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Interface Overview

Open Adobe Acrobat DC from desktop

1. Click Windows icon in taskbar

2. Select Adobe Acrobat DC icon

Welcome Screen

From the Acrobat DC welcome screen
you can access one of your recently
used files or use the Getting Started
menu as a pathway into the application

Home (default welcome)
e Click on any of the files listed

Tools

Click any option to work with PDF’s

Acrobat DC Pro Screen

1. Menus

The menu bar has been
consolidated and now displays only
5 headings.

2. Toolbars

Quick Tools and Favourites toolbars
are always visible with an open file.

3. The Navigation pane

Contains a number of icons which
reveal tools for moving around the
document.

4. The Document pane
Acrobat displays the pages of your
document here.

5. The Tasks pane
Tools in the Tasks pane are
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Adobe Acr

ﬂ Adobe Acrobat Pra DC
File Edit View Window Help
Home Tools
1
LR ucXC] REET @4 2

Alpheius Global Enterprises
The Founders

Alpheius Global Enterprises was founded by three people: Annabel Lewis, Aaron Laversonn, and Adele Lee. QO rrotee

ncredible Coincidence

All three founders share remarkably similar backgrounds

They were all nominally born on Tuesday, February 29, 1972. We say, “nominally” because this was the day
that all three were left as very tiny, new-born babies on the steps of the orphanages run by the Holy Sisters
of Divine Benevolence, The very peculiar thing is that Annabel was left on the steps of the orphanage in
Clonmel, Ireland, Aaron on the steps of the orphanage in Dunedin, New Zealand, and Adele on the steps of
the orphanage in Guiyang, China.

A Note and Its Rewards

Each had a similar note enclosed in the basinet which instruc 4 Zood sisters to look after the child until

February 29, 1932. An envelope was also enclosed with a wad of tash nates equivalent to 2 million US

dmllora Th b £oirbl s Eon s skl b Ainai

arranged in a series of panels.
Each panel can be opened or
closed by clicking on its name.

Notes
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Acrobat X Pro versus Acrobat Pro DC

Exercise 1. New Tools Panel

Panels

Panels give access to various Acrobat components. These components provide the user with

various tools to affect the document, the ability to comment on and annotate the document and
share it with other users.

" Adobe Word document.pdf - Adobe Acrobat Pro DC
File Edit View Window Help

Home Tools Adobe Word docu...
1. Open Adobe Word Document2018.PDF 3 =
2. Click Tools in the toolbars, to view all the =
available tools.
[3 ExportPD
Org
B Prepare
Access more tools
3. Click Add beneath Accessibility to add this
tool to the Tools Pane Accessibility

Notes
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Getting Started

Exercise 2.
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Setting Acrobat Preferences

Set page display magnification

1. Click on Edit > Preferences

Acrobat displays the Preferences dialogue box

2. Click the Page Display category

3. Change Zoom to 100%
4. Click on OK
Whenever a PDF is opened it will be displayed at 100%

Notes

I Adobe Word document.pdf - Adobe Acrobat Pro DIC
file B0 View Window Help

Hq
[ paste CirlsV
Select All Crl+A
Deselect All Shift+Ctrl+A
Copy File to Cliphoard
Eciit Text & Images
8], Take a Snapshot
Check Speling
Q Find Ctrl+F
Adyanced Search Shift+Ctri+F
Manage Tools
Preferences... Ciri+K
retre x
Deful Layo
PageLayo Zoom:
. Resolution
Pa ge Display Jsesystem setting: 9 pixels/inch ® Custom resolution: 10 [2] pixesfinch
P g
Action Wasrd Smocth Tet: [For Laptop/LCD screens |
Catalog
o @ @
A Enhance thin [ Use page cache
Page Content an Iformation
[ Show large images:
[ Show art, trim, & bleed boxes
Use logical page numbers JAays show document page size
e B
Defaut Tansparency Blending ColorSpace: [ Working RGB
Reference XObjcts View Mode
oy .
Erimiei
s
Default Layout and Zoom
Page Layout: | Automatic - Zoom: | 1IQEA
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Manage PDF file settings

1.

Notes

Click on Edit > Preferences

Select the Spelling category
Select Add

Click on English (United Kingdom)
and place a tick

Click on English (United States) and
remove the tick

Click on OK

Select the Units & Guides category

Change Page and Ruler Units to
Centimeters

Click on OK
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™1 Adebe Word document.pdf - Adobe Acrobat Pro DC

File BT View Window Help

Hc
[E] paste Ctrl+V
Select All Crl+A
Deselect All Shift+Ctrl+A

Copy File to Clipboard

Edjt Text & Images

Check Spelling »
Q, Bnd Ctrl+F
Adyanced Search Shift+Cirl+F

Manage Tools

Preferences. Ctri+K

Dictionaries for Spell Check

English (United States) T

Add.. Remave

Add Dictionaries X

(W] Arabic (United Arab Emirates) -

[[1 Bulgarian (Bulgaria)

[ Catalan (Spain)

[ Croatian (Croatia)

[ Czech (Czech Republic)
[] Danish (Denmark)

[] Dutch (Metherlands)
O English (Canada)
English (United Kingdom)
O English (United States)
[ Estonian (Estonia)

[ French (France)

[ German (Germany)

[ German (Switzerland)

[ Greek (Greece)
1 Hehrew flerasht

Loz

Units

Page & Ruler Units: ’ v]

Layout Grid

Width between lines:  |2.54 cm =
Height between lines:  |2.34 cm =
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Creating PDFs
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Exercise 3.

Create a PDF from Word

Converting a Word document with styles applied

Open Microsoft Word

2. Open Adobe Word Document.docx
3. Click the File tab

4. Select Save as

5. Click the Browse button

6. Select PDF (*.pdf) in the Save as type:

field

Select Optimize for Standard
Check Open file after publishing
Click the Options button

10. Check Create bookmarks using:
11. Select Headings
12. Click on OK

After conversion your document will open in Acrobat

Notes

anr

@ Save Az

File name: Adobe Word decument.docx

Save as type: |Word Document (*.docx]

Word Document (*.docx)

Word Macro-Enabled Document (*.docm)
Word 97-2003 Document (*.doc)

Word Ternplate (*.dotx)

Word Macro-Enabled Template (*.dotm)

Word 97-2003 Template (*.dot)
 Hide Folders ﬂmm*
XP5 Document (*.xps)

Authors:

Optimize for: @ Standard (publishing

o S Options...
online and printing)

@ Minimum size [¥] Open file after publishing

(publishing onling)

(R

Cptions

FPage range
@ Al
(") Current page
Selection

) Page(s) From: |1 |l Te: |1

Publish what

@ Document

Document showing markup

Egeate bookmarks using:
@ Headings

Word bookmarks
Document properties

Document structure tags for accessibility

FD'F options
|:| 1500 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded
|:| Encrypt the document with a password

0K

| | conca
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Navigate file with bookmarks

1. Click on Bookmark icon to expand pane

Bookmarks »
NoE Wl w

All the styled text from Word document has been included =] Alpheius Global Enterprises

as a PDF bookmark
[ The Founders

2. Click on any bookmark [l Incredible Coincidences
ﬂ A Note and Its Rewards

[ Life After The
Orphanage

PDF Settings

After conversion you can access document properties in

; Document Properties
Acrobat Pro to complete metadata and other settings

Description | Security | Fonts | Initial View | Custom | Advanced

1. Click on File > Properties

Description
2. Complete metadata on the Description

File: Adobe Word document.pdf
tab

Title: |Training PDF Conversion

Author: |<Add‘r‘ourname>|

Subject: |c0n\rersinn from word

Keywords: |I:'DFr Word, create, convert,

Document Properties

3. Click on the Initial View tab

Change Navigation tab: to
Bookmarks Panel and Page

Description | Securit_yl Fonts | Initial View |Custom | Advanced|

Layout and Magnification

Change Magnification to Actual Size

Click on OK Page layout: [Default vl

Close file using CTRL+W on the Magnification:  Actual Size v

keyboard
Opent : f2
| pen to page o

This will keep the application open

Notes

8 of 28 Adobe Acrobat DC: Essentials



THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

Exercise 4. Set Acrobat as default PDF reader

To ensure your PDF’s open in Acrobat DC you
can choose a default program:

1. Open Windows Explorer

B8 Adobe Acrobat DC

Navigate to Adobe Word Document.PDF B Adobe lllustrstor CC 2014
€ Google Chrome
(=] Microsoft Edge

Select open with... [ word 2016

Right click on filename

E‘I Search the Store
[ Choose another app ]

o bk~ 0N

Select Choose another app...

How do you want to open this file?

Keep using this app

E Google Chrome

Featured in Windows 10

Click on Adobe Acrobat DC E Microsoft Edge

Open PDFs right in your web browser.

Check Always use the selected program Other options

with this kind of file

8- Clle on OK - Adobe lllustrator CC 2014
L word 2016 Y

Always use this app to open .pdf files

OK

How do you want to open this file?
Keep using this app

1 Adobe Acrobat DC
Pad

Featured in Windows 10

Microsoft Edge
0 R Open PDFs right in your web browser,

Other options

9. Click on “Keep using Adobe Acrobat DC” Aclobe lustratar CC 2014

E Google Chrome

v
E1 word 2016

Always use this app to open .pdf files

OK

Notes
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Exercise 5. Create a PDF by Printing from Excel

37| 17-Sep 79 34
1. Open Adobe Excel Spreadsheet.xlsx . en
2. Select both worksheet tabs 3
Hold CTRL key and click Chart1 tab Data | Chartl @
Print
3. Click on File Copiess [1 2
=
4. Select Print rint
5. Change the printer to Adobe PDF Printer
6. Click on Printer Properties Ly ot .
- Prmterlgopartie:
0 Adobe POF Document Properties X
7. Change settings as shown: Lﬁ;j’ie:;';ﬁ::gng:‘;:“ FoF seanzs
. . . Use thess settings to create Adobe PDF documents best suited for on-screen display, s-mail,
° Default SettlngS sma"est Flle Slze Q Enaispzlwglt;mat Created PDF documents can be opened with Acrohat and Adobe Reader
|
e PDF Security: None Dcfat Sfige: | Snalee e e e |
Adobe POF Security: |None j
e PDF Output folder: H:\ Adabe PDF Output Folder [\ =
Adobe PDF Page Size: [ =]

o PDF Page Size: A4
8- TICk a” Other Optlons ¥ Rely on system fonts only; do not use documert fonts
9. CI|Ck OK v Delgte log files for successful jobs

[V Ask to replace existing PDF file

W View Adobe PDF results
W' Add document information

The output folder can be anywhere you want to store the
PDF.

Settings
10. Change Settings to “Only print the Print Entire Workbook
active sheets” g Print the entire workbook
11. Click Print button TR IR ERE

Only print the active sheets

L Creating Adabe PDF [ESREE
The active spreadsheets will be printed and converted to Document Name: |Adsbe Excel Spreadsheet ssx =
. . . FDF Progress
PDF. After conversion your PDF will open in Acrobat. Creating... Adobe Excel Spreadshest pdf
L]

If the Excel sheets do not print as desired, adjust Excel

. i K FDF Mame : Adobe Excel Spreadsheet. pdf
Page Layout settings to change how the content is sized

PODF Folder : H:%_2014 Training4Training Classes\AdobeE szentialsh

Sending Page : 1

Notes
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Exercise 6.

Create a PDF from PowerPoint

1. Open Adobe PowerPoint
Presentation.pptx

Click on File
Select Export
Click Create PDF/XPS button

Check Open file after publishing
Select Optimize for Standard
Click the Options button

8. Click on OK
This will confirm default settings as shown

e Range: All

e Publish options: Slides

e Include non-printing information:
Document properties
Structure tags for accessibility

e PDF options: Bitmap text when

fonts may not be embedded

9. Click on Publish

Notes

Export
['1 Create PDF/XPS Document

[@j Create a Video

Create a PDF/XPS Document
Preserves layout, formatting, fonts, and images
Content can't be easily changed
Free viewers are available on the web

L)
‘/z)‘ Package Presentation for CD C;e
PDF/XPS
% Create Handouts
E/!- Change File Type
"
£l
[¥] Open file after publishing Optimize for: @ Standard (publishing Options...

Options

online and printing)

Minimum size
(publishing online}

Range

@ Al () Current slide

Custom show:

() Slide(s) From: |q
Publish options

Publish what:

[Sides |14

D Frame slides

[T Include hidden slides

Document properties

PDF options

() Selection

|:| Include comments and ink markup

Include non-printing information

Document structure tags for accessibility

[7]150 19005-1 compliant (PDF/A)
Bitmap text when fonts may not be embedded

To: |5

Slides per page: |g

[al[=]
[a][a] ]

Order: @ Horizontal

Vertical

OK ] [ Cancel

Tools -

Publish ][ Cancel ] ‘
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Exercise 7.

Create a PDF from within Acrobat

a. Create a PDF

1. Click on Create PDF n the Tools
Screen

Select Select a File
Select Adobe Image.jpg
Click on Create

The image will be converted and opened in Adobe
Acrobat Pro.

If you want to save the file choose
o File > Save as

b. Open afile as a PDF

1. Click on File > Open...

2. Change Files displayed to All Files (*.*)

3. Select the file UQArtGallery.jpg
4. Click on Open

Adobe will attempt to convert the file to PDF and will
open it if successful.

If you want to save the file choose
e File > Save as

Notes

Create & Edit

Create PDF

Open | -

[= Open
Look in Adobe exercises - @3 m-
= Name Type
S B Adobe Excel Spreadsheet s Microsoft Excel Worksheet
Recentiblaces =/ Adebe Image.jpg JPEG image
! [1*| Adobe Powerpoint Presentation.pphx Microsoft PowerPoint Presentation
5 Adobe Word document.doce Microsoft Word Document
Desktep =] UQArtGallery.jpg JPEG image
=] UQlibmaindoor jog JPEG image
=
Libraries
A
Computer
pe
w
Network U '
File name Adobe Image jpg - Open
Files of type: Al Supported Formats <] [ cancal |
ey
g ri
TRT
| i
i
"L Adobe Image.pdf - Adobe Acrobat Pro DC
I Edit View Window Help
B Open...
| UQArtGallery.jpg JPEG image
= UQlibmaindoor.jpg JPEG image
P4 nr
UQArtGallery.jpg - [An Files (*.) v]

[

Open ] ’ Cancel ]

Adobe Acrobat DC: Essentials



c. Create a PDF from a file

—

Click on File>Create
Select PDF from File...

Change Files displayed to All Files (*.*)
Select the file UQlibmaindoor.jpg
Click on Open

Adobe will attempt to convert the file to PDF and will
open it if successful.
If you want to save the file choose

Notes

File > Save as

" UQArGallery.pdf - Adobe Acrobat Pro DC
Edit View Window Help

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

= gpen.. Ctrl+0 }Ga\\ery.pdf
D Crean ,
1 SEEE iy PDF from File.. Ctri-
S PDF from Scanner »
Adobe Word document.docx Microsoft
= UQArGallery.jpg JPEG imac
||;|UQIibmaindoor.jpg JPEG imat

|

1 |

File name: Ulibmaindoor jpg

Files of type: All Supported Formats
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Accessibility
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Accessibility is about making a document ‘accessible’ to people with impaired vision, both

blindness and low vision, and impaired mobility. The

accessibility features of Acrobat allow pdf files

to be used with screen magnifiers, screen readers and braille printers.

Including accessibility features in a pdf also allows for correct reflow and viewing on mobile devices

with small screens.

There are two categories of features: those that make reading a pdf easier and those that allow

you to create accessible pdf documents.

Exercise 8.

Check a PDF for Accessibility

1. Open Adobe Word Document.PDF
2. Click on Tools to open pane

3. Select Accessibility panel
4. Click on Full Check

5. Complete settings to

e Create Accessibility Report
o All pages in document

Notes

"1 Adebe Word document.pdf - Adobe Acrebat Pro DC
File Edit View Window Help

Home [ Tools Adobe Word docu..

Protect & Standardize

Protect Redact PDF Standards Optimize PDF Print Production Accessibil

R Autotag Document

@ Full Check

Accessibility Checker Options

Report Options
Create accessibility report Folder: \
[] Attach report to dacument

Page Range

(®) Al pages in document () Pages from 1 ta
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6. Click Select All button to confirm all
checking options

7. Click on Start Checking button

A report is generated and displayed in a panel on screen.

Rectify Accessibility Issues

1. Click on Reading order in
Accessibility panel

Click on Box 1 in file

Select Text button in dialogue box

Right click on Object 5
5. Select Edit Alternate Text...

Notes

THE UNIVERSITY
OF QUEENSLAND

AUSTRALIA

Checking Options (31 of 32 in all categories)

Category: Document

[] Accessibility permission flag is set

Document is not image-only PDF

Document is tagged PDF

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

Document title is showing in title bar

Bookmarks are present in large documents
Document has appropriate color contrast

Select All Clear All

Accessibility Checker
=]~
@
']

Document (3 issues)

5!? Feading Order

phe |LU5| TouchUp Reading Order

ne Foun
Draw a rectangle around the content

Alpheius Gl then click one of the buttons below:
Incredible [ = ] ’ Figure
All thenn o

v Show reading order panel

¥ Show page content order
v Show table cells

v Show tables and figures

Edit Alternate Text...

15 of 28
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Alternate Text Iﬁ
6. Insert Alternative text “Globe icon” S = e
Only add Alt text for meaningful images. Do not add Alt Globe icon
text on decorative images.
7. Click on OK

[ 0K ] [ Don't Add Akt-Text

8. Repeat to add alternate text to:

Object 2 — Man looking at world map
Object 4 — Caption

Object 2 — La Grande Roue Paris
Object 4 — Caption

Iltem 3 Path is the hyperlink to external websites

Accessibility Checker x

[:=]-

(o = [Document @ issies)
9. Right click on Logical Reading

Order... in the Accessibility panel s DT e, = e

10. Click Pass 4 Image-only PDF - Passed
4 Tagged PDF - Passed

11. Repeat for Color contrast... © Logical Reading Order - Needs manual
%% Primary language - Passed
5* Title - Passed
2% Bookmarks - Passed
i) Color contrast - Needs manual check

12. Click on Full Check

There should be no remaining issues to be resolved in
your PDF

Notes
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Converting PDFs
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Exercise 9.

Convert a PDF to Word

1. Open Adobe Word Document.PDF

2. Click on File > Save As

3. Select Microsoft Word > Word
Document

Click on Settings...

5. Confirm Layout, Comments, Image
and OCR settings

6. Click on OK

7. Add conversion at the end of the
filename

8. Click on Save

Following conversion there may be some loss of integrity
within the document. Headings may not be styled and

images and tables may not be correctly aligned.

Notes

File name: Adobe Word document.pdf - ’AdobePDFFiIes(*.pde v]

[ open || cance |

1 Adobe Word document.pdf - Adobe Acrobat Pro
m Edit View Window Help

% Open... Ctrl+0
.
@ Create 3
Save CtrlsS
Save As PDF... Shift+Ctrl+5
€2 Share Files Using SendNow Online... Reduced Size PDF...
Attach to Email... Certified PDF...
P > Reader Extended PDF 3
Optimized PDF...
Revert
Close ctriewy | Image 4
Microsoft Word Word Document
Dranartiar Tl
Save As DOCX Settings |
Layout Settings
@) Retain Flowing Text _) Retain Page Layout
Comments Settings
[¥] Include Comments
Image Settings
[#] Include Images
OCR Settings
[#] Run OCR if needed Set Language
[ OK %J ’ Restore Defaults ] ’ Cancel ]
File name: Adobe Word document conversion.docx A Save
Save as type: [Word Document (* docx) v] [ Cancel ]
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Consolidating PDFs
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Exercise 10.

Combine files into a single PDF

Click on Create PDF button
Select Multiple Files
Select Combine Files
Click Next

w2

Click on Add Files... > Add Files...

Ensure All Supported Formats is
showing

7. Hold CTRL key and click
Adobe Excel Spreadsheet.pdf
Adobe Word Document.docx
Adobe Powerpoint Presentation.pptx
Adobe Image.jpg

8. Click on Open

You also have the option of dragging relevant files onto
Combine Files dialogue box.

9. Click on any file

10. Drag to reorder the files as shown:
Adobe Image
Adobe Word Document
Adobe Excel Spreadsheet
Adobe Powerpoint Presentation

Notes

Create PDF

Create a PDF from any format

Single File ® co

Multiple Files ttiple
Scanner

Web Page

Clipboard

Blank Page

[e= ]

T = o

[% Add Files.. Shift+Ctri+|
o Add Folders...

G"a Add PDF from Scanner...
@ﬁ Add Webpage..

iy Add from Clipboarc..
TR Add Email.

(2 Add Open Files...

Adobe Powerpoint P._.pptx
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Click on Options
Ensure Smaller File Size is selected

Check all options
Accessibility, bookmarks, errors

and portfolio
4. Click on OK

5. Click on Combine

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

S [ | .ﬂ
. 4 m -
Options X
File Size: ]
Other options

[] Always enable accessibility and reflow
Always add beokmarks to Adobe PDF
Continue combining if an error occurs
Save as PDF Portfolic

Convert all files to PDF when creating a portfolio

0K Cancel

Combine p 4

Acrobat will process the files by printing and converting to Converting Adobe Excel Spreadsheetalss...

produce one PDF with all files included. A new PDF will _
open called BINDER1.PDF

"L Binder2.pdf - Adobe Acrobat Pro DC
Edit View Window Help

B Open... Ctrl+0O
H . E“b Create »
6. Click on File > Save As
Save Ctrl+5
Save As.. Shift+Ctrl+5
Save as Other 3
7. Ensure the File name is “Binder1.pdf’ File name: «[sae |
. Save as type: obe iles (*) - Cancel
8. Click on Save ope: _{fdobo PDE HeaCod) ] | ]

Notes
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Rename automatically generated bookmarks

1. The bookmarks available in this PDF
are the filenames of the original files

Right click on Adobe Image bookmark

2
3. Select Rename

4. Enter “Cover Image”
5

Click in on screen to confirm

Check Binder Properties

6. Click File > Properties

Notes

Bookmarks

AUSTRALIA

N B Wk

[TP Adobe Image

EHIP Adobe Word document
B D Alpheius Global Enterprises

D The Founders

[] Incredible Coincidences

D A Note and Its Rewards

|,—.] Life After The Orphanage

=[P Adobe Excel Spreadsheet

ﬂ Data
[l chart1

=[P Adobe Powerpoint Presentation
ﬂ Alpheius Global Enterprises

D Who we are...

[l Quick Facts

[ Annual Sales

EI What we do...
Bookmarks b4
A & 1l
[T} Adobe Image

={[F Adobe Word document
B [:l Alpheius Global Enterprises

ﬂ The Founders
D Incredible Coincidences
ﬂ A Note and Its Rewards

[:l Life After The Orphanage

Go to Bookmark
Print Page(s)

Print Section(s)

Cut Ctri+X
Delete

Rename

mgdit View Window Help

B Open..

f_?} Create

Save As..
Save as Other

Export To

E Attach to Email...

Close

Properties...

Ctrl+O

4

Shift+Ctrl+5
»

4

Ctrl+W

Ctrl+D
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Look at the file size and add descriptive details for the
combined PDF
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i

Description | Security | Fonts | Initial View | Custom

Description

File: Binderl.pdf

Title: |C0mbined files

Author: |Fic-na Stroud

Subject: |Samp|e PDF created for training

Advanced

PDF Producer.  Adobe Acrobat Pro10.1.2
PDF Version: 1.6 (Acrobat 7.x)
Location:  L\ClientServices\TALS\IT Trainersi(
File Size: 264,61 KB (270,964 Bytes)
Page Size: 667 x6.67 in

Tagged PDF: Mo

Exercise 11.

Extract pages from a PDF

Open Binder1.pdf

2. Click on Organize Pages button in
Tools Pane

3. Select Extract

Organize Pages

,@ Extract

Enter a range of2to 5 25 O Q W B et [ insert = [ Replace 3, Spl
CIICk on Extract D Delete Pages after extracting D Extract pages as separate files Extract
"L Binder2.pdf - Adobe Acrobat Pro DC
I edit View Window Help
B Open... Ctrl+ O
. . E?} Create »
6. Click on File > Save As
Save Ctrl+5
Save As... Shift+Ctrl+S
Save as Other 4
7. Enter filename Extract
8. Click on Save File name: exdract - Save
. Save as type: Adobe POF Files (" pdf) - [ Cancel ]
9. Press CTRL + W to close file ]
This will keep Acrobat Pro application open.
Notes
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Exercise 12.

Add pages from another PDF

Organize Pages

Using Extract.pdf

2. Click on Organize Pages button in
Tools Pane

3. Click on Insert > From File...

4. Select Adobe Powerpoint
Presentation.pdf

5. Click on Open

6. Enter a location After

7. Enter page location 3

The whole file will be inserted after page 3

8. Click on OK

9. Click on Save icon in toolbar

10. Press CTRL + W to close file

This will keep Acrobat Pro application open.

Notes

I}, Insert ¥ B Replace

3 spit [

P From File... Shift+Ctrl+1

e )

h_'h From Clipboard...

% From Scanner L

@a From Web Page...

Oy Blank Page... Shift+Ctrl+T

) Adobe exercises - & 5 i
Mame : Type
|| Adobe Excel Spreadsheet.pdf PDF File
|| Adobe Powerpoint Presentation. pdf PDF File
|| Adobe Word document. pdf PDF File
-Insert Pages . ﬁ“
Insert File:  Adobe Powerpoint Presentation.pdf
Location: | After vl

Page

() First

) Last

@ Page: 3 of 4

[ 0K l l Cancel
B |8 X
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Exercise 13.

Create a Portfolio

Use a portfolio as a container to hold a number of other documents, including PDF and other

formats. &You will need Flash Player to use this tool.

Click on Create PDF button
Select Multiple Files

Select Create PDF Portfolio...
Click Next

e

5. Add your files by selecting Add Files...
6. Select Adobe Image.jpg
7. Click on Create

The Portfolio is created and opened for viewing and
editing.

Create & Edit

Create PDF

Open | =

Create a PDF from any format

Single File O Combine Files

Multiple Files O cre

Scanner

Web Page

Clipboard

Blank Page

Next

Exercise 14.

Edit a Portfolio

Add files to a portfolio

1. Select Add Files...

Notes
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2. Hold CTRL key and click

e Adobe Excel Spreadsheet .xIsx
e Adobe Powerpoint Presentation.pptx
e Adobe Word document .pdf

3. Click on Open

Access portfolio content

Click any file
Select Preview

Select Open Document to open file

o Dn =

Right Click a file and select Show
Information to get file information

5. Click on close icon ® to return to file
Remove files from a portfolio

1. Click on the Rubbish Bin icon
OR

¢ Right click on file and select Delete

Security and Protection

THE UNIVERSITY
OF QUEENSLAND
AUSTRALIA

Adobe Excel Spreadsheet.xlsx

Only preview files from sources that you trust.

I:‘ Always trust this type of file and show preview.

Preview

Name: |Adabe Powerpoint Presentation.pptx

Display Name: IAdvbe Powerpoint Presentation.ppix |

Size: 49.78 KB
Created: 18/03/14

Modified: 12/03/14
Tags:

éé Open File in MNative Application
Extract from Portfolio...

[3 Add Files..
@ Add Web Content...

@ Add Folder...
E Create Folder...

@ Delete

Exercise 15.

Restricting user activities

1. Open Binder 1.PDF
2. Click File menu

3. Choose Properties

Notes

[E fdit View Window Help

B Open... Ctrl+0

E?} Create 3
Save As... Shift+Ctrl+S
Save as Other 3
Export To 3

8 Attach to Email...

Close Ctrl+W

Properties... Ctrl+D
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Document Properties

Desmption| Security | Fonts I Initial View | Custam I Advanced

Decument Security

The document's Security Method restricts what can be done te the document. To rer
restrictions, set the Security Method to No Security.

Security Method: |[JERESINE -

Can be Opened by:  Acrobat compatibility information unavailable

4. Select the Security tab Document Restrictions Summary
Printing:  Allowed
Changing the Doecument:  Allowed
Document Assembly:  Allowed
Content Copying:  Allowed
Content Copying for Accessibility:  Allowed
Page Extraction:  Allowed
Commenting:  Allowed
Filling of form fields:  Allowed
Signing:  Allowed

Creation of Template Pages:  Allowed

Da;cript\on| Security ‘ Fonts IInit\aIV\ewl Custom IAdvanced

Document Security

5. Click the drop down arrow next to

The decument's Security Method restricts what can be done to the document, Te remove

Secu rity Method restrictions, set the Security Method to No Security.
Security Method: [ND Security -]

6. Choose Password Security o Security ‘

Can be Opened by: FEESIGIG RN
Certificate Security k

7. Go to the Permissions area. Place a tick  Pemissions

in Restrict editing and printing Restrict editing and printing of the document. A password will be required
L Enter the Ietter “a” as a password Change Permissions Password: |*‘|
e Printing allowed None -
Printing Allowed: ’None
e Change allowed None
o Clear Enable copying if necessary Changes Allowed: | None
L CheCk Enable Text Access ["]Enable copying of text, images, and other content
e Choose OK

Enable text access for screen reader devices for the visually impaired

Adobe Acrobat - —— - - —-—

All Adobe products enforce the restrictions set by the Permissions Password.
& l . However, not all third-party products fully suppert and respect these settings.
Permissions disclaimer Recipients using such third-party products might be able to bypass some of the I

restrictions you have set.
8. Click on OK

[7] Do not show this message again

|

Notes
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Adobe Acrobat - Confirm Permissions Password @

Confl m password Please confirm the Permissions Password. Be sure to make a note of the password.
! % You will need it to change these settings in the future.

9. Re'enter the Ietter “a” as a password to Mote: If a Document Open Password is set, the Permissions Password will also open
Conﬁrm the document and bypass the security settings.

10. Click on OK

Permissions Password: |*1

Adobe Acrobat

Security settings will not be applied to the document until you save the
! . document. You will be able te continue to change security settings until you
close the document.

Permissions aren’t officially set until the file is saved.

11. Click on OK

|| Do not show this message again L\)

12. Click on Save icon in toolbar @ @ L%

Check Security

Document Properties X
Description  Security Fonts Initial 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: | Password Security ~| | Change Settings.

Check t|t|e bar for (Secured) Canbe Opened by: Acrobat 7.0 and later Show Detail.

Al contents of the document are encrypted and search engines cannot access the document's
metzdata,

Click the File menu

Choose Properties

Changing the Document:  Not Allowed

Select the Security tab to check
Document Restrictions B

O

Content Copying for Accessibility:  Allowed
Page Extraction: ~ Allowed

Notice most restrictions are now Not Allowed

Commenting:  Not Allowed
5 CI'Ck on OK Filling of form fields:  Not Allowed
" Signing:  Not Allowed

Creation of Template Pages:  Not Allowed

Notes
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Commenting

The Adobe PDF annotation mechanism includes a broad set of highlighting, drawing and other
tools that you can use to add comments to a document.

Exercise 16. Add comments to a PDF file

1. Open Extract.pdf
Comment

2. Click on Comment in Tool pane

3. Tools available include:

e Sticky note m
« Highlight f) ¢ 1T T 3
e Attach file ETe) T@) T{J T
e Record Audio .
e Add Stamp g Q& & X
e Text markup -

e Text boxes ©

e Callouts

[ ]

Lines, Shapes and Freeform

¥ uglgaite E

Click on a Sticky Note tool @ Great title
Click in document

Enter a comment 29-Jun-16 11:46 AM

N o g &

i i Reply
Click the cross to close sticky note @ ‘

8. Hover mouse over note icon C to

preview message uglgaite
Double clicking a comment icon opens the associated Great title
pop-up and allows editing
Add Stamps

2 & B &
1. Click on arrow beside Add Stamp tool ‘ APPROVED ‘
2. Select Show Stamps Palette

) Show Stamps Palette
3. Click on a Stamp

Dynamic 4

Sign Here 4

Notes
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o, Identity Setup x|

Please enter the identity information that will appear on your
digital identity stamps.

Identity

You may be required to complete personal details when Login Name:  ugfstrou
using some stamps Name: |
4. Fill in relevant details L= | L
5. Click on Complete button D::i :
Email Address: |
I Don't show agan

| APPROVED |8
6. Click in document to apply stamp

REVIEWED
8y Fiona Stroud at 3:33 prm, Mar 24, 3014

Annotate to mark text
Ta

2. Enter any text in message box

T The Founders =

3. Click on Underline tool —-
Alpheius Global Enterprises was founded by ﬂ'ureel pecple: Annabel Lewis,

—

Click on Insert text tool

Select text in document

To

Click on Add note to text tool

Enter text in message box

Notes
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