
Toinik yos for dicering dur confirnsve bty yoi 52 cditpoF
Wed love ro hear bow we did and hepe to see you
Tk it st [3 ExportPDF

Crganize Pages

1. What were your areas of interest this year? feheck aff that apple)
O Impeoving Public Transportation

@ Send for Review

Road Sharing Plans
o i i # Comment
O Future Live [ Work Area Projects
. O Other: X A2 Fill & sign
2. Da you think you will attend future events? = Adobe Sign

= Yeg s Mo

41"'5 Enhance Scans
3. How would you rate your experience while attending? (7= Termibde I=0kay S=Fanfastic) e

o @ o O Protect

Emvironmentally " Dining .
& Accessible Transportation Accommodations
Responsible Options B prepare Form

’g’; Maore Tools
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4 Make sure the MeridienFeedback.pdf file is selected, that This Document
Requires Signatures is not selected, and that form field auto detection is on. Then
click Start. (If form field auto detection is off, click Change, and then turn it on.)

Select a file or scan a document to begin

Prepare Form
B
2
&
[}

éﬁ

Scan a document

(r] This document requires sv'qnaiures)

il
m
La
=]
ik
Errr—— - o]

Acrobat analyzes the document and adds interactive form fields. You can inspect
the document to ensure that Acrobat added form fields appropriately, and you can
add fields manually where necessary.

Acrobat lists the form fields it added in the Fields panel on the right. The Prepare
Form toolbar and the right-hand pane display the tools available for editing forms.

s tersa (O oEFee s 0 (P (=)

CONFERENCE FEEDBACK Arlen 2 "

Thak pow for atreualong ewr cofirvace ph prar.

W o 1 e s e il o g v s o

Frp—

B
s & &l = ® n
ool B =
MATCH SIZE DISTRIBUTE e

W imeoing bl Tewnapertation

0= 0= i3
B ot Pang Panneg

W e v
R — - —
2 O By il et e s
. . m
L m cn] ys rat pen eupemers ke stersdng? [ T 3=k $-faniactc]
» Q @ 0 o
L i Lo Aeaial
Raagorutly foind [ Improving Public Transpe
[=] Road Sharing Planning
4 oy ot B o
[ Future Live Work Area Pi
Other
. [ undefined

THANK YOUN

© Note: If you see
different tools, choose
Revert To Acrobat Form
from the More pop-up
menu in the right-
hand pane. Acrobat
provides different tools
to prepare a document
for Adobe Sign than for
your own distribution.
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Types of form fields

You can include the following types of fields in a PDF form you create
in Acrobat:

B C D E F G H I J
R A e I T
o+ © EE P ® @ B g m.
A. Text field B. Check box C.Radio button D. List box E.Dropdown list
F. Button G.Image field H.Date field I. Digital signature J. Barcode

—_>

e Barcodes encode the input from selected fields and display it as a visual pattern
that can be interpreted by decoding software or hardware (available separately).

e Buttons initiate an action on the user’s computer, such as opening a file, playing
a sound, or submitting data to a web server. You can customize buttons with
images, text, and visual changes triggered by moving or clicking a mouse.

* Check boxes present yes-or-no choices for individual items. If the form contains
multiple check boxes, users can typically select as many of these as they want.

e Date fields let the user type a date or select one from a pop-up calendar.

e Dropdown lists let the user either choose an item from a menu or type in
avalue.

* Digital signature fields let the user electronically sign a PDF document with a
digital signature.

* Image fields let the user insert a photo or illustration.

e List boxes display a list of options the user can select. You can set a form field
property that enables the user to Shift-click, Ctrl-click, or Command-click to
select multiple items on the list.

* Radio buttons present a group of choices from which the user can select only
one item. All radio buttons with the same name work together as a group.

e Text fields let the user type in text, such as name, address, email address,
or phone number.

You can edit the form fields Acrobat creates. You'll edit the field marked “undefined”
to give it a useful name and tooltip.

5 Double-click the field labeled “undefined” to edit it.
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6 In the Text Field Properties dialog box, click the General tab. Then type
Other text in both the Name and the Tooltip boxes, and click Close.

1. What were your areas of interest this year? (check all that apply)
M Improving Public Transportation
Road Sharing Planning

Future Live / Work Area Proj
ot N

Text Field Properties H

General Appearance Position Options Actions Format Validate Calculate

Name: ‘C‘thertext

Tooltip: ‘Q’ther text

1. What were your areas of interest this year? (check all that apply)
M Improving Public Transportation
Road Sharing Planning

(o |
Future Live / Work Area Projects
B Other,

Adding form fields

You can use the form tools in Acrobat to add form fields to any document. Each form Note: If adocument

field has a name, which should be unique and descriptive; you'll use this name when has been password-

you collect and analyze data, but it does not appear on the form the user sees. You protected to prevent
editing, you must know

can add tooltips and labels to help users understand how to complete form fields. the password to add or
edit fields.

Adding text fields

Acrobat identified some fields, but missed others. You’ll add a text field for a cell
phone number. Text fields enable users to enter information, such as their name
or telephone number, on a form.

1 Select the Text Field tool () in the Prepare Form toolbar. Your pointer
becomes a text box.
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Tip: To position
fields exactly where
you want them, use the
Position tab in the field's
Properties dialog box.
To change the width,
height, or position of
multiple fields at once,
select them, and make
the change in the
Properties dialog box
for one of the fields. You
can also lock the width
and height of a field so
you don't accidentally
resize it as you move it.
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2 Click just below “5. Please provide your cell phone number” to place the

text field.

3 Type cell phone number in the Field Name box. Do not select Required

Field, because this is an optional field.

4 Click All Properties to change the properties for the field.

5. Please provide your cell phone number

5. Please provide your cell phone number

cell phone number

Field Mame:

|ce|| phone number

] Required field

All Properties

5 In the Text Field Properties dialog box, click the Format tab.

6 Choose Special from the Select Format Category pop-up menu. Then select

Phone Number, and click Close.

Text Field Properties

General Appearance Position Options Actions\d’alidate Calculate

Select format category: | Special «|

Special Options

Zip Code

Zip Code + 4

Social Security Number
Arbitrary Mask

Use the Special format category to set up custom
formatting and to display phone numbers, zip/postal
codes, and social security numbers,

[ Locked

Close k

Now the field will accept phone numbers, but no other text.
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7 Drag the right edge of the text field to make it longer.

5. Please provide your cell phone number if you'd like to receive future

cell phone numbe| 4-”-}
— >

Specifying an answer format

You can use special formatting to restrict the type of data that is entered into a
text field or to automatically convert data into a specific format. For example, you
can set a zip code field to accept only numbers, or a date field to accept only a
specific date format. And you can restrict numerical entries to numbers within a
certain range.

To restrict the format for a text field, open its properties. Click the Format tab, select
the format category, and then select the appropriate option for your field.

Adding a multiline text field

The next field you'll add is for additional feedback. Someone completing the form
might type just a few words or a complete paragraph, so you'll create a text field that
supports multiple lines.

1 Select the Text Field tool in the Prepare Form toolbar.

2 Click below “4. Any other feedback for us?” and drag a text box large enough
to contain multiple lines of text.

3 Type other feedback in the Field Name box. This is another optional field,
so do not select Required Field.

4 Double-click the text field to edit its properties.

4. Any other feedback for us?

R

you'd like to receive future announcements via text (aptional)

Field Name:
7 |otherfeedback

[ 1 Required field All Properties
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In the Text Field Properties dialog box, click the Options tab.
Select Multi-line and Scroll Long Text.
Select Limit Of _ Characters, and type 350 for the limit.

5
6
7
8 Click Close.

Text Field Properties n

General Appearance Position Options Actions Format Validate Calculate

Alignment: | Left |

Default Value:

Field is used for file selection
Password

Check spelling

Scroll long text
[ Allow Rich Text Formatting

Limit of |350 characters

Comb of I\') characters

[ Locked Sl

¢

9 Click Preview in the Prepare Form toolbar.

In Preview mode, form fields appear as they will to the person completing the form.

NDPNOEBF®E @ m ;#@mi

4. Any cther feedback for us?

5. Please provide your cell phone number if you'd like to receive future announcements via text (optionalk

THANK YOU!!
(e —
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10 Type a few sentences into the other feedback field to see how the text wraps.
You can also enter a phone number in the cell phone number field.

4. Any other feedback for us?

Great job! We had a wonderful time.

5. Please provide your cell phone number if you'd like to receive future announcements via text (gptional):

(300) 456-7890

Adding radio buttons

The second question on the feedback form requires a yes-or-no answer. You'll create
radio buttons for that question. Radio buttons let the user select one—and only one—
option from a set of options.

1 Ifyou're in Preview mode, click Edit in the Prepare Form toolbar to return
to Form Editing mode.

2 Select the Radio Button tool (®) in the Prepare Form toolbar.

Type attend again in the Group Name box.

3 Click over the circle next to the word “Yes” after question 2.
4 Select Required Field. Note: All radio
. . . buttons in a set need
5 Type Yes in the Radio Button Choice box. to have the same
6 group name.
7

Click Add Another Button at the bottom of the dialog box. Your pointer becomes
a box again.

2. Do you think you will attend future events?

N
et Yes e No

N

Radio Button Choice: (D

|‘|‘es

Group Marme:

v
( Required field ] All Properties

‘1, Warning: 1 button in group, At least 2
buttons needed.

Add Another Button

W
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8 Click the circle next to “No”

9 Type No in the Radio Button Choice box, and confirm that the group name
is “attend again” and that Required Field is selected. Then click outside the
dialog box to close it.

2. Do you think you will attend future events?

Vi
& Yes mt No
Radio Button Choice: G)
N

No -
Group Mame:
v
Required field All Properties
T All Froperties

Add Another Button

10 Click Preview in the Prepare Form toolbar. For the second question, click Yes,
and then click No. Notice that you can select only one radio button at a time.

2. Do you think you will attend future events?

Adding a dropdown list

Dropdown lists let users choose an option from a pop-up menu or, if the form
creator has allowed it, type in a value. You'll add dropdown lists for the third
question, which asks participants to rate their experience.

1 Click Edit in the Prepare Form toolbar to return to Form Editing mode.
2 Select the Dropdown List tool () in the Prepare Form toolbar.
3 Click beneath “Environmentally Responsible” to create the pop-up menu.

4 Name the field environment.
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5 Click All Properties.

3. How would you rate your

Environmentally
Responsible

environment; ¥

Field Mame:

Ienvi ronment

[] Required field All Properties

6 Click the Options tab, and then type -- in the Item field, and click Add.

Dropdown Properties n

General Appearance Position Options  Actions Format Validate Calculate

Acrobat adds -- to the menu.
7 Type 1 in the Item field, and click Add.

8 Repeat step 7 for the numbers 2-5, so that the menu includes the following
options: --, 1, 2, 3, 4, 5.

9 Select the first option (--) to make it the default. This is the option that will
appear on the form when it’s first opened.

Dropdown Properlies H

General Appearance Position Opbions Actions Format Validate Caloulate

Ierm: | Add

Fport Value: |

term st () | ..

10 Click Close.
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11 Resize the field to match the gray box on the form.

12 Repeat steps 2—11 to add dropdown lists for the other three ratings categories.
Name them transportation, dining, and accommodations.

13 Click Preview in the Prepare Form toolbar.

3. How would you rate your experience while attending? (I=Terrible 3=0kay 5=Fantastic)

o © 0

Environmentally Dining
Responsible Options

““F | —F B

Accessible Transportation Accommodations

14 Select a rating from each menu to see how users will experience the form.

Using image buttons

Sometimes you want form users to provide a photo or illustration. For example,

you may want to include an image field in a contest submission form, an application
form, or a form that documents an issue or incident. In Acrobat DG, it's just as easy
to create an image field as it is to create any other field. Select the Image Field tool ([])
in the Prepare Form toolbar, click on the page to add the field, and then customize its
appearance. When someone clicks the field in a form, they’ll be prompted to browse
for an image.

1. Where is the issue?
On 15th Ave, just north of Union.

2. Describe the issue.
No parking sign is obscured by pole.

3. If you have a photo, add it here.
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Adding an action button

Buttons let users perform an action, such as playing a movie file, going to a different
page, or submitting a form. You'll create a reset button that will clear the form fields
so the user can start over.

1 Click Edit in the Prepare Form toolbar to return to Form Editing mode.
2 Select the Button tool ([2]) in the Prepare Form toolbar.

3 Click in the bottom left corner of the form to create the button.

4 Type Reset in the Field Name box, and then click All Properties.

5 Click the Options tab.

Field Mame:
I IReseT

Required field All Properties

6 Type Start over in the Label box.

Button Properties H

General Appearance Position Options Actions

tayour: (RS | | Acsnced

Behavior: | lImverl ol
lcan and Label
State:
Up Labek:

The field name is used to collect and analyze data, but does not appear on the
form itself. The label, however, appears in the field when the user is completing
the form.

7 Click the Actions tab.

8 Choose Mouse Up from the Select Trigger menu, and then choose Reset A Form
from the Select Action menu. Click Add.

Button Properties n

General Appearance Position Options Actions

Add an Action

Select Trigger: | Mouse Up ~

Select Action: ~
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When the user clicks the button and releases the mouse (Mouse Up), the form
will reset.

9 Click OK in the Reset A Form dialog box to reset the selected fields. By default,
all form fields are selected.

Reset a Farm x

Select Fields 10 Reset

transpertation Satect All
[ other feedback

emvironment Deselect All
[+ dining

cell phane number

[~ attend again

accommadations

[+] Road Sharing Planning

Other text

(7] Other

Improving Public Transpartation

[+ Future Live Work Area Projects

< >

10 Click the Appearance tab.

11 Click the Border Color swatch, and select a dark shade of red. In macOS,
deselect Transparent. Then close the Colors panel.

12 Click the Fill Color swatch, select a lighter shade of red, and then close the panel.

13 Choose Beveled from the Line Style menu, Medium from the Line Thickness
menu, and white for the Text Color.

Button Properties n

General Appearance Position Options Actions

Borders and Colors

Border Color: |[ll| Line Thickness: | Medium ~

Fill Color: | Line Style: | Beveled o
Text
Font Size: |12 ~ Text Color |[]
Font: | Helvetica Bold ~
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The button will appear with a red background, dark red outline, and white text.
The beveled line will make it appear to be three-dimensional.

14 Click Close to close the Button Properties dialog box.

15 Click Preview. Select options for a few questions, and then click the Start Over
button you created. The fields reset.

5. Please provide your cell phone number if you'd like

===
I—

16 Click Edit to return to Form Editing mode.

17 Choose File > Save As. In the Save As PDF dialog box, name the file
MeridienFeedbackForm.pdf, and save it to the Lesson11/Assets/Finished_
Projects folder.

Distributing forms

After you have designed and created your form, you can distribute it in several
different ways. If you have an email account, you'll send the feedback form to
yourself, and then collect the response in email. You'll use the tools in Acrobat
to distribute the form.
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1 Click Distribute in the right-hand pane.

2 Click Save if you are prompted to save.

3 In the Distribute Form dialog box, select Email, and then click Continue.
Click Yes if you are prompted to clear the form before distributing it.
Distribute Form x
How would you like to distribute the form?
g dining ; 7 Email
. : ® :l Distribute, collect data using Email and Adobe Acrobat
'E'-” accommodations
(&) Reset . (o) E:‘ Internal Server
< > 3 Distribute, collect data using SharePaint or Network Falder
{ Track... )] L'uulu!u%d Cancel
A\

4 If prompted, in the Distribute Form dialog box, enter or verify your email
address, name, title, and organization name, and then click Next. If you've
entered that information previously, Acrobat uses the information it has stored.

5 Click Send Using Adobe Acrobat, and click Next.

Distribute Form

How do you want to distribute your form?
(@) Send using Adobe Acrobat
() Save a local copy and manually send it later

\;) Using the Send using Adobe Acrobat” option, one can choose to send the
g email using installed amail client or configure web based mail accounts.

« Prievious Mext > | Cancel

N
N
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6 Type your email address in the To box. Make sure Collect Name & Email
From Recipients To Provide Optimal Tracking is selected. Then click Send.

Note: You can
customize the subject
line and email message

Distribute Form

” that accompanies
your form, and you
can send the form to

multiple people at
once. You may want to

Dulivery Method.  Manually collect responses in my email inbox
To.. MillieP@xyz.nel
Subject: |P|Pa‘.e complete the farm MeridienFeedhack_distributed.pdf
Message: CAUsersiLisa Fridsmal\Desktopi\Lessons\Lesson] \Merid...  Beset defaull message

provide instructions for
recipients completing
the form on the mobile

<hittp//www.adobe.com/go/readers

Help

You are invited to complete the farm “MeridienFeedback_distributed.pdf”. You can use Adobe Acrobat
or Adobe Acrobat Reader to fill in this form,

(Chick the attachment o open the form in Adobe Acrobat or Adobe Acrobat Reader. When you are
fineshed, click Submil to return your data to the form author.

Gel the Iree lalest version of Adcbe Acrobal Reader fromc

I] Collect name & email from recipients fo provide optimal racking

< Previous

app, as they won't see a
Submit button.

7 In the Send Email dialog box, select Default Email Application if you want to
send the message from an email application installed on your computer. If you
want to use an online service such as Gmail or Yahoo Mail, select Use Webmail,
enter your email address when prompted, and then click OK.

8 Click Continue.

| Send |
By __._h_.
4\

Note: If you receive
a message that you
don't have a default
email application,
click OK. Acrobat then
opens the Send Email
dialog box.

If you are sending email through a webmail account, sign in when prompted,

read any security messages, and grant access as required. Enter email addresses

for recipients, and send the message.

If you choose to send the message through your default email application, Acrobat

opens it and sends the message with the attached form. Depending on your email

application, you may have to grant access or click Send in the application.

10 Check your email, and open the attached PDF file to complete the form.

The form opens in Acrobat, and a document message bar appears above it.

The document message bar displays information about the form. If the form does
not contain a Submit Form button, one is included in the document message bar.
Additionally, the document message bar specifies whether a form is certified or

contains signature fields.

Note: If form
recipients are using
earlier versions of
Acrobat or Reader,
the document message
bar may not be visible
or may contain different
information.
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Tracking forms

If you've used Acrobat to distribute your forms, you can manage the forms

that you have distributed or received. Use Tracker to view and edit the location

of the response file, track who has responded, add more recipients, email all recipi-
ents, and view the responses for a form.

To track forms in Tracker:
T Open the form you want to track, open the Prepare Form tool, and click Track
in the right-hand pane.

Tracker displays reviews you've initiated and forms you've distributed.

2 Inthe left navigation pane, expand Forms, and click Distributed.
3 Select the form you want to track.
In the main pane, Tracker displays the location of the response file, the method used
to distribute the form, the date it was distributed, the list of recipients, and whether
each recipient has responded.
4 Do one or more of the following:

* To view all responses for a form, click View Responses.

* To modify the location of the response file, in Response File Location, click
Edit File Location.

* To view the original form, click Open Original Form.
* To send the form to more recipients, click Add Recipients.
* To send email to everyone who received the form, click Email All Recipients.

* Toremind recipients to complete the form, click Email Recipients Who
Haven't Responded.

Collecting form data

Electronic forms aren’t simply more convenient for users; they also make it easier

for you to track, collect, and review form data. When you distribute a form, Acrobat
automatically creates a PDF Portfolio for collecting the form data. By default, this file
is saved in the same folder as the original form, and is named [filename]_responses.

You'll complete the form and submit it, and then collect the form data.
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1 Complete the form you opened, and select options for each question, as if you
were the recipient. Type a few words in the multiline field for number 4. Then

[c=xD)

click Submit Form.

a Grsedp LAl e L Highlight Existing Fields

Submit Form to retumn the completed form.

@ l‘ 1;4 CONFERENCE FEEDBACK

m Thank you far anending swr 2017 conference.
Wed e 00 betr hoss soe did and hape 12 et o
hark mewt yoar!

2 In the Send Form dialog box, verify the email address and name you're using Note: Depending
to send the data, and then click Send. on the security set-
tings in your email

3 In the Send Email dialog box, select your default email application or Webmail, application, you may

click Continue, and follow any prompts necessary to sign in. Click Continue need to approve the

. . . message before it
or Allow if a warning dialog box appears. is sent.

If you receive a message about sending the email, click OK. Depending on settings
in your email application, you may need to send the message manually.

4 Check your email. The completed form arrives in a message with the subject
line “Submitting Completed Form,” or the subject line you used if you mailed
it manually. Open the attachment in that message.

5 Select Add to An Existing Response File, and accept the default filename. Then
click OK.

Options for distributing forms

There are several ways to get your forms to the people who need to fill them

out. You can simply post a form on a website, for example, or send it directly from
your email application. To take advantage of Acrobat form-management tools to
track, collect, and analyze data, use one of these options:

e Send the form as an email attachment, and manually collect responses in your
email inbox.

e Send the form using a network folder or a Windows server running Microsoft
SharePoint services. You can automatically collect responses on the internal server.

To distribute a form using any of these methods, click Distribute in the Forms panel,
and then follow the online instructions. To learn more about distributing forms, see
Adobe Acrobat DC Help.
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Note: Adobe Flash Acrobat compiles the data in the response file that was created when you distributed

Player is required the form.
to view the form
response file. You may 6 Click Get Started at the bottom of the PDF Portfolio welcome screen.

be prompted to install
Adobe Flash Player if it's
not on your system.

S 7 B E g

Welcome to your form response file

Update: Check for new responses

Filter: Show only those responses that match your criteria

Export: Create a spreadsheet file that you can open in another application
Archive: Move responses into a new archive response file

Add: Add new responses to the response file

Note: You can add Form data you've collected is listed in the PDF Portfolio. Each response is listed as a
multiple form responses separate component. You can use the PDF Portfolio to filter, export, and archive data.
to the responses file
at once. Click Add, and
then navigate to the
esponsesyouwant —— \orking with form data
to include. With some
email applications, you
may need to use this
method to add files, according to specific questions, export the data to a CSV or XML file for use in

rT.ﬂ;(‘?r than doutI:Ie— a spreadsheet or database, or archive the data for access later. You'll filter the data
clicking an attachment. from the feedback form and then export it to a CSV file.

Once your data has been compiled, you can view each response, filter responses
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1 Click Filter on the left side of the PDF Portfolio.
2 Scroll down the Select Field Name menu, and choose Other Feedback.

3 Select Is Not Blank from the next menu.

Filter Settings

Match the following:

E Hhoe other feedback

Is not blank

— + Add Filter
%=1 Archive +
iz

EE Add

-—

|" Delete

The form you completed is listed, because it contains data in the Other Feedback field.
4 Select Is Blank from the second menu.

The form you completed disappears, because it no longer matches the filter criteria.
You can add filters to sort responses based on as many criteria as you like.

Select Is Not Blank again, so that your form reappears.
Click Done at the bottom of the Filter Settings pane.
Select the response.

Choose Export > Export Selected on the left side of the PDF Portfolio.

O 0 N & U

Select CSV as the file type, and click Save.

Acrobat creates a comma-separated data file that contains the data from the selected
responses. You can open a CSV file in Microsoft Excel or another spreadsheet or
database application.

10 Close any open PDF files and Tracker.
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Exploring on your own:
Calculating and validating numeric fields

Acrobat offers many ways to ensure that users fill out your forms correctly. You
can experiment with creating fields that will allow the user to enter only information
of a specific type. You can also create fields that automatically calculate values
based on entries in other fields.

Validating numeric fields

To ensure that correct information is entered into form fields, use the Acrobat
field validation feature. For example, if a response must be a number with a value
between 10 and 20, restrict entries to numbers within this range. Here, you'll limit
the price of instruments on an order form to no more than $1,000.

1 Choose File > Open, navigate to the Lesson11/Assets folder, and open the
Order_Start.pdf file. This PDF file already has form fields in place.

2 Click Prepare Form in the Tools pane to edit the form.
3 Double-click the Price.O field (the first cell in the Price Each column).

4 In the Text Field Properties dialog box, click the Format tab, and set the
following values:

e For Select Format Category, choose Number.
e For Decimal Places, choose 2 (to allow cents to be entered).
e For Separator Style, choose 1,234.56 (the default).

e For Currency Symbol, choose $ (the dollar sign).

Text Field Properties n

General Appearance Position Options Actions Format Validate Calculate

Select format category: | Number ~

Decimal Places: |2 ~

Separator Style: | 1,234.56 ~

Now you'll specify a validation check on the data entered in this field.
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5 Click the Validate tab, and then select Field Value Is In Range. In the range
fields, type 0 in the From box and 1000 in the To box. Click Close.

Text Field Properties ﬂ

General Appearance Position Options Actions Format Validate Calculate

(O Field value is not validated

@) Field value is in range:
Fram: (0 To: |1000

(O Run custom validation script:

Edit...

[JLocked

Close k |

6 Click Preview in the Prepare Form toolbar. Then type 2000 in the field you just
edited (the first cell in the Price Each column), and press Enter or Return.
A message warns you that the entry you have tried to make is unacceptable.

bottom BOOMToonz, Inc., PO Box 4, Anytown, MA 00053

Tel: 002-555-1212 Fax: 002-555-1313
Price Lach Quantity | ltem Total
2000] | %200

Warning: JavaScript Window -

a Irvalid value: must be greater than or equal to 0 and less than or equal o 1000,

=]

M

7 Click OK to close the warning dialog box.

Calculating numeric fields

In addition to verifying and formatting form data, you can use Acrobat to calculate
values used in form fields. For your PDF order form, you will calculate the cost for
each line item, based on the quantity that has been ordered. You will then have
Acrobat calculate the total cost of all items that have been ordered.
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1 If youre in Preview mode, click Edit.
2 Double-click the Total.0 field (the first cell in the Item Total column).

3 In the Text Field Properties dialog box, click the Calculate tab, and do the
following:

e Select the Value Is The option.
e For the value, choose Product (x). You'll be multiplying two fields.

e Click Pick to select the fields to multiply. In the Field Selection dialog box,
select the boxes next to Price.0 and Quantity.0. (To scroll through the list
of fields, select one, and then press the Down Arrow key.)

Text Field Properties H

General Appearance Position Options Actions Farmat Validate Calculate

) Value is not caloulated

@ Value is the product () | of the following fields:
Price.0, Quantity.0 | pfck_J

4 Click OK to close the Field Selection dialog box, and click Close to exit the Text
Field Properties dialog box.

5 Click Preview. Then enter 1.50 for the price and 2 for the quantity in the first
row, and press Enter or Return. The Item Total column displays $3.00.

6 Close any open files, and quit Acrobat when you are finished.
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Review questions

1 How can you convert an existing document into an interactive PDF form
in Acrobat DC?

2 What is the difference between a radio button and a button in an interactive
PDF form?

3 How can you distribute a form to multiple recipients and track the responses
you receive?

4 Where does Acrobat compile form responses?

Review answers

1 To convert an existing document into an interactive PDF form, open the document
in Acrobat. Then open the Prepare Form tool, select the current document, and
click Start.

2 Radio buttons permit the user to select just one of a set of two or more options.
Buttons trigger actions, such as playing a movie file, going to another page, or clearing
form data.

3 You can email the form to recipients or post the form on an internal server. Click
Distribute in the right-hand pane when the Prepare Form tool is open to select a
distribution option.

4 When you use Acrobat to distribute a form, Acrobat automatically creates a PDF
Portfolio file for your responses. By default, the file is in the same folder as the original
form, and the word “_responses” is appended to the name of the original form.
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USING ACTIONS
(ACROBAT PRO)

Lesson overview

This lesson requires Acrobat Pro. In this lesson, you'll do the following:

Run an action.

Create an action.

Create an instruction step for an action.

Set options in steps so the user doesn’t need to provide input.
Prompt the user for input on specific steps.

Share an action.

This lesson will take approximately 45 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,”

if you haven't already done so. As you work on this lesson, you'll preserve
the start files. If you need to restore the start files, download them from

your Account page.



THOMAS BOOKER

Founder, President and CEOQ of Aquo

Biography

‘Thomas Booker founded Aquo Energy Drinks Led. in August 2006,
and currently acts as the company’s President and Chief Executive
Officer. Mr. Booker is responsible for overseeing all Aquo business
units, including Aquo energy drink and water brands, and also remains
a driving force behind Aquo’s product development. He has served

on the boards of many large public companies, consulting them on
environmentally sustainable business practices throughout his career.
He currently serves as chairman of the California Corporate Green
Building Council. Prior to founding Aquo, Mr. Booker was Director
of Research and Development at Purely Natural Energy Company,

the ground breaking Northwestern energy bar company that was the
first to introduce a 100% organic bar to the national market in 1996.
He earned a B.S. from the University of Virginia in 1987, and a MBA
from the College of William & Mary in 1990. He was named Bezzer
magazine’s 2006 “Most Environmenrally Responsible CEO of the Year.”

Actions in Adobe Acrobat DC Pro automate tasks
and make processes more consistent. You can use
the actions that come with Acrobat or create your
own to use and share.
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About actions

In Adobe Acrobat DC Pro, you can use actions to automate multistep tasks and
share processes with others. An action is a collection of steps: Some steps, such

as adding tags to a document, can be performed automatically by Acrobat. Some
steps, such as removing hidden information, require input as to which information
to remove or add, or which settings to use. Other steps, such as adding bookmarks,
cannot be done automatically because you need to use human discretion to create
and name the bookmarks; in those cases, an action includes instructions for the
user to perform the necessary step before the action continues.

Acrobat Pro includes several actions in the Action Wizard tool. You can use these
actions to perform common tasks, such as preparing documents for distribution

or creating accessible PDFs. You can also create your own actions, assembling steps
in the order that works for your process, and including informational steps where
appropriate for the people who will be using each action.

Actions that contain automated steps are particularly useful for tasks you perform
frequently. Actions in general are handy for tasks you perform less frequently, but

which require the same steps each time. Using actions, you can ensure that critical
steps are included in the process.

Using predefined actions

To use an action, open the Action Wizard tool, and select the action in the Actions
List in the right-hand pane. In this exercise, you'll use the Prepare For Distribution
action to prepare a document before posting it on an external website.

1 Start Acrobat Pro, and choose File > Open. Navigate to the Lesson12/Assets
folder, select Aquo_CEO.pdf, and click Open.

The Aquo_CEO.pdf document is a biography of the chief executive of a fictitious
beverage company.

2 Click Tools in the main toolbar, scroll to the Customize category, and then click
Action Wizard to open it.

Customize

 —
2l 3]
Create Custom Tool Action Wizard Index JavaScript

| Add |~ Add |~ |
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3 Select Prepare For Distribution in the Actions List in the right-hand pane.

I Action Wizard E’ New Action Elﬁ Manage Actions % More Actions (Web) .f‘é Mew Custom Command ~ =** Close

ACTIONS LIST B

Make Accessible

Archive Documents

THOMAS BOOKER
Foundet, President and CEO of Aguo

Publish Sensitive Informa...

Biography Optimize for Web and M... &
“Thomas Booker founded Aquo Energy Drinks Led. in August 2006,
and currenty acts as the comparyt President and Chief Executive
e Officer. Mr. Booker is responsible for oversssing all Aquo business
b ttling units, including Aquo anergy drink and water brunds, and alio emin
initiative adivi behind prod He has served.
; on the boards of many large public companies, consulring them an
i sustainable business practices throughous his career.
‘He currendy serves as chaiman of the California Corporare Green
Building Council. Prior e founding Aquo, Mr. Booker was Direcror
of Revesrch and Development ar Pursly Natural Energy Company;
the ground breaking Northwestern energy bar compary that was the
firstro incroduce a 100% organic bar to the narional marketin 1996, E
He earned a B.S. from the Universiry of Virginia in 1987, and an
MEA from the Gollega of William & Mary in 1990, He was named
Better magazine’s 2012 “Most Environmenrally Responsible CEO of ~
~

Optimize Scanned Docu... ﬁ

o

Prepare Mulitmedia Pres... O

the Year™

The action steps and information appear where the Actions List was. The action pane
names the files to be processed, lets you add files if you want to, and then lists the
steps and information for the action itself.

4 Review the steps for this action. When you've read the information, click Start
to proceed to the first step.

The Start button changes to a Stop button, which you can click at any time to stop
the action. The Remove Hidden Information dialog box appears, and that step is
highlighted in the action pane.

5 Click OK in the Remove Hidden Information dialog box to accept the default

selections.
Remove Hidden Information
€ Prepare for Distribution Remove Hidden Information will search for and remove
the following document infarmation.
Files to be processed: ‘When you remove any of these items, you also
4, Temove digital signatures, Adobe Acrobat Reader
Aquo_CEO.pdf =% gxtensions, review and forms workflows, and
document information added by third-party
| % Add Files. | x | applications.

BT

File attachments
(" Bookmarks
Glean Up Embedded search index
Comments and markups
Form fields

Hidden text

i‘ﬁ Remove Hidden Information

Use these tools to brand documents

before distributing. AlELils

Deleted or cropped content
[3) Acd watermark ‘ ‘ o
Links, actions and javascripts

@ Add Header & Footer Overlapping Objects

Swia AR 2 Help Cancel mk
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6 Inthe Add Watermark dialog box, do the following:
¢ Click an insertion point in the Text box, and type Copyright Aquo 2019.
e Select 20 for the font size
e Set the Opacity to 20%.

¢ In the Position area of the dialog box, choose Points, and enter 1 for the
Vertical Distance. Then choose Bottom from the From menu.

¢ Choose Right from the From menu for Horizontal Distance.

The watermark should appear in the lower right corner of the document in the

Preview pane.

7 Click OK to accept the watermark.

[ ] Add Watermark
Saved Settings: Save Settings... Page Range Options...
Source Praview
Copyright Aquo 2018 Preview Page 1 <l afl
© Text
Font: | Arial size: (20 |
Tl [m] [=]=]=
_IFile | <No source file selected>
Page Number: ] Absolute Scale: % i
Bitins
Appearance
Rotation: () -45° @ None (45° ()Custom |0° |[C
Opacity: = _- 20% 1)
| Scale relative to target page
Location: Appear behind page € Appear on top of page
Anpearance Options,
Position
VortcalDistance: 1|5/ [ Paints from | Bottom e
e
Horizontal Distance: |0 | Points from | Right S

Help

Tip: To add a header 8 In the Add Header And Footer dialog box, click an insertion point in the Center

or footer when you're Header Text box, and then type Aquo Corporate Information. Change the font
not using an action, . . . .

open the Edit PDF tool, size to 9. The header appears in the preview area. Click OK to add the header
and choose Header & and close the dialog box.

Footer > Add.
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Add Header and Footer

Saved Settings: aved) [
Font

Nama: | Arial

Save Settings... |

Appearance Options...

Left Header Text

Left Footer Text

Preview

Preview Page |1 Z) ef1

| Insert Page Number

Center Header Text

Aquo Corporate Infarmation

Centar Footar Text

| Insert Date |

Margin (Inches)
Top: |05 |zl Bettom: |05 |8
Left: |1 |2 might: |1 1]

Right Header Text

Right Footer Text

Page Number and Date Format...

Page Range lions...

,,,,,,,,,,,,,,,,, Aquo Corporate Information .

SRR

Help

9 In the Save As PDF dialog box, name the document Aquo_CEO_dist.pdf, save it

© Note: By default,

to the Lesson12/Finished_Projects folder, and click Save. Acrobat saves the new

The action pane now shows the word Completed where the Stop button was.

file to the folder that
contains the original

file. You can specify a

I Action Wizard E’ New Action E‘§ Manage Actions @ More Actions (Web) "o New Custom Command ~ **= different location.

Biography

THOMAS BOOKER

Founder, President and CEQ of Aguo

Aquo Comporate Information

and currencly aces as the company’s Presidentand Chief Execurive
fcee. M. Booker i responsible for overseeing all Aquo business

Thonmas Booker founded Aquo Encrgy Deinks Led. In Avguse 2006,

€ Prepare for Distribution E

Files to be processed: f;’j
Aquo_GEO.pdf @

=

‘ a’ Add Files... - o=

Clean Up ‘/D

& Remove Hidden Information @
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10 Click Full Report at the bottom of the action pane to see an itemized list of the
tasks performed by the action. The report opens in a browser window. When
you're done reviewing it, close the browser.

Action Name: Prepare for Distribution
€ Prepare for Distribution

[-JAquo_CEO .pdf(Succeeded)
Files to be processed:

uo_CEQ,
8 Aquo. Pt Command Name: Remove Hidden Information

* Command Start Time: 2018-11-23 11:29:28

Q’ Add Files ¥ reportType: Note
errorCode: 0

message: Remove Hidden Information results
moreInfo:
Where found, the following types of information was removed:MetadataFil
Command Status: Succeeded

@ 1. Remove Hidden Information

Command Finish Time: 2018-11-23 11:30:02

Clean Up
2. Add Watermark

Command Name: Add Watermark

@, Remove Hidden Information (%) Command Start Time: 2018-11-23 11:30:02
? Command Status: Succeeded
Command Finish Time: 2018-11-23 11:32:11
‘ Use these tools to brand documents 3. Add Header & Footer

before distributing.

Command Name: Add Header & Footer
Command Start Time: 2018-11-23 11:32:11

a Add Watermark @ Command Status: Succeeded
Command Finish Time:  2018-11-23 11:33:16
™
Add Header & Footer @ 4. Save As
Command Name: Save As
[g] Save As @ Command Start Time: 2018-11-23 11:33:16
Command Status: Succeeded
Command Finish Time:  2018-11-23 11:34:16
Full Repart

11 In Acrobat Pro, leave the Action Wizard tool and the document open.

Creating an action

You can create your own actions, assembling Acrobat steps and instructional steps
to automate a process or to make it more consistent. Before you create an action,
consider the steps involved and the logical order for those steps. For example,
encrypting a document with password protection should be among the last steps
in an action.

You'll create an action for preparing a multimedia presentation in Acrobat DC Pro.
The steps you'll include are adding a header or footer to visually link the pages to
each other, adding video files, creating page transitions, setting the file to open in
Full Screen mode, and then adding a password to the document to prevent others
from making changes.
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1 In the Action Wizard toolbar, click New Action.

The Create New Action dialog box is divided into two panes. The left pane displays
tools that you can include in the action (arranged by category). In the right pane of
the dialog box are options for files to be processed and the steps you've added to the
action. Use the buttons on the far right to design the action’s appearance; you can add
dividers, panels, and instructions.

2 In the Create New Action dialog box, make sure Add Files is chosen from the

Default Option menu.

I Action Wizard E’ New Action E‘* Manage Actions @ More Actions (Web) (g, New Custom Command :

[ ] Create New Action
Choose tools to add: Action steps to show:
* Content Files to be Processed Eé
* Pages Currently open file as default Gb
* Forms —_
Default option: 4]
* Recognize Text l}) Add Files... =
Untitled

* Protection

* Document Processing

* Accessibility

* Save & Export

' GoTo

* More Tools

Cancel

You can apply an action to an open file, or the action can prompt the user to select
a file or folder, require the user to scan a document, or open a file from cloud storage.
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Tip: If you change
your mind about a step,
you can delete it. Select
the step, and then click
the Remove button (i)
on the right side of the
dialog box. To change
the order of steps, use
the Move Up and Move
Down buttons.

Adding steps to an action
Now you're ready to add the steps.

1 Expand the Pages category in the left pane of the dialog box, and select Add
Header & Footer.

2 Click the Add To Right-Hand Pane button (&,) in the middle of the dialog box.
The Add Header & Footer step appears in the panel in the list on the right.

3  Make sure Prompt User is selected for the step. When the action runs, the user
can customize the header or footer for the presentation.

® Create New Action
Choose tools to add: Action steps to show:

* Content Files to be Processed £
~ Pages Currently open file as default Gb
O Rotate Pages D E -

Default option: L
Til] Delete Pages (B Ad Fies..
IS Replace Pages
3 Untitied
I}': Crop Pages

Ia Add Header & Footer
= insert Pages = 0}
E Spacify Settings
L‘ﬁ Insert Blank Page Prampt User
B Add Header & Footer
Remove Header & Footer
Add Background
Remove Background
Add Watermark
Gancel Sava

The next step is to add video files. There is no Add Video step available in the Create
New Action dialog box, so you'll add an instruction step for the user.

4 Click the Add Instruction button (@) on the right side of the dialog box.
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5 In the Add Or Edit Label dialog box, type Add video files as appropriate.
To add a video, click Add Video in the Rich Media toolbar, drag a box
on the page, and select the video file and any settings. Then click Save.

You can add as much or as little information as you want in an instruction step.

If you're sharing your action with people who are less familiar with Acrobat, con-
sider providing detailed steps. If you're creating an action for yourself, a reminder
to perform the step, such as “Add video,” may be enough.

6 Click Pause for the step you created to give the user time to read your

instructions.

Untitled

Add or Edit Label

Instructions:

Add video files as appropriate. To add a video, click Add Video in the Rich Media
toolbar, drag a box on the page, and select the video file and any setting:

Cancel

o | (@

Add Header & Footer

Add video files as appropriate. To add a
video, click Add Yideo in the Rich Media
toolbar, drag a box on the page, and
select the video file and any settings.

Nl ——

While an action is running, you can’t access the Tools pane or the Tools Center.
So if you need users to access a tool, add a Go To step. In this case, you want the
user to use the Add Rich Media tool to add a video.

7 Expand the Go To category, and double-click Add Rich Media.

f'é PDF Standards

[ Cercates
(&) Accessibilty

3 Ada Rich Media

JavaScript
El Index

[ Measure
fé More Tools

* More Tools

Untitled

[E) Add Header & Footer

Add video files as appropriate. To add a
video, click Add Video in the Rich Media
toolbar, drag a box on the page, and
select the video file and any settings.

£ Add Rich Media

Cancel

Save
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8 Expand the Document Processing category in the left pane, and double-click
Page Transitions.

o Add Header & Footer
~ Document Processing =
Add video files as appropriate. To add a .@-
% Prefiight video, click Add Video in the Rich Media
toolbar, drag a box on the page, and
L[b'o Page Labels select the video file and any settings.
(e13) Page Transitions L £ Add Rich Media
) Reduce File Size [<5) Page Transitions
Set Open Options [=] Specity Settings
Prompt User
I[P create Bookmarks from Structure
_Cancl JINL S

When you double-click an option on the left side, it’s automatically added as a step
on the right.

9 Click the Specify Settings button in the Page Transitions step.

10 Choose Dissolve from the Transition menu, and then choose Medium from
the Speed menu. Then click OK.

Page Transitions

Page Transition

Transition: (( Dissolve )

Directio

Sps«aﬂ!‘ Medium '

"] Auto Flip

oo

Page Range

© Al pages in document

" Pages range:

Cancel mk

11 Deselect Prompt User in the Page Transitions step.

Acrobat will automatically apply the options you select for the Page Transitions
step, without prompting the user.
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12 In the left pane, double-click Set Open Options in the Document Processing

category.

13 Deselect Prompt User, and then click the Specify Settings button for the new
step. In the Set Open Options dialog box, choose Yes from the Open In Full

Screen Mode menu, and then click OK.

" Bookmarks and Page
7 | Thumbnail Images and Page

(" Layers and Page

°Lsm Asls

‘Window Options

Set Open Options
Initial View Open Action
" Page Only Leave As Is

Page Layout: | <Leave As Is> B

User Interface Options

E Add Rich Media Resize Window To Initial Page: w Hide Toolbar: _M
Open In Full Screen Mode: | Yes Hide Window Controls: | <Leave As Is> B
@3 Page Transitions
Centar Window On Screen: | <Leave As Is> a Hide Menubar: | <Leave As [s> B
Set Open Options = -
E Pt Display D Title: | <Leave As s>
Specify Settings
El CERN o,
[_| Prompt User —_— k

14 Expand the Protection category, and then double-click Encrypt. Make sure
that Prompt User is selected in the Encrypt step so that each user can set an

individual password.

~ Protection
a Encrypt '

""""""""" |;['N'Jl]'ﬁb‘d Y& ooy T

Add video files as appropriate. To add
a video, click Add Video in the Rich
Media toolbar, drag a box on the page,
and select the video file and any

o,

[ wark for Redaction :
settings.

% Apply Redactions

] Adc rien Media

{5), search & Remove Text I3 Page Trensiions =]
[£ Remove Hidgen Informtion ot PverCrtlcra
.
‘?_-'1 Sanitize Document a Eﬁcryp(
* Document Processing [E=] Specify Settings
Prompt User
Cancel Save
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Saving an action

When you've added all the steps, confirmed that they’re in the appropriate order,
and specified the options you want, save and name the action.

1 Click Save.
2 Name the action Prepare Multimedia Presentation.

3 For the action description, type Add video, headers, transitions, and a password
to a presentation. Then click Save.

Save Action

Action Name:
Prepare Multimedia Presentation

Action Description:

Add video, headers, transitions, and a password to a presentationJ |

Cancel mk

Give actions names that help you remember what the actions do. It’s usually a good
idea, especially if you'll be sharing the action, to describe the product of the action

or when you should use it, such as when you're preparing documents for a particu-
lar client or purpose.

Testing an action

Now you'll test-drive your action to ensure it works the way you expect. You'll create
a multimedia presentation for a fictitious beverage company.

1 Choose File > Open, and open the Aquo_presentation.pdf file in the
Lesson12/Assets folder.

2 Click Tools, and then open the Action Wizard tool.

3 In the Actions List, select Prepare Multimedia Presentation. The action steps
replace the Actions List, and the open document is the default file to be processed.

4 Click Start to proceed to the first step in the action.

ACTIONS LIST € Prepare Multimedia Pre...
Files to be processed:
[ Prepare Multimedia Pres...] Aqua_presentation.pdf
| % Add Filas. -
Make Accessible
Publish Sensitive Informa... Untitled
R g PRRECRCIESF S Lite fee S S e I L s AL SRy I R |
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5 In the Add Header And Footer dialog box, click an insertion point in the Left

Header Text box, and then type Aquo Shareholders Meeting 2019. Change
the font size to 10, and then click OK.

Q0. Add Header and Footer
Saved Settings: @ ot savec B Dslete | Save Settings... |
Fant Margin (Inches)
Name: | Arial B s I u m Top: |05 2| Bottom: |05 (2]
Appearance Options.. Left: |1 | (] Right: ‘ 1 2]
Left Header Text Center Header Text Right Header Text
(Aqun Shareholders Meeting 2019)
Left Footer Text Center Footer Text Right Footer Text
|_Insert Page Number | | InsertDate | Page Number and Date Format...
Preview
Preview Page |1 ) ofs e Range Opli

CLEAR

LY

ACTLIG Y

padiasftaads adtande addadansdannds o

| Help |

The instruction step you created appears on the screen. Because you selected the
Pause option for the step, the user must click Click To Proceed in order to continue
working through the action. You'll add a video.

6 Click Click To Proceed in the instruction box. Acrobat opens the Add Rich Media
tool and presents another informational message at the bottom of the
application window.

Please read or follow the instructions below:

Add video files as appropriate. To add a video, click
Add Video in the Rich Media toolbar, drag a box on the

Please click the button below to switch back to action
page, and select the video file and any settings.

pane after you are done with Add Rich Media pane
| Click to proceed Click to proceed
N/
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© Note: Adobe Flash
Player is required to
insert and play the
video. You may be
prompted to install
Adobe Flash Player if
it's not on your system.

© Note: Acrobat
reports how secure your
password is when you
create it. To help you
work through the action
quickly, we're using a
very simple password
with only a Medium
rating. When you create
passwords, strive for a
Strong rating.

7 Click Add Video in the Add Rich Media toolbar. Drag a box over the right half
of the bottle ad page (the first page in the document). Click Browse or Choose,
select the Aquo_T03_Loop.mp4 file from the Lesson12/Assets folder, and click
Open. Then click OK.

I Add Rich Media (1) Add 30 AddButton  ®{3 AddSound () Add SWF

CLEARLY.

GREEN

8 Click the Play button to preview the video file. When you're done, click the
Pause button to stop it. Then click Click To Proceed in the informational box
to proceed to the next step.

Acrobat automatically performs the next two steps—adding page transitions and
setting the presentation to open in Full Screen mode—because no input is required.
The final step is adding a password, which does require input.

9 In the Document Security dialog box, choose Password Security from the
Security Method menu. In the Permissions area of the Password Security —
Settings dialog box, select Restrict Editing And Printing Of the Document.
In the Change Permissions Password box, enter Aquo1234 as the password.
Then click OK.

Avoiding the Full Screen
mode warning

By default, Acrobat warns you when a PDF file is set to be opened in Full Screen
mode, because it is possible for malicious programmers to create PDF files

that appear to be other applications. If you click Remember My Choice For This
Document, Acrobat will not show the warning again when you open the presenta-
tion on this computer. If you are presenting material on your own computer, you
can change the preference so that Acrobat will not display the warning at the begin-
ning of your presentation. To change the preference, choose Edit > Preferences
(Windows) or Acrobat > Preferences (macOS), and then click Full Screen on the left.
Deselect the Alert When Document Requests Full Screen option.

282 LESSON 12 Using Actions (Acrobat Pro)



Password Security - Settings

Document Open

| Require a password to open the document

! No password will be required to open this document.

Permissions

( Restrict editing and printing of the dm:ument)A password will be required in order to change these permission settings.

Printing Allowed: | None

Changes Allowed: | None B

| Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired
Change Permissions Password: I sssssses I —-- Medium

Options

Compatibility: Acrobat 7.0 and later Encryption Level: 128-bit AES
° Encrypt all document contents
o Encrypt all document contents except metadata (Acrobat 6 and later compatible)
") Encrypt only file attachments {Acrobat 7 and later compatible}

! All contents of the document will be encrypted and search engines will not be able to access the document's metadata.

Help Cancal mk

10 Click OK in the informational dialog box, enter the password again when
prompted, and then click OK. Click Close to close the Document Security
dialog box.

The Action Wizard pane shows that the Prepare Multimedia Presentation action
has been completed.

11 Choose File > Save As, name the presentation file Aquo_meeting.pdf, save
it to the Lesson12/Finished_Projects folder, and then click Save.

12 Close the document. If you want to see the presentation open in Full Screen
mode with its header and page transitions, open the Aquo_meeting.pdf file in
Acrobat. When you're done, press the Esc key to exit Full Screen mode, and then
close the file.
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Tip: You can edit
actions after you create
them: Click Manage
Actions. In the Manage
Actions dialog box,
select the action name,
and click Edit.

Sharing actions

You can share actions you create or edit with other users.

1 If you're using macOS, open a PDF file so that you can access tools.
2 Open the Action Wizard tool.

3 Click Manage Actions in the Action Wizard toolbar.

4 Select the Prepare Multimedia Presentation action, and click Export.

I Action Wizard Eé, New Action E‘-ﬁ Manage Actions @ More Actions (Web) é New Custom Command !

Manage Actions
Select an Action
E Prepare Multimedia Presentation Edit
E Make Accessible __Rename
E Archive Documents Copy

E Publish Sensitive Information e
E Optimize for Web and Mobile
Mova Lo
E Optimize Scanned Documents
E Prepare for Distribution

Prepare Mulitmedia Presentation

Import

_Close _

5 Name the action Prepare Multimedia Presentation (the default name), save
it in the Lesson12/Finished_Projects folder, and click Save.

The action file is saved with the .sequ extension. You can copy .sequ files or email
them to other users. To open an .sequ file that someone has sent you, click Import
in the Manage Actions dialog box, and select the action file.

6 Click Close to close the Manage Actions dialog box. Then close any open
documents, and quit Acrobat.
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Review questions

1 What is an action in Acrobat DC Pro?

2 How can you create a step in an action if the step isn’t available in the left pane
of the Create New Action dialog box?

3 How can you share an action with others?

Review answers

1 An action is a collection of steps: Some steps, such as adding tags to a document,
can be performed automatically by Acrobat. Some steps, such as removing hidden
information, require input as to what to remove or add, or which settings to use.
Other steps, such as adding bookmarks, cannot be done automatically, because you
need to use human discretion to create and name the bookmarks.

2 To include a step that isn’t predefined in Acrobat, click the Add Instruction button,
and then type instructions to the user.

3 To share an action, click Manage Actions in the Action Wizard toolbar, select
the action you want to share, and click Export. Then send the resulting .sequ file
to the person you want to share the action with.
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USING ACROBAT IN
PROFESSIONAL PRINTING

Lesson overview
In this lesson, you'll do the following:
* Create Adobe PDF files suitable for high-resolution printing.

e Preflight an Adobe PDF file to check for quality and consistency
(Acrobat Pro).

e View how transparent objects affect a page (Acrobat Pro).
* Configure color management.

» Use Acrobat to generate color separations.

This lesson will take approximately 60 minutes to complete. Download
the project files for this lesson, following the instructions in the Getting
Started section under “Accessing the lesson files and Web Edition,” if you
haven’t already done so. As you work on this lesson, you'll preserve the
start files. If you need to restore the start files, download them from your
Account page.



METHOD &

PROCESS

Self reinvention is something we
all entertain, and the way fashion
allows us to dream.

lice Ritter is kneeling at the feet

of a long-limbed model, one of

a dozen milling around a pho-

tography set in clothes from her

Fall-Winter 2011 collection. It is
crucial that she get the girl's pant legs scrunched
just 30 for the shool. Precise, but with an unstud-
jed symmetry that somehow comes off as casual.
She readily admits to being obsessed with this
level of detail, because it's where story springs
from. “Design is storytelling” Ritter explains,
“You start to draw, then you go into the details
and the story takes over”

As much as detail is the motor that drives
the story inherent in an Alice Ritter piece, its
also what provokes an emotional response to
the item. “The piece has to trigger an emotion,”
Ritter believes, and the seat of emation is detail.
Detail grabs you by the scruff of the neck. It slips
its hand in yours. It follows you home. Detail is
what makes an item “really special,” she says, “the
one dress you'll wear for ten years”

So she sweats the small stuff, crafting and
editing a fresh batch of stories with each new
collection. The unifying design element--the sig-
nature plotline threading one season to the next-
-ix the vision of a better Alice. One who regularly
tumbles down the rabbit hole 1o see where the

Acrobat Pro provides professional printing tools,
including preflighting and transparency previews,

path might lead her. The story she's telling and

the design process that leads her there is “a re-

flection of my journey, my self-discovery. A big
part of my identity—or my dreamed identity—
goes into my design”

Which raises a really good question: Who is
Alice Ritter anyway? There are at least two ways
to tell that story.

A small-town French girl raised in a nice
family with traditional bourgeois values, she
grew up playing dress up in her grandparents’
attic with a cache of 19th century gowns and
corsets. While that piqued her interest in fash-
ion early on, the couture in the pages of French
Vogue—Chanel, Yves Saint Laurent and Balmain
and the rest—hooked her for life on design. *1

to help you achieve high-quality output.
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Creating PDF files for print and prepress

As you learned in Lesson 2, there are many ways to create a PDF file from your
original document. No matter which method you choose, however, you need to
use the appropriate PDF preset for your intended output. For high-resolution,
professional printing, specify the Press Quality PDF preset or a custom PDF
preset provided by your printer.

About Adobe PDF presets

A PDF preset is a group of settings that affect the process of creating a PDF file.
These settings are designed to balance file size with quality, depending on how the
PDF file will be used. Most predefined presets are shared across Adobe Creative
Cloud applications, including Adobe InDesign, Adobe Illustrator, Adobe Photoshop,
and Acrobat. You can also create and share custom presets to meet your own needs.

Presets that include “(Japan)” in their names are specifically designed for Japanese print
workflows. For more detailed descriptions of each preset, see Adobe Acrobat DC Help.

e High Quality Print creates PDFs for quality printing on desktop printers and
proofing devices.

e Oversized Pages creates PDFs suitable for viewing and printing engineering
drawings larger than 200 by 200 inches.

¢ PDF/A-1b (CMYK and RGB) standards are used for the long-term
preservation (archival) of electronic documents.

¢ PDF/X-1a standards minimize the number of variables in a PDF document
to improve reliability. PDF/X-1a files are commonly used for digital ads that
will be reproduced on a press.

e PDEF/X-3 files are similar to PDF/X-1a files, but they support color-managed
workflows and allow some RGB images.

e PDEF/X-4 has the same color-management ICC color specifications as PDF/X-3,
but includes support for live transparency.

e Press Quality creates PDF files for high-quality print production (for example,
for digital printing or for separations to an imagesetter or platesetter).

e Smallest File Size creates PDF files for displaying on the web or an intranet,
or for distribution through an email system.

e Standard creates PDF files to be printed to desktop printers or digital copiers,
published on a CD, or sent to a client as a publishing proof.
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Guidelines for creating print-ready PDF files

By the time you submit a PDF file to a printer, the die has been cast. A printer can coax a quality print-
out from some less-than-optimal PDF files, but for the most part, the printer is restricted by decisions
made during the creative process. Following these guidelines, you can deliver the strongest, highest-
quality PDF files to a printer:

Remember that the end product is only as good as its components. For high-quality printing,
a PDF file must contain the appropriate images, fonts, and other components.

Convert only when absolutely necessary. Every time you convert text, objects, or color, you
compromise the integrity of the file. The printed product will most closely resemble your original
intent if you minimize conversions. Keep text in its original form, as fonts, rather than outlining or
rasterizing it. Keep gradients live. Maintain live transparency as long as possible. And don't convert
colors from device-independent or high-gamut color spaces, such as RGB, to device-specific or
low-gamut color spaces, such as CMYK, unless advised to do so.

Use transparency efficiently. Transparency comes into play any time you apply a blending mode
or change the opacity of an object. For the best results, keep transparency live as long as possible;
place objects you don't want the flattener to affect (such as text and line objects) above all nearby
sources of transparency, preferably on a separate layer; and use the highest quality flattener
settings if and when you flatten transparency.

Proof and preflight before creating the PDF file. Early in the workflow, you have more context
for problems, and more options for fixing them. Carefully proof the content and formatting before
creating a PDF file. Additionally, if the authoring application provides a preflight feature, use it

to identify missing fonts, unlinked images, or other issues that could result in problems down

the road. The earlier you can identify and fix a problem, the easier and less expensive it is to fix.
Certainly, technical problems found while you're still working in the authoring program are easier
to fix than problems found in Acrobat or on a printing press.

Embed fonts. To minimize the chance of complications, embed fonts in the PDF file. Read the end
user license agreement (EULA) before purchasing a font to ensure it permits embedding.

Use the appropriate PDF settings file. When you create the PDF file, make sure you're using

the appropriate settings. The PDF settings file determines how image data is saved, whether

fonts are embedded, and whether colors are converted. By default, Acrobat PDFMaker in Microsoft
Office creates PDF files using the Standard settings file, which does not meet the requirements

for most high-end printing. No matter what application you're using to create a PDF file for
professional printing, ensure that you're using the PDF/X-1a or Press Quality PDF settings file,

or the settings file recommended by your printer.

Create a PDF/X file if appropriate. PDF/X is a subset of the Adobe PDF specification, requiring
that PDF files meet specific criteria for the printing industry, resulting in more reliable PDF files.
Using PDF/X-compliant files eliminates the most common errors in file preparation: fonts that
aren't embedded, incorrect color spaces, and overprinting issues. PDF/X-1a, PDF/X-3, and PDF/X-4
are the most popular formats; each is designed for a different purpose. Ask your printer whether
you should save your file in a PDF/X format.
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Note: Some applica-
tions don't use the
standard Print dialog

boxes to create PDF files.

For example, to save

a PDF file from Adobe
InDesign, use the Export
command.

Creating the PDF file

You can create a PDF file from any application using the Print command. Because
we do not know which applications you use, we have not included a file for this
exercise. You can use any existing document or create a new document. The follow-
ing steps are appropriate for most applications.

1 Open any document in its original application.
2 Choose File > Print.
3 Do one of the following:

In Windows: Choose Adobe PDF from the list of available printers. Then
click Properties, Preferences, Printer Properties, or Setup, depending on the
application. Choose Press Quality or a custom PDF settings file.

~|  Propertics | Advanced Help @

L IPantin gldykc (black and white)
Csaveinkfoner @

In macOS: Click PDF, and choose Save As Adobe PDF from the menu. Then,

in the Save As Adobe PDF dialog box, select the Press Quality settings file or a
custom settings file from the Adobe PDF Settings menu, and click Continue.

4 In Windows, choose Prompt For Adobe PDF Filename from the Adobe PDF
Output Folder menu, and then click OK. If you do not select this option, the
Adobe PDF printer saves the file in the My Documents folder. (In macOS,
you will be prompted for a filename and location automatically.)

M Adobe PDF Document Properties x

Layout PapeyQuaity Bl Adobe POF Setings
Adobe POF Converson Setings
Use these seffings io create Adobe POF documents best suited for high-quality prepress printing

) Croated PDF can be o it and Adobe Rieador 5.0 and ks
Detaul Setings. |Press Quably ~ Edit
Adobe PDF Security. | None - Edit

Adobe PDF Ouiput Folde| | Promptior Adobe PDF filename v Browsa..,

5 In Windows, click Print or OK.
6 Specify a filename and folder for the PDF file when prompted, and click Save.
7 Close the PDF file and the original document.

For more information about selecting presets, see Adobe Acrobat DC Help.
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Preflighting files (Acrobat Pro)

Before you hand off a PDF file to a print service provider, preflight it to verify that
the document meets the criteria for print publishing. Preflighting analyzes a docu-
ment against the criteria listed in the preflight profile you specify; in addition to
identifying potential issues, many preflight profiles contain fixups that can correct
problems for you.

Ask your print service provider which preflight profile to use to accurately preflight
your document. Many print service providers provide custom preflight profiles to
their customers.

You'll preflight a file to determine whether it’s ready for digital printing.

1 In Acrobat Pro, choose File > Open, and navigate to the Lesson13/Assets folder.
Select the Profile.pdf file, and click Open.

2 Click Tools to open the Tools Center. Then, choose Add Shortcut in the menu
beneath the Print Production tool (in the Protect & Standardize category) to add
the tool to the Tools pane if it’s not already there. You'll use the tool multiple
times in this lesson.

3 In the Tools pane, click Print Production.

4 Click Preflight in the right-hand pane.

I Print Production Close

#
PLURALIST 9t output Preview @
n

& Edit Object

O Convert Colors
+. :
kel Flattener Preview

o save as POF/X

B‘J Sel Page Boxes
[8) Add Printer Marks

E? Fix Hairlines

- Ink Manager w

The Preflight dialog box lists the available preflight profiles, grouped into categories
that describe the tests they perform.
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5 Click the triangle next to Digital Printing And Online Publishing to expand
the category.

6 Select the Digital Printing (Color) profile.
When you select the profile, Acrobat displays its description.
7 Click Analyze And Fix.

Preflight u

Essentials =

Cﬁmwa Rt o Stamdards Options ~
Show all '| W HH J Find (%]
¥ Digital printing and online publishing

S5 piaital printing mAN

2 (B3 sing i I
| Optimizess the current POF document for digital printing. Comer s all colors
- wnchading spal colors - to CMYE.

¥ POF analysis

» POF fixupe

» POF/A compliance
» PDF/UA compliance
+ PDF/X compliance
¥ Prepress

» Further Optians SO nnatyze| D snalyze and ﬁxI
N

8 In the Save As PDF dialog box, name the fixed file Profile_fixed.pdf, save
it to the Lesson13/Finished_Projects folder, and click Save.

Because the profile applies fixups, it makes changes to the file. Saving the file
to a different name ensures that you can return to the original if you need to.

9 Review the results of the preflight.

Acrobat displays the results of the preflight in the Results pane. In this file, Acrobat
performed several fixups, applying compression, color conversion, and transparency
flattening, as well as other changes.
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The Results pane also notes that a white object is not set to knock out. If you were

professionally printing this document, you might want to contact your print service

provider to ensure that any factors reported in the Results pane won't cause prob-

lems when your document is printed.

10 Click Create Report.

11 Navigate to the Lesson13/Finished_Projects folder, and then click Save to save
the report with the default name Profile_fixed_report.pdf.

Acrobat creates the preflight summary report as a PDF and opens it in Acrobat.

Preflight u

Essentials =

(ﬁ Prafies * Results

x ereflight profile *Digital priting (colan* found the following errors:

w Standards Options ~

.| pages 1| - 4 from *Profile_foced pof*
4 3 pigital printing {calon
A rarce blend cotor space 1o DeviceCMYE (10 objects)
A compress all sncompressed objects using bosshess 219 compression (1 objed
A Recompress LIw as 29 (1 object)
A cConvert color to 4c for digital printing (11139 objects)
3¢ White obyect is not set to knock out (2 matches on 2 pages)
il overdew
10 preflight infarmation

ChShow in Snapl $ Embed Audit Tlall...[E,.‘

Preflight Summary Report for: Profile_fixed.pdf

Profile: Digital printing (color) (Processed pages 1 to 4)
Processed by Lisa Fridsma, Date: 11/25/2018 1:27 PM

o Finups
§ Force blend color space to DeviceCMYR (10 objects)
J Comgress all using lossless 79 1 object)

b Rocompress LZW a8 ZIF (1 object)
£+ Convert color to 4c for digital printing (11099 objects)

@ Results (Summary}
Error
3 White cibject is not set to knock out (2 matches on 2 pages) - 2,4

" Document Information
Fila nama: "Profile_ficed pdf”
Pathc"C L op ¥

POF version numbar: *1,4"

Fila sire (ME}: 1.05

Creator: "Adobe InDesign C56 (Macintosh)”
Producer: “Adobe POF Libeary 10.0.1*

Creatod: 771472012 4:10 PM™

Modified: *1 1/25/2018 1126 PM"

Trapping: “Falss®

Mumbes of platos: 4

Waened of plates: "{Cyan) (Magenta) (Yollow) (Black) *

&) Envircnmaent
Preflight, 16.2.0 (206}
Acrobat version: 1980
Dperating systemc Microsoft Windows 10 Home Edition (Bulld 17134)

12 Close the Preflight dialog box, and review the preflight summary report.

You can send the preflight summary report to your print service provider if you

have any questions about preparing the file. Note that there are five pages to the

report: The first page provides a summary of fixups and errors. The summary page

is followed by the document itself, with comments identifying where errors occur.

13 Choose File > Close to close the preflight summary report, and then choose
File > Close again to close the Profile_fixed.pdf file.

Tip: You can hide or
show individual layers
that were created in the
authoring application,
and determine which
ones will print. To learn
about showing, hiding,
and printing layers, see
Adobe Acrobat DC Help.
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Note: If your print
service provider is
using a RIP (raster
image processor) that
includes the Adobe
PDF Print Engine, you
may not need to flatten
transparency.

Custom preflight profiles

You can customize the preflight profiles included with Acrobat, import profiles
provided by your print service provider, or create your own custom profiles.

To create a new profile, open the Preflight dialog box, and choose Options > Create
Profile. To modify an existing profile, select it, click Edit next to its name, and then, if
it's locked, choose Unlocked, and give the custom version a new name. Next, choose
a group for the profile. Then expand the profile, click a category of criteria, and add or
remove specific checks or fixups. Save the profile when you're done.

To import a preflight profile, open the Preflight dialog box, and choose Options >
Import Profile. Navigate to the custom profile, which has a .kfp extension, and
click Open.

To export a profile, select the profile you want to share, and then choose Options >
Export Profile. Define the display name of the profile, and then specify the location
where you want to save it.

Working with transparency (Acrobat Pro)

Adobe applications let you modify objects in ways that can affect the underlying
artwork, creating the appearance of transparency. You may create transparency by
using an opacity slider in InDesign, Illustrator, or Photoshop, or by changing the
blending mode for a layer or selected object. Transparency also comes into play
whenever you create a drop shadow or apply feathering. Adobe applications can
keep transparency “live,” or editable, as you move documents from one application
to another, but transparency must typically be flattened before printing. In Acrobat
Pro, you can see which areas of your document are affected by transparency and
how those areas will print.

Previewing transparency

When you print to most printers,
transparency is flattened. The
flattening process separates
overlapping areas of artwork into
discrete sections that are converted

either into separate vector shapes or

rasterized pixels to retain the look

of the transparency. Objects before flattening  Objects after flattening
(Overlapping art is divided when flattened.)
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Before flattening occurs, you can
determine how much of the trans- A
parent area remains vector, and
how much becomes rasterized. f
Some effects, such as drop shadows, '\“
must be rasterized in order to -

print correctly.

If you receive a PDF file created by someone else, you may not know if or where
transparency has been applied. The Acrobat transparency preview shows you
where transparency is used in a document. This feature can also help you determine
the best flattener settings to use when printing the document.

PDF standards

PDF standards are internationally defined standards designed to simplify the
exchange of graphic content (PDF/X), archived documents (PDF/A), or engineering
workflows (PDF/E). The most widely used standards for a print publishing workflow
are PDF/X-1a, PDF/X-3, and PDF/X-4.

You can validate PDF content against PDF/X, PDF/A, or PDF/E criteria in Acrobat Pro
and save a copy of the document as PDF/X, PDF/A, or PDF/E, provided it complies
with the specified requirements. You can also save a PDF file as a PDF/X or PDF/A file
when you create the file using the Print command or the Export or Save command
in an Adobe application.

In Acrobat DC or Acrobat Reader DC, you can use the Standards pane to see infor-
mation about the file’s conformance. The Standards pane is available only if an open
document conforms to a standard; choose View > Show/Hide > Navigation Panes

> Standards to open it. If you are using Acrobat DC Pro, you can also click Verify
Conformance in the Standards pane to use the preflight feature to verify that the
PDF file is a valid PDF/X or PDF/A file.

To save a copy of an existing PDF file as a PDF/X, PDF/A, or PDF/E file in
Acrobat DC Pro:

1 Choose File > Save As.

2 Select a destination folder for the file.

3 Inthe Save As dialog box, choose PDF/A, PDF/E, or PDF/X from the Save As Type
or Format menu, and click Settings.

4 Select the version of the standard and any other options, and click OK.
5 Inthe Save As dialog box, name the converted file, and click Save.

Acrobat converts the file, displaying messages about its progress.

Tip: In Acrobat DC
Pro, you can quickly
see whether a PDF file
includes transparency:
Select Output Preview
in the right-hand pane
of the Print Production
panel. At the bottom
of the Output Preview
dialog box, Acrobat
reports whether the
page has transparency.
If it doesn't, there’s no
need to flatten it.
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You'll preview transparency in the Profile.pdf file.
1 Open the Profile.pdf file from the Lesson13/Assets folder.

2 Navigate to page 1 of the document. If the entire page is not visible, choose
View > Zoom > Zoom To Page Level.

3 Open the Print Production tool, and then click Flattener Preview in the right-
hand pane.

Flattener Preview H
Preview Settings

Refreh Hightight | Mone {Calos Preview) ..

Transparency Hattener Preset Options

Preset; | [High Resolution] -
Reset Save [E2E
Raster/Vector Balance:
] imu

Rasters Vectors
Lirwe At and Tewt resalution: ‘_?Dﬂ ~| ppi

y o T
Gradient and Mesh resolution: 300 | ppi

[l Commbrt All Tast ta Outfines:
[T Cameert All Strokes to Outlines
Clip Complex Regionm

[] Preserve Cherprint

0K, Caneel

Page-Level Transparency Blending Color Space

Appiy to POF
Color Space: DieviceCMYK. Change... O AN s At
G Settings For Flate Images: ® Oure page
Monochrome: |CCITT Ground | (2 Pages range: From: "— Too l"—
Gapscole:. |ZP 2  Awey
Color: PG v Quality, |Medium |~

The Flattener Preview shows a preview of page 1 of the document on the right side
of the dialog box.

Specifying flattener preview settings

You can select different settings to preview different aspects of the way transparency
interacts with objects in the document.

1 In the Flattener Preview dialog box, choose All Affected Objects from the
Highlight menu. Nearly the entire page is highlighted in red, indicating that the
objects themselves have transparent properties or interact with objects that
have transparent properties. Only a few items, including the text at the bottom
of the page, are not affected by transparency.
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2 Choose High Resolution from the Preset menu in the Transparency Flattener
Preset Options area. The preset determines how much of the artwork remains
vector and how much is rasterized. For professional printing, use the High
Resolution preset unless your print service provider advises you differently.

Flattener Preview

Breview Settings

Refrash

Transparency Flattener Preset Options

Rl o0 resonion G

et Save Drelste
Raster/Vector Balance:
§ [
Rasters Vextors
Line Art and Test resolution; | 1200 | wpl
Gradientand Mesh resolitioe: 300 | pgi

] Convert All Text to Gutlines
[ Convert A1l Strokes 10 Cuttines
Clip Compéex Regions

b Preserve Cverprint

ok Canced

What is rasterization?

Rasterization is the process of changing vector objects, including fonts, into
bitmap images to display or print them. The number of pixels per inch (ppi)

is referred to as the resolution. The higher the resolution in a raster image, the
better the quality. When flattening occurs, some objects may need to be rasterized,
depending upon flattening settings.

Blue
Desi

Blue
Desi

Blue
Desi

Vector Object

Rasterized at 72 ppi

Rasterized at 300 ppi
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Tip: You can find
more information about
printing transparency
on the Adobe website
at www.adobe.com.

3 Click the left end of the Raster/Vector Balance slider, or type 0 in the box.

Then click Refresh in the Preview Settings area, and choose All Affected
Objects from the Highlight menu. Everything on the page is highlighted
in red, indicating that everything would be rasterized at this setting.

Flattener Preview
Preview Settings

Transparency Flattener Freset Options

FPreset: |Custom

Reset Save Delete
RasterVector Balance:
G =
Hasters Vectars
Une Artand Textresclion: 1200 | ppi
Gradient and Mesh rescluion: [300 - poi

Convert All Text fo Outlines
Conyert All Strokes to Outlines
Clip Carmpies Rogions

Proverva Oworpeint

ok Cameed

Fage-Level Transparency Blending Color Space

Apply 1o POF
i 4 S (2 A pages in document
[« ion Settings For Flattiencr. Images: 1®) Current page:
Manochome: 1COTT Groupd. | & ) Pages range: From: ’I— Tor (l‘—
Graysale 2P - Apply
Cotor: |FEG ~ Quality |Medium |~

4 Make other selections to see how the settings affect the document. When you
are finished, click the close button in the upper right (Windows) or upper left
(macOS) corner of the window to close the Flattener Preview window without
applying your settings.

If you want to use the selected transparency flattener settings when printing, click
Apply in the Flattener Preview dialog box.
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About flattening options in
the Flattener Preview dialog box

Line Art And Text Resolution determines the resolution at which line art

and text are rasterized. Because line art and text involve a sharper contrast
around the edges, they need to be rasterized at a higher resolution to maintain
a high-quality appearance. A resolution of 300 ppi is sufficient when proofing,
but this should be increased to a higher resolution for final high-quality output.
A resolution of 1200 ppi is typically sufficient for high-quality output.

Gradient And Mesh Resolution determines the resolution at which
gradients and meshes, which are sometimes called blends, will be rasterized.
The resolution should be set appropriately for your specific printer. For
proofing to a general-purpose laser printer or inkjet printer, the default
setting of 150 ppi is appropriate. For printing to most high-quality output
devices, such as a film or plate output device, a resolution of 300 ppi is
usually sufficient.

Convert All Text To Outlines ensures that the weight of all text in the
artwork stays consistent. However, converting small fonts to outlines can
make them appear noticeably thicker and less readable (especially when
printing on lower-end printing systems).

Convert All Strokes To Outlines ensures that the weight of all strokes in the
artwork stays consistent. Selecting this option, however, causes thin strokes
to appear slightly thicker (especially when printing on lower-end printing
systems).

Clip Complex Regions ensures that the boundaries between vector artwork
and rasterized artwork fall along object paths. This option reduces stitching
artifacts that result when part of an object is rasterized while another part
remains in vector form (as determined by the Raster/Vector slider). Selecting
this option may result in extremely complex clipping paths, which take
significant time to compute, and can cause errors when printing.

Preserve Overprint blends the color of transparent artwork with the
background color to create an overprint effect. Overprinted colors are two
or more inks printed on top of each other. For example, when a cyan ink
prints over a yellow ink, the resulting overprint is a green color. Without
overprinting, the underlying yellow would not be printed, resulting in a
cyan color.
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Setting up color management

Using color management can help you achieve consistent color throughout your work-
flow. Color profiles describe the characteristics of each device. Color management uses
those profiles to map the colors possible for one device, such as a computer monitor,
with the colors possible on another device, such as a printer.

1 Choose Edit > Preferences (Windows) or Acrobat > Preferences (macOS), and
select Color Management from the list on the left.

Note: You can 2 From the Settings menu, choose North America Prepress 2. With this setting,

synchronize color Acrobat displays colors as they generally appear when printed using North

management . L
settings for all the American printing standards.
Adobe Creative
. . . Preferences b4
Cloud applications in
Adobe Bridge, which Sheones Chior St
H H Commenting ~ For mone information on color settingt. search for “sefting up color management” in Hilp.
is available as part s
of a Creative Cloud il Seregn
General
membership_ See Page Display ‘:eu-nqr_ S
Bridge Help for 3D & Mutmedta Working Saaces
. . AL ibility
more information. Ay nce: [ Adoue RGE (1958
Adobe Ordine Services
Catatog CMYK: | US. Wb Coated (SWOR) v
Color Management
Content Editing Grayscale: | Dot Gadn 20°%

Carwert From POF
Convert To PDF
Email Accounts Comersion Oplions

Farms
Engine: | Adabe (ACE)

Identity

Intemat a

NarvaScript [] e black point compensation
Language

Meawsing (20} Bescriplion

Measuring (30)

Measuring (Goo) jon of content for common printing conditions in North America. CMYX values are presorved. Profile wamings ane enabled.
Multimeedia (egacy)
Multimedia Trust Jegacy)
Reading

Heaewng

Search

Security

Security (Enhanced)
Signatures

o] o

The setting you select determines which color working spaces are used by the appli-
cation and how the color management system converts colors. To view a description
of a setting, select the setting, and then position the pointer over the setting name.
The description appears at the bottom of the dialog box.

ACE (Adobe Color Engine) is the same color management engine used by other
Adobe graphics software, so you can be confident that color management settings
applied in Acrobat will mirror those applied in your other Adobe applications.

3 Click OK to close the Preferences dialog box.
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Previewing your print job (Acrobat Pro)

You've already previewed how transparency will print. Now you'll preview color
separations and verify the resolution of individual objects. You'll also perform a soft
proof—that is, you'll proof the document on the screen without having to print it.

Previewing color separations

To reproduce color and continuous-tone images, printers usually separate artwork
into four plates, called process colors—one plate for each of the cyan, magenta,
yellow, and black portions of the image. You can also include custom pre-mixed
inks, called spot colors, which require their own plates. When inked with the
appropriate color and printed in register with one another, these plates combine
to reproduce the original artwork. The plates are called color separations.

You will preview color separations from this document using the Output Preview
dialog box.

1 Make sure you're viewing page 1 of the document, and that the Print Production
tool is open.

2 Click Output Preview in the right-hand pane.

3 Choose Separations from the Preview menu.

Output Praview u
Simulate
Simulation Profile: | U.S. Web Coated (SWOP) v2 v
Simulate Overprinting Page has Overprint: Mo
[[]simulate Paper Calor [ 5et Page Background Colar
[CISimulate Black Ink Ink Manager
Shaow
B Show: |All ~| Waming Opacity: [100 %
¢ Output Preview
[C]Show art, trim, & bleed boxes Set Page Boxes
&, Prefiight jé
o) M
G Edit Object
Separations
[ Convert Colors e
* 0 prcd M Process Plates
kug Flattensr Preview W Process Cyan 67%
&n I Process Magenta 58%
Lg ~ave a5 POF/X W Pracess Yellow n%
13 Process Black g%
[ Spot Plates
D‘\J Set Page Boxes [ TOYO 0349 0%
M B TOYD 0343 0%
@ Add Printer Marks Total Area Coverage 165%

The Separations area of the dialog box lists all the inks that are included in this
document for printing. There are four process inks (cyan, magenta, yellow, and
black) and two spot colors (TOYO 0349 and TOYO 0343).
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4 Drag the Output Preview dialog box to the side so that you can see the document.
Then, in the Output Preview dialog box, deselect every ink except TOYO 0349.
The items that remain on the page use the selected ink.

Cutput Preview -
Simulate

Simulation Profiles |US. Web Coated (SWOP) 2 _

[ Simulate Cverprinting Page has Overprint Na
[ Simulate Paper Color [ Set Page Background Color [m

[ simulate Black Ink t-l:;uQnagu :
Show

Show: (A1 v| Warming Opaciy: [100 %

() Shaw art, trim, & bleed baxes [ Sel Page Boxes
Preview; iSeplmlﬁm ~
Separations

0

(miy 0%

(m] 0%

(m] 0%

O 0%

o

B )

[m] 0%

0%

5 Deselect TOYO 0349, and select Process Magenta. Only those items that would
print on the magenta plate appear.

Simulate
Profile: f'p._smb Coated (SWOP) v2 v'__é
[l Simulate Overprinting  Page has Overprint: Mo
[Jsimulate PaperColor [ Set Page Background Color [ ]
ClSimulate Blacklsk | InkManager |
Show
Show: | All ¥| Waring Opacity: 100 %
Clshowar, tim, & bleedbowes | Set Page Boxes
> Tip: If you wanted Preview: |Sepatations o
to remap a spot color to Separations
a process color in order Name
to limit the number of l': IM“M
B Process © 0%
plates, and thus the ] == —
expense, of a print job, [w] Process Yellow 0%
you could use the Ink [ [ Process Black o%
M I ilabl O Spot Plates
! anager, also avalla e O Bl 10v0 0349 i
in the Output Preview o TOY0 0343 0%
dialog box. Total Area Coverage 24%

6 Select all the inks again.

302 LESSON 13 Using Acrobat in Professional Printing



Soft-proofing your document

You can use the Output Preview dialog box to soft-proof a document, so that you
can see onscreen how your document will look when printed. Use the simulation
settings to approximate the color.

As you change the profile chosen in the Simulation Profile menu, color shifts on the Note: If you're
monitor. When you soft-proof a document, select the simulation profile that matches working with a PDF/X

. . . PDF/Afile, th
your output device. If you use accurately calibrated ICC profiles and have calibrated or & e
color profile that is

your monitor, the onscreen preview should match the final output. If you haven't embedded in the file
calibrated your monitor or your profiles, the preview may not provide an exact as its output intent s
match. For information about calibrating your monitor and profiles, see Adobe automatically selected.
Acrobat DC Help.

Inspecting objects in a PDF file

You can take a closer look at individual graphics and text in a PDF file using the
Object Inspector. The Object Inspector displays the image resolution, color mode,
transparency, and other information about the selected object.

You'll check the resolution of the image on page 2.

1 Choose Object Inspector from the Preview menu in the Output Preview
dialog box.

2 Scroll to page 2, and click the image of the woman.

Output Preview u

Simulate
Simulation Profile; | U.S. Web Coated (SWOP) v2 ~
Simulate Overprinting  Page has Overprint: Yes
Self reinvention is something we ’ § -
% 8} [ Simulate Paper Color Background Color "
all entertain, and the way fashion
allows us to dream. [ simulate Black Ink
Shaw

P ——

e ong it modl, one of

dazen illing around. Shaw, (Al Waming Opacity: 100 %

g ikt o

L Winer 201 elloction T
sl s s [ Show art, trim, & bleed boxes Set Page Boxes
eyt i e e i el
She ey s s belng o i
leecf il b s whe ey s -
fram. “Diesign i stoeytelling? Ritter explaics. Preview, |8 b
o e, ey gt the s
iy ezt
thelbem, “The plece has to Uigger an emolioa?  gues bnta my design” [ Filled Path: Image
ke Fp—— :

sl ColorSpace: DeviceCMYK
il =y e = Image Attributes
L2l - sizes 1213 x 976 pixels (4418 x 3,555 in)
i e o bits/pinel: 32
i ig m),.,,,‘ it resolution: horizontal 274.543 pixels/in vertical 274.543 pixels)
vl i One <y Vo, o Lt filters: IPEG
Overprint=False OPM=1 ri=Relative Colonmetnic
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Tip: You can
document the
information the Object
Inspector reports for
easy access later. Shift-
click an area to create
a comment with that
information.

Tip: Overprinting is
automatically displayed
accurately in PDF/X
files in all versions
of Acrobat DC and
Acrobat Reader DC. You
can change the settings
to display overprinting
accurately for all files
in the Page Display
pane of the Acrobat
Preferences dialog box.

The Object Inspector lists attributes of the image you clicked, including the image
resolution: 274.543 by 274.543 pixels.

3 Click the body text on the page. The Object Inspector displays information
about the text, including the font and type size.

4 Close the Output Preview dialog box, and then close the Print Production tool.

Advanced printing controls

You'll use the advanced printing features of Acrobat DC Pro to produce color
separations, add printing marks, and control how transparent and complex items
are imaged.

1 Choose File > Print.

2 In the Print dialog box, choose a PostScript printer. In Windows, if you do not
have a PostScript printer available, you can choose Adobe PDFE.

Some advanced printing options, including color separations, are available only for
PostScript printers. The Adobe PDF printer uses a PostScript printer driver, so it
provides access to the options covered in this exercise.

3 In the Pages To Print area, select All.

4 In the Page Sizing & Handling area, select the Size tab, and then select Fit.
The Fit option reduces or enlarges each page to fit the paper size.

5 Click Advanced near the top of the Print dialog box.

There are four options on the left side of the dialog box: Output, Marks And
Bleeds, PostScript Options, and Color Management.

6 Select Output, and then choose Separations from the Color menu.
7 Click the Ink Manager button in the Ink Manager area.

8 In the Ink Manager dialog box, select the icon to the left of TOYO 0349. The icon
changes into a CMYK color swatch, indicating that this color will be printed as a
process color, using the cyan, magenta, yellow, and black plates.
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Ink Manager x

Name Type Density Sequence

‘ Process Cyan Normial 0e10 1

‘ Process Magenta Normal 0.760 2

K Process Yellow Normal 0.180 3

E Process Black Marmal 1.700 4

X TOYO 0349 Normal 0576 5

_k TOYO 0343 Normal 0.326 ]

Ink Manager x

Name Type Density Sequence

Process Cyan Normal 0610 1
Process Magenta Normal o760 2
Process Yellow Normal 0.160 3
Process Black MNormal 4

Acrobat will mix cyan and black to simulate the dedicated ink that is used
to produce the TOYO 0349 spot color. In many cases, it is more cost-effective
to use a mixture of CMYK inks than to add an entirely new spot color ink.

To globally convert all spot colors to their CMYK equivalents, select Convert
All Spots To Process.

9 Click OK to close the Ink Manager dialog box.

10 In the Advanced Print Setup dialog box, select Marks And Bleeds from the
list on the left. Select All Marks to enable trim marks, bleed marks, registration
marks, color bars, and page information to print on each plate, outside the
edges of the document.

Advanced Print Setup x
Setings | Custom » Dbl Save 5
Printer;  Adobe POF [l print to File: [ print As Image: 300 ~| dei
Marks
bl Trimm Marks Line Weight | 025 ~| pt
Y be] Bleed Marks
| Output
| Maris and Bleeds L] Registration Marks
PostSeript Options
| Calor Managerment [ Color Bars
L o] [} Page Informaticn
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11 Select Color Management from the list on the left.
12 Choose Acrobat Color Management from the Color Handling menu.

Note: If you've 13 Choose Working CMYK: U.S. Web Coated (SWOP) v2 from the Color
chosen a printer that

does not support

Profile menu.

CMYK printing, the Advanced Print Setup X
Working CMYK profile

Wi” not be available in Settings: Custom > Dl Save As

the Color Profile menu. Printer;  Adibe POF [ Print tes Filer [ Print s imager 300 dpi

In that case, choose
the Working RGB
profile instead.

Celar Managemaent
Color Handling: | Acrobat Color Management w
Color Profile: | Working CMYE: US. Web Coated (SWOP) v2 -

Cutput Color,  Separations

Output
Marks and Bleeds [ Trean grays as K-cnly grays
PostScript Options

[ Preserve Black
[ Priscarve CAAYE Primaries

Apply output preview settings

Uses specifications designed to produce quality separations using US, inks under the fallowing printing canditions: 100%
total area of ink coverage. negative plate, coated publication-grade stock.

The color profile you select should match the device you will be printing to.

14 Click Save As at the top of the Advanced Print Setup dialog box, and save your
settings using the name Profile. Then click OK.

Saved settings are added to the settings menu, so you can reuse them for future
print jobs without having to re-enter the settings for recurring publications or
specific output devices.

15 Click OK to exit the Advanced Print Setup dialog box. Then either click Print
to print this document, or click Cancel if you prefer not to print at this time.

16 Close the document, and quit Acrobat.
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Review questions

1 What is a PDF preset?

2 How can you select a settings file when you create a PDF using the Print command
in macOS?

3 What problems can Preflight detect within a PDF?

4 What is a spot color, and how can you remap it to a process color when you print
color separations?

Review answers

1 A PDF preset is a group of settings that affects the process of creating a PDF file. These
settings are designed to balance file size with quality, depending on how the PDF file
will be used.

2 To change the settings file in macOS, first choose Save As Adobe PDF from the PDF
menu in the Print dialog box. Then choose a preset from the Adobe PDF Settings menu.

3 Use the Preflight command to check for all areas of concern within a PDF. For example, if
you are sending a PDF file to a professional printer, preflight the document to verify that
fonts are embedded, graphics have the appropriate resolution, and colors are correct.

4 A spot color is a special premixed ink that is used instead of, or in addition to, CMYK
process inks, and that requires its own printing plate on a printing press. If absolute
color accuracy is not critical, and it is not practical to print a spot color plate as well
as CMYK plates, you can remap the spot color to a process color for printing using
the Ink Manager. In the Advanced Print Setup dialog box, select Separations, and then
click Ink Manager. In the Ink Manager, click the icon to the left of the spot color to
remap it to a process color for the print job.
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INDEX

A actions

about 270

adding steps to 276
adding to form fields 255
creating 274-283
Accessibility Checker panel 83-85 editing 284

accessibility 82-95
checking 84

features 92

exporting 284
Go To steps in 277

Accessibility Setup Assistant 93

Accessibility tool 84 instruction steps in 276

accessible text, copying text as 132 naming 280

ACE (Adobe Color Engine) 300 reviewing tasks performed by 274

saving 280
Acrobat DC. See Adobe Acrobat DC sharing 284
Acrobat PDFMaker using 270-274, 280
about 51, 160 Action Wizard tool 270

dialog box 161, 169
Actual Size command 69

Acrobat Reader.
See Adobe Acrobat Reader Add Header And Footer
dialog box 272
Acrobat Reader app.
See Adobe Acrobat Reader app Add Image tool 130
changing view 147 adding
commenting in 147-149 barcodes 246
editing PDF files in 149 blank pages 50
opening files in 146 bookmarks 113
using 145-149 bullet points 126-127
Acrobat ribbon comments 223-229
in Microsoft Office 160 files to combined files 181

form fields in

action pane 271
Acrobat 245, 247-253
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adding (continued)

headers and footers to
PDF files 272, 281

images to PDF files 130
keywords 118
multimedia files 117

navigational tools
to the toolbar 73

page numbers 108
passwords 200-203
security 200-219
steps to actions 276
sticky notes 225
tags 91-92

text 126

text fields 247

tools to the Quick Tools
toolbar 32

tools to the Tools
pane 20

videos to PDF files 282

watermarks 272
Add Text Box tool 224

Add Text tool
82,127, 209, 224

Add Watermark
dialog box 272
Adobe Acrobat DC
about 10-12
installing 2
mobile app 6
options for purchasing 3
starting 3
Adobe Acrobat DC Classroom
in a Book, Third Edition
about 1

prerequisites 2

INDEX

Adobe Acrobat DC Help 36

Adobe Acrobat DC Pro

compared with
Acrobat Standard 2

lessons requiring 2
Adobe Acrobat DC Standard 2

Adobe Acrobat Reader
about 11
commenting in 225
distributing 13
installing 13
security in 11
using Protected

Mode in 196

Adobe Acrobat Reader app.

See Acrobat Reader app
about 144

Adobe Color Engine (ACE) 300

Adobe Document Cloud
about 12, 144
editing PDF files in 150
signing in to 146
tools available in 150

uploading files to 145

Adobe Fill & Sign app
about 12, 144
creating a profile in 153
using 152-156
Adobe LiveCycle Rights
Management 198
Adobe PDF files
about 10
accessible 82-91

adding security
to 198-219

advantages of 10
combining 180-193

comparing methods
for creating 40

consolidating and
converting source
files 45, 180-193

converting to Microsoft
Word documents 137

creating 38-65

creating by dragging and
dropping 44

designing for online
viewing 31

from Microsoft Excel
files 168-173

from Microsoft Word
documents in
Windows 161-166

from Microsoft Word
documents on
macOS 167-168

from web pages 60-64
navigating 22-26, 68-76
on the web 13

opening 15

optimizing 55-56
reading 68-74
reflowing 87

searching 74-76
structured 83

tagged 83, 84

Adobe PDF Print Engine 294
Adobe PDF Printer 51-52

Adobe Scan app
about 12, 144
using 155-156



Adobe Sign

preparing a form
for 206-209

sending for
signatures 210-211

signing a
document in 212-216

using 205-215
Adobe Sign app 12, 144
alignment, changing 126
Allow Fast Web View option 32

Allow Speculative
Downloading In The
Background option 32

alt text
about 91
specifying 91-92

Always Add Bookmarks
To Adobe PDF Files
option in the Combine
Files dialog box 189

analyzing
form data 262
PDF files for printing 291

Append To Document,
web pages 62

apps for Acrobat 12
Arrow tool 225
Attach File tool 224

attaching the original
Word file to a PDF 164

audio, adding to PDF files 117

automatic scrolling 94

automating tasks
using actions 270

Autotag Document option 91

B
barcodes, adding 246
Bates numbering 109

best practices for creating
print-ready PDF files 289

blank pages, inserting 50
bolding text 126
booklets, printing 80

bookmarks
adding 25-26,113-114

changing
destinations for 115

creating 26, 114

for converted
web pages 61

from Word headings
and styles 161

generating
automatically 25

in combined files 190
increasing text size in 95
moving 116

naming
automatically 114

navigating with 25
nesting 26, 116

Bookmarks button
in navigation pane 25, 100
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Bookmarks panel 100, 113
Bookmarks tab, PDFMaker 162
bounding boxes, moving 127
Box, saving PDF files to 44
Bridge. See Adobe Bridge
brightness setting 35

bullet points 124, 126-127

buttons, adding
to forms 246, 255

C

calculating values
in form fields 264-265

cascading multiple
documents 27-28

changing text
ina PDF 123-127

check boxes,
adding to forms 246

checking accessibility 84

check marks
in the Comments list 232

checks in preflighting 291

clipboard, creating
Adobe PDF from contents 56

Clip Complex Regions, when
flattening transparency 299

Cloud tool 225

collecting form data 260-261



color management
about 300
setting up 300

synchronizing
settings across Adobe
Creative Cloud 300

when printing 306
color of text, changing 126

color separations
about 301
previewing 301

printing 304

Combine Files tool

arranging
pagesin 186-188

browsing
thumbnails in 183

displaying
contents as list in 188

excluding pages in 47
opening 45, 181
page size options in 189

setting
options in 189-190

specifying options for
conversion in 48

zooming in
on thumbnails in 183
combining files 178-193
about 180
adding files when 181

in PDF Portfolios
180, 191-192

limitations of 180

selecting files
when 180-185

setting options
for 189-190

INDEX

commenting tools 224-225

comments
about 224
adding in
Acrobat Reader 225
adding to a PDF 223-229

changing the
status of 233

exporting 231
filtering 232
importing 230-231

in Acrobat Reader
app 147-149, 225

including in a PDF
from a Word
document 163-164

inserting text with 228

marking text
edits in 228-230

replying to 233
sorting 231
summarizing 234

viewing 230, 231
Comments List 232
Comment tool 19, 223
Compare Files tool 238-240
compatibility in encryption 201
completing forms 81-83
compression 55
Connected Lines tool 225

conversion settings
in PDFMaker 164

Convert All Strokes
To Outlines option 299

Convert All Text
To Outlines option 299

Convert Displayed
Comments To Notes
In Adobe PDF option 163

converting
and combining files 45
a page range 47

spot colors
to process colors 304

web pages 60

converting comments
to PDF notes 163

Convert Multimedia and
Preserve Slide Transitions
option 175

Convert To PDF
preferences 42

copying text and
images 132-134

Copy With Formatting
command 133

Create Link dialog box 112

Create New Action
dialog box 275

Create PDF tool 19, 40

creating
actions 274
bookmarks 26, 114

custom preflight
profiles 294

custom stamps 224
forms 244
links in PDF files 111



creating Adobe PDFs

about 40
by dragging

and dropping 44
by scanning 57-59
comparing

methods for 40
for print

and prepress 288

from Office

applications 160-177

from the clipboard 56
from web pages 60-64

using the Adobe
PDF Printer
(Windows) 51-52

using the Create
PDF tool 40

using the Print
command 51-52

using the Save As
Adobe PDF option
(macOS) 53

cropping images 130

customizing
interface brightness 35

preflight profiles 294

D

date fields, creating 249

default
tools 18

work area 15

Default File Size option
in the Combine Files
dialog box 189

deleting
blocks of text 122-123
pages 106

pages when
combining files
into a single
PDF 47, 185-186

description, adding 118

digital IDs
about 205
creating 217-218
using 217-218

digital signatures
about 205
adding to forms 246
creating 217-218
creating fields for 207
sending documents
for 205-215
displaying page size 16

Display In Read Mode By
Default option 32

display, onscreen 68

distributing
Acrobat Reader 13
PDF forms 257, 261

dividing a spreadsheet

into sections for viewing 173

Document Cloud. See Adobe
Document Cloud

ADOBE ACROBAT DC CLASSROOM IN A BOOK, THIRD EDITION 313

document message bar 259

Document Open password 200

document properties,
setting 117, 197, 199

document review processes 222

document title 117
document window 16
downsampling 56

dragging and dropping
to create PDFs 44

Dropbox, saving files to 44

dropdown menus,
adding to forms 246

duplex printing 80

Dynamic Zoom tool 73

E

editing
actions 284
images in
Acrobat 129-132

images in another
application 131

PDF files in Acrobat
Reader app 149

text 122-127

Edit PDF tool 19, 21, 122, 129

email-based reviews
about 222

importing comments
from 230



email, distributing forms
through 261

Enable Accessibility
And Reflow With
Tagged PDF option 169

encrypting PDF files 198, 200
Enhance Scans tool 19

Enter key, navigating with 69
Eraser tool 224

Excel spreadsheets

converting to PDF
in Windows 168-172

converting to PDF
on Mac OS 172

saving PDF tables as 139
exiting Full Screen mode 29

expanding documents
in the Combine Files
dialog box 184-185

exporting
actions 284
comments 231
form data 263
images 132-133

PDF files as Word
documents 137

preflight profiles 294

presentations to
PowerPoint 135-136

tables from PDF as Excel
spreadsheets 139

Export PDF tool 19, 137

INDEX

F
Fields panel 245

file information, viewing
in the Combine Files
dialog box 183

file size, reducing

by changing compatibility
setting 54-55

by optimizing 55
filling out PDF forms 81

Fill & Sign app.
See Adobe Fill & Sign app

Fill & Sign tool 19, 209

filtering
comments 232
form data 262

find, compared to search 74
finding and replacing text 125
Find panel 125

First Page button 74

First Page command 70

Fit One Full Page button 43
Fit To Paper Width option 170
Fit Visible command 69

Fit Width command 23, 68, 71

Fit Worksheet To A Single Page
option in Excel 170

fixing PDF files for printing 291

flat forms, converting into
interactive forms 81, 244

Flattener Preview 296

flattening transparency
295-300

floating toolbar 31
font, changing 126

formatting text field
responses 249

formatting text in
Acrobat 126, 127
form data
analyzing 262-263
exporting 263

filtering and
sorting 262-263

using in a spreadsheet
or database 263

viewing responses
in a PDF
Portfolio 260-262

Form Editing mode 245

form fields
adding actions to 255
adding automatically 245
adding labels to 255
barcodes 246
buttons 246, 255

calculating numeric
fields 264-265

check boxes 246

date fields 249

digital signatures 246
dropdown menus 246
editing properties for 249
list boxes 246

naming 247



phone number fields 249
positioning 248
previewing 250

radio buttons 246, 251

restricting answer formats
for 249

reviewing in Fields panel
245

scrolling text fields 250
text fields 246-247
types 246

validating
numeric fields 264

zip code fields 249

form responses

forms

tracking 260

using in a spreadsheet
or database 263

viewing in a PDF
Portfolio 262

adding a reset
button to 255

adding text fields to 247
collecting data from 260

compiling responses
from 261

creating from scanned
documents 244

creating from Word
documents 244

distributing 257, 261

document message
bar in 259

filling out 81
flat 81
laying out precisely 248

making interactive 244

tracking 260
working with 242-267

Full Screen mode
about 29

avoiding the warning
message 282

displaying navigation
tools in 30

exiting 29
setting a file to
openin 30

setting preferences for 30

viewing PDFs
in 29-31, 118

G
Go To Page dialog box 23
Go To steps in actions 277

Gradient And Mesh
Resolution option 299

H
Hand tool 18, 25, 68

headers and footers

adding to PDF
files 272,281
editing in PDF file
created from Office
document 165

headers, viewing in a spread-
sheet while scrolling 173
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headings and styles in Word,
converting to bookmarks 161

hiding
layers when printing 293
text (redacting) 128

highlighting areas affected
by transparency 296-297
Highlight Text tool
in Acrobat 224, 227

in Acrobat
Reader app 148

Home view
in Acrobat 14

in Acrobat
Reader app 146

in Document Cloud 150

image-editing application,
using to edit images
ina PDF 131

image fields, adding
to forms 246, 254
images
adding 130
converting to PDF 40
copying 132-134
cropping 130
editing in
Acrobat 129-132

editing in another
application 131

exporting from
Acrobat 132-133
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images (continued)
replacing 129
saving 134

importing
actions 284
comments 230

preflight profiles 294

initial view, setting
to Full Screen mode 30

Initial View tab in the
Document Properties
dialog box 117

Ink Manager 302, 304

inserting
blank pages 50
images 130

pages from one PDF file
into another 104

Insert Pages dialog box 50, 104
Insert Text tool 224, 228

inspecting objects
in a PDF file 303

installers, Acrobat Reader 13
installing Acrobat 2

instruction steps,
adding to actions 276

interactive forms, creating 244

Internet settings, for
converting web pages 60

inviting reviewers 234

INDEX

K

keyboard shortcuts 94

keywords, adding to a PDF 118

L

labels, adding
to form fields 255

Larger File Size option
in the Combine Files
dialog box 189

layers, printing 293
layout of forms 248
learning resources 5

Line Art And Text
Resolution option 299
links
about 73
adding actions to 110

changing the
destination of 110

creating 111

editing 110
list boxes, adding to forms 246

LiveCycle Rights
Management 198

M

magnification
about 68
changing 18, 22

magnifying glass in the
Combine Files tool 183

mail merge, converting
Word files to PDF 166

Make Accessible action 89-91
Make Searchable option 58
Manage Actions dialog box 284
markup tools 224-225
Marquee Zoom tool 72

Media Encoder.
See Adobe Media Encoder

menu bar, reopening 16

merging files into a single PDF
178-193

metadata, adding
to PDF files 117

Microsoft Excel

converting
spreadsheets to PDF
on Mac OS 172

exporting tables to 139
using PDFMaker with,
in Windows 168-171
Microsoft Office files
including in
combined files 180

using Acrobat
with 158-177



Microsoft PowerPoint

exporting

presentations to 135
using PDFMaker

with 174-176

Microsoft SharePoint, using
to distribute forms 261
Microsoft Word documents

converting to PDF
on Mac OS 167

converting with
PDFMaker
in Windows 161-166

saving PDF files as 137
Microsoft WordPad, creating
PDF files from 52
mobile apps for Acrobat
about 12, 6-7

downloading 144
using 142-157

monitor resolution 68

movie files,
adding to a PDF 117
moving
pages 102
text bounding boxes 127

multiline text fields,
adding 249

multimedia files,
adding to PDF files 117
multiple documents

combining into
a single PDF 45

viewing 26

N

naming
form fields 247
radio buttons 251

navigating
in Full Screen mode 30

PDF documents
22,68-76

with Enter and
Return keys 69

with scroll bar 70
Navigation Bar
in Full Screen mode 30
navigation pane
Bookmarks panel 100
displaying 100

Page Thumbnails
panel 23

Security Settings
button in 198

Tags panel 89

navigation tools, adding
to the toolbar 73

New Bookmark
button 26,113,114

Next Page button 26
Next Page command 23
Next View button 74

notes from Microsoft
Word comments 163

Number Pages command 107

numeric fields, calculating
and validating 264-265
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Object Inspector 303
OCR, applying 58-59

omitting pages from
combined files 185-186

onscreen display 68
opacity. See transparency

opening

password-protected
PDF files 203

PDFs in Acrobat 15

PDFs in Acrobat Reader
app 146

PDFs in Full Screen
mode 30

optimizing PDF files 55-56

Organize Pages
tool 19, 20, 104

organizing pages
in the Combine Files

dialog box 186-188

Output Preview
dialog box 303

Oval tool 225

P

Page Controls toolbar 17
Page Display preferences 94

page numbers, adding
toa PDF 108



page preview box 71

page range,
converting 47

pages
arranging in the
Combine Files
dialog box 186-188

deleting 106
inserting 104

moving with page
thumbnails 102

omitting from combined
files 185-186

printing 76
renumbering 107-108
rotating 105

page size
displaying 16

options in the Combine
Files dialog box 189

Pages panel 19

Page Thumbnails button 24
Page Thumbnails panel 23-25
page view magnification 71
panning across a page 68

password-protected PDF files
creating 200-201
opening 203

password strength 201
PDF/A 295

PDF/E 295

PDF files. See Adobe PDF files

PDFMaker 51

INDEX

PDF Optimizer 55

PDF Portfolios
advantages of 191

collecting form
responses in 260

creating 191-192

PDF settings files (presets)
about 54, 288
selecting 290

PDF standards 295

PDF tables, saving
as Excel spreadsheets 139
PDF/X files

creating for professional
printing 289

saving as 295

validating 295

Pencil tool 224

Permission Details in the
Security Settings panel 199

Permissions password 200

phone number field,
creating 249

pop-up menus,
adding to forms 246

positioning form fields 248
PostScript printer driver 304

PowerPoint presentations

converting to PDF
in Windows 174-175

converting to PDF
on macOS 176

exporting from PDF 135

preferences
Convert To PDF 42
for web browsing 32
Full Screen mode 30, 282
Internet 32
Page Display 94
Reading 95

preflighting PDF files 291-293
preflight profiles 294
preflight summary report 293

Prepare For Distribution
action 270

Prepare Form
tool 206-216, 244

prepress, creating
PDF files for 288

prerequisites for
Classroom in a Book 2
presentations

exporting
to PowerPoint 135

setting up 118

viewing in Full Screen
mode 29

Preserve Overprint option 299

presets for creating
PDF files 54

previewing
color separations 301

documents in the
Combine Files dialog
box 183

form fields 250
printing 301
transparency 294



Previous Page command 23

Previous View
command 74, 101

Print command, using
to create PDF files 51-52

printers’ marks 305

printing
booklets 80
color separations 304
comments 234
PDF files 76
printers’ marks 305

using color
management 306

printing options 304
print preview 301
Print Production tool 291

professional printing,
creating PDFs for 289

profiles in Fill & Sign app 153

Prompt For Conversion
Settings option, in Excel 170

Prompt User option when
creating actions 276

proofing onscreen 303

properties
document 117

editing for
form fields 249

Protected Mode
in Acrobat Reader 11, 196

protecting PDF files 198-219

Protect tool 19, 200

Q

Quick Tools on toolbar 32

R

radio buttons
adding 246, 251

naming 251
rasterization 297

Raster/Vector
Balance slider 298

reading
comments 230
PDFs 68
PDFs out loud 95

Reading preferences 95-96
Read mode 31-32

rearranging pages in a PDF 102
Recognition Report 90

Record Audio tool 224
Rectangle tool 225

redacting text 128

reducing file size 54-56

reflowing
a PDF file 87-89
text 123

remapping spot colors to pro-
cess colors 302, 304

Remove Selected Items button
in the Combine Files dialog
box 47, 185
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Remove Split command 29

removing pages from
combined files 185

renumbering pages 107-109
reopening the menu bar 16
Replace Text tool 224, 228

replacing
images 129

multiple occurrences
of text 125

text 123-124
replying to comments 233

Require A Password
To Open The
Document option 201

resampling images 56

reset buttons,
adding to forms 255

resetting toolbars 74
resizing text boxes 127
resolution, checking 303

resources for learning
Acrobat 5

response file, adding
form data to 261

Results pane
in the Preflight
dialog box 292-293

Return key, navigating with 69
reviewers, inviting 234

Review mode in Document
Cloud 152



reviews
about 222

commenting and markup
tools for 224

shared 222, 234-237

sharing PDFs from
Document Cloud 151

types of 222

using Acrobat in 220-241

rich text format,
copying text as 132

roman numerals
as page numbers 107

rotating pages 105

S

sandboxing 11, 196
Save As Adobe PDF option 53

saving
actions 280
as image files 134
as RTF 132
as Word documents 137

to cloud accounts 44

scanning documents

creating interactive
forms from 244

in Acrobat 57-59
making text editable 58

using Adobe Scan
app 155

using OCR 58

INDEX

scrolling, automatic 94

searching PDF
documents 74-76

security in PDF files
about 198
adding 194-219
and accessibility 87
settings 198

Security preferences 217

Security Settings button
in the navigation pane 198

Selection tool 26

Set Bookmark Destination
command 115

shared reviews
about 222
initiating 234-237
using network folders

for 237

SharePoint.
See Microsoft SharePoint

saving PDF files to 44

using in a review 222

sharing

actions 284

PDF files 96
showing and hiding layers

when printing 293

signatures

adding in Fill & Sign

app 154
adding to forms 246
electronic 205-219

signing
PDF files 205-219
using Fill & Sign 209

Smaller File Size option
in the Combine Files
dialog box 189

smoothing text 94
Snapshot feature 133
soft-proofing a PDF file 303

sorting
comments 231

form data 262

source files, attaching
to PDFs 164

splitting a document’s view 28

spot colors, remapping
to process 302

Spreadsheet Split
command 173

Stamp tool 224
Start button in actions 271
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