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Why use Acrobat’s PDF format?

Documents in Acrobat’s Portable Document Format (PDF) can
easily be viewed or printed from any computer. PDF documents
appear to the viewer exactly as the document creator intended —
regardless of whether the viewer has the same installed fonts and
programs (or even the same kind of computer) as the creator of the
document. PDF is an ideal format for sharing documents such as
handbooks, forms, and newsletters on your departmental website
or BlackBoard course site.

What's the difference between Acrobat

and Adobe Reader?

Adobe Reader (formerly called Acrobat Reader) is free software
that allows you to view & print any document in PDF format,
however it cannot create PDF documents. Acrobat, on the other
hand, can both read and create PDF documents.

How does Acrobat work?

Unlike other applications, you cannot use Acrobat to create new
documents. You will use Acrobat to copy and convert any existing
document into the PDF format.

How do | convert documents to PDF format?

Acrobat’s... Allows you to...

PDF Maker Convert any Microsoft Office document into a PDF.
You can automatically create bookmarks and set
the security for your new PDF document.

Adobe PDF Convert any document to PDF format. With a PDF
document created using the Adobe PDF printer,
you will need to create bookmarks and set the

security yourself.




Converting a Word document to PDF format
e Open up the Word document that you wish to convert into a

PDF.
e From the Adobe PDF menu, select Convert to Adobe PDF.
‘.@ Convert to Adobe PDF N ‘

@ Convert to Adobe PDF and EMail 8
| Convert ko Adobe PDF and Send Far Review

Change Corwersion Setkings

e Acrobat will scan your document and prepare it for conversion
to PDF format.

e The Save Adobe PDF File As window will appear.

e Navigate to the folder where you wish to save your new PDF
document.

¢ Inthe box labeled File name, type a descriptive name for your
PDF.

e Click on the button labeled Save.

Save Adobe PDF File As

Save in: |lf} Element K. v| €] ¥ @
5 I3 Elementk Snags

My Recent
Documents

Deskiop

My Documents

.
58
ty Computer
File: name: Firu:lru: Learming Content v | [ Save
2 1
MyMNetwark | Savesstpe | FDF fies | [ cancel |

Tip: After you select the folder that will contain your new PDF,
make sure that you can see the contents of the folder you meant to
choose before clicking Save.
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e While your Word document is being converted into a PDF, the
Acrobat PDFMaker window will appear to show how far
Acrobat has progressed with the conversion process.

# Acrobat PDFMaker

Converting to Adobe PDF ...

[IIII ]I Cancel l

Show Details

e Once your document has been converted to PDF and saved,
Acrobat will display your newly-created PDF document on the
screen.

Creating bookmarks in your document

Although it is possible to navigate through a PDF document simply
by scrolling, bookmarks make it easier for your colleagues to use
your document. By clicking on a bookmark, a reader can view the
page or document section that you have linked to the bookmark.

Opening your new document in Acrobat

e From the Start menu, select the All Programs submenu.

e From the All Programs submenu, select Adobe Acrobat 7.0
Professional.

Snaglt 7 »
@ Startup 3
Trend Micro Officescan Client 3

/ Internet " adabe ImageReady C35
Internet Explarer
6 Internet Explorer

(T | E-mail i
‘.)_—I Microsoft Office Cut/f Picrosoft Access
Microsoft Excel

Micrasaft Office War Microsaft PawerPoint

P Microsoft Ward
lﬂ Solibaire W MSH Explorer

)
Adobe Acrobat 7.0 (8 Qulock Express

Professional ", Remote Assistance

Microsoft Office Exc e jitindonzliedalblarer

3 Windaws Messenger
‘é Sharkeut ko Phokosh, -\J‘ MSM Messenger 7.0

iTunes >
@ Tunes QuickTime »
@ A0L Instank Messenger 3

A~ Acrobat Distill
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From the File menu, select Open.

Navigate to the folder where you saved your PDF document.
Click on the name of your PDF document to select it.

Click on the button labeled Open.

Laok in: |E) Element K V| Q F e E-

[C)Elementk Snags
'g Findng Learning Content

&P'

My Recent
Documents

My Documents

tly Computer
T
g File narne: |Findng Learning Content v | { Open
! 1
My Metwark  Files of type: | Adebe PDF Files [*pef) | [ Cancel |

Creating bookmarks

To create a bookmark in your PDF:

e Click on the tab labeled Bookmarks at the far left of the
Acrobat window to display the Navigation pane.

&8 Adabe Acrobat Prafessional - [Findng Learning Contant.pdf]

" Pl Cdt Vew Document Comments fooks Advanced Window el
23 EH S T B Msewen | T e poF + ) Comment et = ] S for vy = ) soeure « F son v Foema -

[ Insmect g | B - || L[ ee| @[ - @ D3 v | @res-
7 x
12
H Uy -8
i '

i Finding learning content
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e Scroll to the place in your document where you wish to insert a
bookmark.

e On the Navigation pane, click on the button labeled Options.

e From the menu that appears, select New Bookmark.

-

| Mew Bookmark. ., Ckrl+-B |
by

Mew Bookmarks From Struckure,

Highlight Current Bookmark,
Hide After Use

‘\irap Long Bookmarks

Texk Sige L4

e Acrobat will create a new, untitled bookmark in the
Bookmarks area.

e Inthe box labeled Untitled, type a descriptive name for your
new bookmark.

M EE E= optons » X
@mvewiew

Bookmarks

e Type the Enter key on your keyboard.
e Use the previously described techniques to add additional
bookmarks to your document.

Tip: Naming bookmarks

When naming a bookmark, choose a name that will provide some
information about the content that you bookmarked. Just as a
vague chapter title in a book’s table of contents can prevent you
from reading a very interesting chapter, a vague bookmark title
can deter readers of your document from investigating a section of
your document.
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Tip: Bookmarking multiple sections on a page

You can bookmark multiple areas on a page to allow your readers

easier access to your content. To bookmark a part of a page:

e Scroll through your document so the area you wish to
bookmark is displayed as close to the top of the Acrobat
window as possible.

e Create and title your bookmark.

e When a reader clicks on the bookmark you just created,
Acrobat will display the section of your page just as it
appeared when you created the bookmark.

Tip: Automatic bookmarks

When you create a PDF document using PDFMaker, Acrobat will
use Word’s style headings to create bookmarks. If you have styled
your text using the formats labeled Heading 1, Heading 2, etc. in
Word’s Styles and Formatting task pane, Acrobat will create
bookmarks for your content automatically.

Moving bookmarks

Acrobat allows you to reorder your bookmarks by moving them to
a new location in the bookmark pane. You can designate a
bookmark to be part of a larger section by moving it beneath the
bookmark that designates the beginning of the section. To move a
bookmark:

e Place the cursor over your bookmark’s document icon.

e Drag the bookmark to its new location.

E Finding Learning Conte
% Browing for Learning b
Searching for Learning

™ Taking a Course

#{% Finding Learning Conte

ﬂj Taking a Course
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Renaming an existing bookmark

Once a bookmark has been created, you can easily change its
name. To change the name of your bookmark:

Right-click on the bookmark whose name you wish to change.
From the menu that appears, select Rename.

W EE == optionz - X
=Y Finding Leaming Conte
[ Browing for Learning i
[ Searching for Learming

IR} Taking a Coun

130 to Bookmark

Cuk Chrl+
Delete

Set Destination

I Pages\|§ Signatures \i Bookmarks

Rename

I,
Use Current nppeé?Snce as Mew Default

Wirap Long Bookmarks

Properties... Chrl+I

e A box will appear around the name of the bookmark.

e Type the new name for your bookmark.

e Type the Enter key on your keyboard to confirm the name
change that you made.

Editing the destination of an existing bookmark

Sometimes, you will need to change the location to which a

bookmark points. To change a bookmark’s destination:

e Scroll through the document until the new destination for your
bookmark appears at the very top of the document window.

e Right-click on the bookmark you wish to edit.

e From the menu that appears, select Set Destination.

@ EE E¢ optons ~ X

{4 Finding Learning Conte
Iy Browing far Learning M

]

|D T G0 to Bookmark,

Cut Chrl+

Delete

| Sek Destination I

Rename g

Use Current Appearance as Mew Default

I Pages \| Signstures \| Bookmarks

Wrap Long Bookmarks

Properties. .. Chrl4D
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e The Adobe Acrobat window will appear asking you to

confirm the bookmark’s destination will be set to the current
location.

e Click on the button labeled Yes.

Adobe Acrobat

re you sure you wank ko set the destination of the selected bookmark ko the
+ % current location?

[ YSSL\\\J[ N

Editing a PDF document

Once you have converted a document to PDF format, you can
make minor changes to that document. Acrobat provides tools that
allow you to edit text within your document.

Editing text within a PDF document

Although Acrobat is not the best tool for making extensive

revisions to your document, you can easily make changes within

each line of text. To edit a line of text:

e Scroll through your document so that you can see the line you
wish to edit.

e From the Tools menu, select the Advanced Editing submenu.

e From the Advanced Editing submenu, select Show Advanced
Editing Toolbar.

Commenting

»
Drawing Markups 4
Bagic 4
Zoom 4
Advanced Editing & Select Object Tool
Measuring 3 Ul Article Tool
Print Production 4 ﬁ Crop Toal
Object Data 4 "?] Link Tool

@420 Tool

J Button Tool

%’| Check Box Tool
Combo Box Tool

List Box Tonl

(®) Radio Button Tool
1 Text Field Toaol

@’ Digital Signature Tool

Hide Farms Toolbar

H Movie Tool

4#)) Sound Toal

Ei TouchUp Text Taal
B— TouchUp Reading Order Tool
[y TouchUp Object Taol

Show TouchUp Toolbar

| Show Adwanced Editing Toolbar D
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e The Advanced Editing toolbar will appear.
e From the toolbar, click on the TouchUp Text Tool button.

" 0o H e W-B-In;

e Click on the line whose text you wish to edit.
e A box will appear around the text that you have chosen to edit.

» Click on the link containing learning topics

that you would like to explore.

» Browse through the list of topics. You will find
self-paced courses, online instructor-led
courses, and online technical references.

= Once you find a course that you would like to
take or a reference book that you wish to
read, click on its title to get further information.

e Once the box appears, you can edit the text on each line just as
you would edit text in a Word document.

e Once you have finished making changes to your text, click
anywhere outside of the box to deselect it.

Protecting your PDF document

Generally, when you post a PDF document on your website, you
will want to make the document widely available but prevent
others from making changes to it. Acrobat provides security tools
that can protect your document from unauthorized changes and
your content from theft.

Setting document permissions

When you set permissions, you are restricting access to your
document. The more restrictive you set your permissions, the
more secure your document will be. Unfortunately, as your
document becomes more secure, it also becomes less useful for
your website’s visitors. When setting permissions, try to give your
users all of the capabilities they will need without giving them too
much control. To set permissions to your PDF:

e From the File menu, select Document Properties.
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The Document Properties window will appear.

Description | Security | Forts | Initial view | Custom | Advanced

Document Security

The dacument's Security Method restricks what can be done ta the document. To remave security
restrictions, set the Security Method to Mo Security,

Security Method: | Mo Security v

Can be Opened by:  All versions of Acrobat

Document Restrictions Summary
Printing:  Allowed
Changing the Document:  Allowed
Daocument Assembly:  Allowed
Content Copying or Extraction:  Allowed
Content Extraction for Accessibility:  Allowed
Commenting:  Allowed
Filing of Form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

Click on the tab labeled Security.

In the Document Security area, click on the down-facing
arrow next to the box labeled Security Method.

From the menu that appears, select Password Security.

Document Security

The document's Security Method restricks what can be done to the document. To remove security
restrictions, set the Security Method to Mo Security,

Security Method: | Mo Security i

Mo Security
Can be Opened by: | Security

Certificate Security
Adobe Policy Server

10
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The Password Security-Settings window will appear.

In the Permissions area, click to place a checkmark in the box
labeled Use a password to restrict printing and editing of
the document and its security settings.

Permissions

Use a password ka restrict printing and editing of the document and its security settings
Permissions Password:
Printing Allowed: | {1
Changes allowed: | Mone

[C]Enable copying of text, images, and other content

Enable text access for screen reader devices for the visually impaired

In the box labeled Permissions Password, type a password
that users must enter to change the security settings in your
document.

To permit users to print your document, click on the down-
facing arrow next to the box labeled Printing Allowed.

0 To permit users to print only a low-quality version of
your document, select Low Resolution from the menu
that appears.

o0 To permit users to print your document at high quality,
select High Resolution.

Printing Allowed: | Mone w
Changes Allowed: |} 4y Resolution (150 dpi)
High Resolution

To permit users to make changes to your document:
0 Click on the down-facing arrow next to the box labeled

Changes Allowed.

Changes Allowed: | MNone

Inserting, deleting, and ratating pages
Filling in Form Fields and signing existing signature fields
Carmenting, filling in Form fields, and signing existing signature fields

Any except extracting pages
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e From the menu that appears, select the item that describes the
changes you wish to allow your users to make.

To allow users to....
Add pages to and remove pages
from your document

Select....
Inserting, deleting,
and rotating pages

Fill out and print an Acrobat form
that you've added to your
document

Filling in form fields
and signing

Review and comment on a draft
of a document

Commenting, filling in
form fields, and
signing

Do any of these

Any except extracting
pages

e To allow document users to copy content from the document:
0 Click to place a checkmark in the box labeled Enable
copying of text, images, and other content.

Enable copying of text, images, and other content

e On the Password Security-Setting window, click on the
button labeled OK to save the permissions you chose for your

document.

e On the Document Properties window, click on the button
labeled OK to apply the security restrictions to your PDF.

Tip: Allowing users to copy content from your document means
that they will be able to reuse your content in documents of their
own. Unless you want to allow this, don’t place a checkmark in

the box labeled Enable!

12




Setting a password for document access

For extra security, you can establish a password that will be

required when users attempt to open your document. Setting such

a password will prevent unauthorized users from reading your

document, but will also frustrate your users by requiring them to

remember yet another password. To set up a document access
password:

e From the Password Security — Settings window, click to place
a checkmark in the box labeled Require a password to open
the document.

e Inthe box labeled Document Open Password, type the
password that will be required for access to your document.

Require a password ko open the document
Docurment Open Password: ssssss

.}r,f When set, this password is required to open the document,

e Click on the button labeled OK.

e The Adobe Acrobat Confirm Document Open Password
window will appear.

e Inthe box labeled Document Open Password, re-type the
password you selected to open your PDF.

e Click on the button labeled OK to apply the security
restrictions to your PDF.

Adobe Acrobat - Confirm Document Open Password

Please confirm the Document Open Password. Be sure ta make a note of the
L ] E password. It will be required to open the document.
L]

[ o %J [ cancel

Document Open Passward: | #essss
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Converting a paper document to PDF
Until recently, the simplest way to distribute a paper document was
by using a copier and campus mail. While that may still be the
easiest way in some situations, it may sometimes be more efficient
to convert that document to PDF format so that it can be posted on
your departmental website or Blackboard course site.

Beginning your scan
Place your document on the scanner glass.

From the File menu, select the Create PDF submenu.
From the Create PDF submenu, select From Scanner.

L. open...

Chrl+Or

" Create PDE

_r From Eile...

[‘:, Organizer
':1 Email,..

Close

Fﬂ Save

Save As...

Save as Certified Document. ..

Revert

Reduce File Size. ..
&1 Send for Review, .,

Form Data

Document Properties. ..

Print Setup...

| BYINE.

[_;ZJPrint with Comments Summary...

PrintMe Internet Prinking...

2 Histary

11%...\Findng Learning Content.pdf
2 Vimugarlabz003Y, . \acrobaté-basics, pdf

Chrl+w
Chrl+5
Shift+Ctrl4-5

CtrH+D

Shift+Ctrl+P
Chrl+P
Chr4T

Shift+Ctri4+-9

3%...\Eaton 208 Reference Sheet- Rev 8-05.pdf

4 4., Waccess03-ImportingExcelTable, pdf

5...1...el - Learning Guide - Rev 8-4-05.pdf

Exit
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e The Create PDF from Scanner window will appear.

e Click on the down-facing arrow next to the box labeled
Scanner.

e From the menu that appears, select the name of your scanner
(for example, Epson Twain 5).

e At the bottom of the Create PDF from Scanner window, click
on the button labeled Scan.

Create PDF from Scanner

Scanner:

Sean: | Fronk Sides hd

Destination: | Append to Current Document hd

Recognize Text Using OCR Setkings...

[ add Tags ko Document {Improves accessibility For disabled users)

[ Help ] [Image Settings. .. ] I Scan {:g [ Cancel ]

e Your scanner will warm up and pre-scan your document.
e In most cases, the software that controls your scanner will
launch and its window will appear on your screen.
e To adjust the resolution of your scan:
o Click on the button labeled Settings.
o0 Select the Resolution of your scan.
o0 Click on the button labeled Scan to begin scanning.

Tip: If you are asked to select a resolution for your scan, pick one
that is approximately one-third of the resolution of your printer.
Use this table as your guide.

When viewing/printing on.... Scan at....
The screen 50-100 dpi
A 300 dpi laser printer 100 dpi
A 600 dpi laser printer 200 dpi
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e Once Acrobat has finished scanning, the Acrobat Scan Plug-
in window will appear.
e Click the button labeled Done.

Acrobat Scan Plug-in E|

Mext Page

e Acrobat will display your scanned document.

Scanning a multi-page document

If your document has more than one page, you can still scan all of

the pages into a single PDF. Once you’ve scanned the first page of

your document:

e Remove the first page of your document from the scanner, and
place the second page on the scanner glass.

e From the Acrobat Scan Plug-in window, click on the button
labeled Next to scan and append the second page of your
document.

Acrobat Scan Plug-in E|

Mexk Page

(%) Front of shest 2

[ Mest L\\\J’ Done |

e To scan additional pages, follow this process:
0 Remove the page you just scanned from the scanner.
0 Place the document’s next page on the scanner glass.
o0 From the Acrobat Scan Plug-in window, click on the
button labeled Next.
e When you have finished scanning all of your pages, and the
Acrobat Scan Plug-in window re-appears, click on the button
labeled Done.
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Saving your document

Once you’ve scanned every page in your document, you can then
save your new PDF document so that it can be shared or posted on
your website. To save your document:

From the File menu, choose Save.

The Save As window will appear.

Navigate to the location where you wish to save your
document.

Click on the button labeled Save.
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