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Introduction

Adobe Acrobat X Pro allows users to create, view and edit files in Portable Document Format (PDF). Acrobat
enables viewing documents created in various software programs on any computer, with the look and layout

of the source program intact, like an electronic snapshot.

Open the Program

Open Adobe Acrobat X Pro to bring up its Getting Started window.
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ADOBE" ACROBAT" X PRO

Open a Recent File Getting Started
T printableCard_Wwyndham rewards,pdf @} teate POF
E| Confirm=Confirmé&ail, pdf )
@ Create PDF Partfolio
E| thankyou_signed, pdf .
f@ Combine Files inta FOF
E| thankyou, pdf
@ Create PDF Form
T 10-23-2011[1],pdF

@ Qpen. ..

Free FormsCentral Webinar

See how simple it is to create forms, surveys, and
mare, Mew session every week!

Reqisker Maw




Create a PDF File

In the ‘Getting Started’ menu, you can open an existing PDF file or create a new one.

1. Click on ‘Create PDF'.

Open
Look ir: | @ Desklop - T B -
LY [LYMy Documents
| 23 -j My Computer
My Recent HMV Metwork Places
Documents | ZSygwarld cards & ather ids
- [Cold nnew library pics
[ [C5)POFs
Deskiop [C3IPHOTOS
[C2)5MHS Logos
- @Confirm=ConFirm&Mail
My Documents
by Computer
‘g File: narne: || v | [ Open l
My Network | Files of type: | Adobe PDF Files [*pef] | [ cancel |

2. Inthe ‘Open File’ dialog box, find the document to open as a PDF and click ‘Open’. Adobe automatically

converts the file to PDF format.

a.

It does not matter what type of file you choose; it could be an Excel spreadsheet, Word document

or even an image.
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Overview of Work Area

Adobe Acrobat X Pro opens to display a document window and a navigation pane, along with toolbars and a
menu bar. The document window displays the PDF documents. The navigation pane is located on the left side
of the document window and allows you to browse through the PDF.

] Lorem_Ipsum_Dolor_Sit_Amet. pdf - Adobe Acrobat Pro

File  Edit  Wiew Window Help
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Page Thumbnails [ L
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Praesent facilisis odio et lectus hendrerit
non aliquam tortor tristique. In pharetra pellentesque gravida. Pellentesque semper pellentesque
suscipit. In pellentesque rutrum nisl, a imperdiet nisi posuere at. Ut leo ligula, vehicula sed feugiat
ut, vehicula at tortor. Vivamus eros nulla, tempus lacinia sollicitudin sit amet, consectetur eget leo.
Cras nec tortor in eros ultricies ultricies. —

R

Tools | Comment

Lorem Ipsum Dolor Sit Amet

Integer eu lorem turpis. Mauris eu malesuada lorem. Etiam id arcu non magna elementum sagitts.
Maecenas volutpat ante eget ante varius tincidunt. Duis sit amet libero non augue pretium
vulputate quis nec sem. Cras erat sem, commodo commodo mollis eget, imperdiet quis urna.
Phasellus nisi est, dignissim ut lobortis velutpat, vehicula a est. Aliquam commedo elit ut nisl
ultricies sed placerat nibh mollis. Aenean cursus tempus iaculis. Vestibulum ante ipsum primis in
faucibus orei luctus et ultrices posuere cubilia Curae; Donec vitae magna sit amet dolor aliquam
molestie. Curabitur sit amet ullamcorper elit. Etiam adipiscing tortor in nunc lobortis pellentesque
vitae ut nulla.

Donec in urna velit eget consectetur dolor. Aliquam elementum turpis lectus, ut mattis ipsum.
Integer rutrum diam at diam gravida accumsan. Sed laoreet felis nisi, id vehicula mauris. Sed nec
nunc ac est dapibus dictum et sed elit. Integer semper enim eu lectus lobortis luctus. Aliquam
placerat pharetra arcu eu elementum. In lacus leo, ultricies vitae vehicula id, pellentesque convallis
mi. Integer sed felis libero, sed consectetur mi. Integer aliquet magna et neque luctus sed tempus
arcu sollicitudin. In turpis neque, condimentum eu consectetur blandit, fermentum vel nulla. Sed
quis sem quis odio faucibus pharetra vitae eu magna. Pellentesque eget viverra felis. Sed vel turpis
et mauris sollicitudin placerat. Donec erat justo, ornare sit amet rhoncus sed, adipiscing vitae leo.

Vestibulum bibendum semper tortor non hendrerit. In eu condimentum mi. Integer luctus enim at
magna malesuada in convallis dui lobortis. Mauris ut arcu nec urna ultrices congue vitae sit amet
odie. Phasellus fringilla porta diam ac blandit. Ut ultricies iaculis leo, ac egestas enim porta eget. Ut
molestie ante sed nisi porttitor laoreet. Donec hendrerit adipiscing lectus non mattis. In ac diam at
magna molestie bibendum at id metus. Nam sem augue, tincidunt in interdum vel, eleifend id nisl.
Cum sociis natoque penatibus et magnis dis parturient montes, nascetur ridiculus mus. Vestibulum
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Acrobat Toolbars

Acrobat’s default toolbar groupings are Create, File commands, Quick tools, Page navigation, Select, Zoom, Page

display, Tools, Comment and Read mode.

Read

E:T‘Itacf: File con;mands Qu icII< tools molde

T LI N L1
@Ereatev | @ = E% | ‘{E’ @ G @ D) @} *,

Tools Comment
1 : 1

Page
navigation

V:]/z| NG |© @& [w]-]| [H B
r I I I

Page
Display

I I

Various Review/
Acrobat tools comment

1. Create - allows you to create a PDF from an electronic or scanned document. Also allows you to create a

PDF portfolio.
File commands - toolbar contains the Open, Save, Print, and Share document buttons.

W NOU R WN

Select - toolbar contains the Select and Hand buttons.

Tools pane - access to numerous functions in Acrobat.
Comment pane - allows you to add comments to PDF file.

Quick tools - provide one-click access to common functions in Acrobat. Customizable.

Zoom - toolbar contains Zoom Out, and Zoom in icons and Zoom Value display.
Page Display - toolbar contains the Scrolling Mode and Single Page icons.

10. Read mode - view your document without the clutter of toolbars or task panes.

Add Tools to the Quick Tools Toolbar

Tools can be moved to the Quick Tools toolbar from the Tools pane by dragging their

grabber bars. The grabber bar appears once you hover your mouse over a tool selection.

Grabber

Bar —®|

Page Navigation - toolbar contains the Previous Page, Next Page buttons and Page Number display.

Tools Comment

» Pages

v Content

[:P Add Bookrnatk
& nttach aFie
Edit Text & Dbjects

T Ediit Document Text

fp Ediit Ohiject
8 scfiore o e dergeocber]
Add or Edit Interactive Dbject

ﬁ Lirk:

Button

5@3 Multimedia -

h Selert Ohject

» Forms

» Action Wizard

» Recognize Text

» Protection

» Sign 8: Certify




Review the Navigation Pane Buttons

The buttons along the left side of the document window are the default buttons. Each of the buttons opens a

different panel in the navigation pane.

@ Page Thumbnails (4]

A. Page Thumbnails — ‘Page Thumbnails’ displays a

thumbnail view of all the pages in the open PDF L}' T
document.

B. Bookmarks — ‘Bookmarks’ enables you to jump to a @ ,.a:,_{,*’;/
specific section or page that’s has been previously
bookmarked in a PDF document. ® Y]

C. Attachments - Attaches files to the PDF document.
D. Signatures - A digital signature verifies your identity and
may include a photo or an image of your hand-written

signature.

Create Simple PDF Files from Inside the Program (if another file is already open onscreen)

If no file is currently open, you will always see the ‘Getting Started’ window and can create a PDF there. If afile is
currently open, you can choose ‘File’ from the menu bar, or you can select the ‘Create’ button from the top row of

toolbar buttons, to create a PDF file.



Creating a PDF using ‘File’ from the menu bar:

1. Click on ‘File’ from the top menu
Scroll down and select ‘Create PDF’

3. From the fly-out menu, select ‘PDF From
File’.

4. A dialog box pops up. Select the file that
you want use and click ‘Open’.

Creating a PDF using the ‘Create’ button:

Click on the ‘Create’ button on the toolbar.
Select ‘PDF from File...”

A dialog box pops up. Select the file that you want to

use and click ‘Open’.

Edit Wiew Window Help
=% Open...

Chrl+Cr

Save A5

Attach ko Email. ..

Action Wizard

Close Chrl+w
Properties. .. Chrl+D
& Print... Chrl+P

1 H:\Larem_Ipsumn_Dalor_Sit_amet. pdf
2 Hi\WR-103,pdf
3D:)...42011_09_Newsletter[1].pdf

8o 2(s b [ M
[, PDF from File. . Chrlthl T
% PLF from Scanner 4
Shift-+CErl+C

» Q_ﬁ PDF from Web Page. ..
@ PDF from Clipboard

) E{;:l Combine Files into a Single PDF. ..
aﬁ Batch Create Multiple Files. ..

% POF Farm...

& PDF Portfolio. .

Lor

sum dolor sit amet, consect
am tortor tristique. In pha
n pellentesque rutrum nisl

= T A At tortor Virranoue aroc v
File Edit wiew wWindoms Help
eete || 3 0 &
rarm Eile. .. (RN
==, PDF from Scanner S
(£ Create POF from Web Page Shift-+ kO

I}ﬁ PDF from Clipboard

E{gﬁ Combine Files inko a Single PDF. .

T4 POF Form. ..

T24 POF Fortfalio, .




Create a PDF from within Microsoft Word 2010

In Microsoft Office 2010, you can click on the Acrobat tab to open the PDF toolbar.

WE9-vi= Adobe Acrobat X Pro Intro [Compatibility Mode] - Micre

Create

PDF
Create

Home Insert Page Layout References Mailings Review View | Acrobat |
[ 19 =] =l == = -
= & 2 T R

references | Create and Mail | Create and Send  Acrobat | Embed |
Attach to Email Merge Faor Review Comments = | Flash
\dobe PDF Create and Email Review And Comment Flash

Save Adobe PDF File As

Savein | < DATA D] v O @
Ty |5 7527 a5cec0d254566ddr PR aaedf
i 23 BDocuments and Settings
ty Recent ) Group'Hise
Diocuments [Cipalkes
= () TEMP
Desktop
My Docurnents
by Computer
- File name: b | [ Save ]
MyMNetwork | Savesstps | FDF fles v| [ cancel |
Wiew result

Click on the ‘Create PDF’ icon and the dialog box will pop up asking you to save your document. Navigate
to the directory that will house the document and type the name you want to use. Then click on the
“Save” button.
a. When naming your PDF documents, do not use spaces between words. You can use underscores
to separate the words in your filename (e.g., Acrobat_X_Pro_Intro).
The file will open up in Acrobat X Pro.



Create a PDF File in MS Word 2010 and Save It as an Email Attachment

1. To create a PDF file WE9-O= Lorem Ipsum Dolor Sit Amet - Microsoft Wo
and save |t as an email m Home Insert Page Layout References Mailings Review View | Acrobat |

attachment, click on = = ey " 3

‘ ’ Create Preferences Create and — = —
the Acrobat tab PDF Attach to Email [Merge Far Review Comments | Flash
Create Adobe PDF Create and Email Review And Comment Flash

2. Click on the ‘Create
and Attach to Email’
icon. A dialog box will
appear, type in the

Save Adobe PDF File As

Savein: | < DATA D) ¥y 02 E

() 7527 aSrer0d254566dd 77 4aaedf
4 (L) Docurnents and Settings
My Recent | | L) Groupiise

. Docurents [S)paltex
name of the new PDF - - o
file and click the : @

- Desktop

‘Save’ button.

tdy Documents

r-\. I y.C‘Dmpulel
N . File marme: v | [ Save I |
MyMNetwork | Savesstyps: | FOF files | [ Coancel |

View resul

3.  Your default email client

W|” automatica”y Open tO File Edit Wiew Actions Took Accounts ‘Window Help

. i send 3¢ Cancel B address () [ G, XS =
the ‘Mail To/Compose’ e i
ai end Options
screen with newly created 5] [Grars w |
PDF file attached. o I s |

Subject: ‘

4. Fillin the pertinent email =

information and click the
‘Send’ button.

— 2@y e- B

=

Lorem_Tpsu...

E3

B

Account: Novsll GroupWise:




Convert and Combine Different Types of Files into a Single PDF Document

There are two different methods for combining files in Adobe Acrobat. The first is the ‘Create PDF Portfolio’
method, and the second is the ‘Combine Files into a Single PDF’ method. This handout will discuss the latter
method.

If you have just launched Acrobat X Pro, or if you are in the program but have no files open,

1. Select ‘Combine Files Into PDF’ from the ‘Getting Started’ window.

e

ADOBE' ACROBAT" X PRO

Open a Recent File Getting Started

] Lorem_Ipsum_Dolor_Sit_amet,pdf @ Create POF
YR-103.pdf

O g @ Create PDF Partfalia

] 2011_09_Newsletter[1],pdf

Combine Files into POF
@ Create PDF Form

@ CpEn. .,

Automate Repetitive Tasks

Idze the Action WWizard bo kurn mulkistep tasks into a
guided action that can be shared with others,

See How




If you currently have a file open,

2. Click on the ‘Create’ button from the upper toolbar

@EreatEv _@ = @ ||

. . . PLIF F File... Chrl+M
and choose ‘Combine Files Into a Single PDF...’ & i '
&5, POF from Scanner »
(#; Create PDF from Web Page Shift-+CErl+0

'E@ Combing Files inta a Single PDF. ..

= FOF Form, ..

TE4 PDF Portfalia. ..

The ‘Combine Files” window will appear onscreen.

3.

Click on the
“Add Files” 23 Combine Files r'_”E”E'
button. A [& add Files... ~ | (® 5ingle POF () PDF Portfalio
dlalog box -@ n, and then arrange them in the order you want.
H Add Folders...
Wl” appear. ge Range Size Modified ‘Warnings/Errors
Then &2, add POF from Scanner. .
. (&) Add Webpage. ..
navigate to .
Ifh Aadd from Clipboard...
the T, Add Email..
directory

that holds the files that you want to combine. These files do not necessarily have to be in PDF format;
they can be files in various formats, such as Excel or Word, or they can even be image files.

Hold down the Control key and click once on each file you wish to add. If you are adding several files in a
row, you can hold down the Shift key and click once on the first and last file to add all the files.

Click the ‘Add Files’ button. Your files will be displayed in in the ‘Combine Files” window.

10



23 Combine Files |Z

=](E3
(®) single POF () PDF Partfolio

Drag and drop files to add them, and then arrange them in the order you want.

Mame Page Range Size Madified \Warnings/Errars
Ltj IMG_0659 all Pages 1.61 MB a/10/2005 ...

G_06E0 Al Pages 3/10/2005 ...
Lt_j IMG_06E1 all Pages 1.50 MBE a/10/2005 ...

|51 M _oeea &ll Pages 1.41 MB 102005 ...

[ﬁ Maove Up l [@ Maove Down ] Choose Pages File Size: [
Combine Files ] [ Cancel ]

6. To change the position of a file in the list, click on any filename and then use the ‘Move Up’ or ‘Move
Down’ button to shift its position.

7. Toremove a file from the list, highlight a file and click on the ‘Remove’ button.

8. When ready, click the ‘Combine Files’ button.

All files are converted to PDF format, and the consolidated PDF document is named ‘Binderl’ by default.
To rename the file,

1. Go to ‘File’ on the menu bar and choose ‘Save As’.
2. Inthe ‘Save As’ dialog box, rename your newly combined PDF document and press ‘Save’.

11



Open an Existing File in Adobe Acrobat

Click on ‘Open..." on the ‘Getting Started’ screen and locate your file.

e

ADOBE®" ACROBAT" X PRO

Open a Recent File Getting Started
) vRr-103_signed.pdf @ Create POF
Grocery Lisk_10-20-11_responses, pdf
O Y ~/eEpanzEs.p @? Create PDF Portfolio
ﬁ Grocery _Lisk_10-20-11_distributed[ 1], pdf
f@ Combine Files inta PDF
ﬁ Grocery Lisk_10-20-11_distributed_crh, pdf
@ Create PDF Form
T Grocery List_10-20-11,pdf
% Open...

Free FormsCentral Wehinar

See hiow simple it is ko create Forms, surveys, and
more, Mew session every week]

Reqgister Mow
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Re-Order Pages within A PDF Document

To re-order pages in a PDF document involves a quick and easy drag-and-drop action.

1. Open your multi-page document in Adobe
Acrobat.

2. Notice the page thumbnails arranged in a
vertical line along the left side of the

Page Thumbnails

&
e

window.

& & 2O

a. If the page thumbnails are not
displaying, click on the ‘Page

Thumbnails’ icon to display
them.

3. Scroll to the page that you want to re-
order. Click on the thumbnail for that page
to highlight it, and then drag the thumbnail
up or down to the desired location.
Release the mouse button.

13



Convert Web Pages into PDF Files

Adobe Acrobat allows you to capture or convert selected content on a web page, entire web site or several layers

of a multipage website. Since the web pages are converted into PDF format, they can be saved, printed or emailed
to others.

E’}Ereate |@ - & 4]

(& PDF fram File. .. CErl+]
&8, POF from Scanner r
Create PDF from \Web Page Shift-+Chrl0
% POF From Clipboard

Eg-l Combine Files into a Single POF. ..
7 POF Form. ..

T4 FDF Fortfalio. .

1. Click on the ‘Create’ button from the upper toolbar and choose ‘Create PDF from Web Page’.

Configure How PDFs Display in Your Internet Browser

To set your internet preferences in Adobe Acrobat,

1. Choose ‘Edit’ on the top menu and select ‘Preferences’.
2. From the menu on the left-hand side, select ‘Internet’.
3. Inthe ‘Web Browser Options’ section, check the options that best suit your needs.

a. Display PDF In Browser - allows any PDF opened from the web to display inside the current
browser window. If this option is not selected, PDF documents open in a separate Acrobat
window.

b. Allow Fast Web View - downloads PDF files for viewing one page at a time. If this option is not
selected, the entire file downloads before it is displayed.

c. Allow Speculative Downloading in the Background — allows a PDF file 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.

4. Unless you have Administrative Rights for the computer you are using, ignore the ‘Internet Options’
section.

14



Set Options and Convert Web Pages

1. Click on the ‘Create’ icon on the Task toolbar in Adobe Acrobat.
Select ‘Create PDF from Web Page’.

3. The ‘Create PDF from Web Page’ dialog pops up to display the URL, Settings, and Capture Multiple Levels
options.

4. Click on the
Capture | Create PDF from Web Page
Multiple
Levels icon to

V|[ Browse ]

expand the
‘Create PDF
from Web :
Page’ dialog box.

Create l [ Zancel ] [Settings... ]

5. Select how many levels of the web page you want to capture. (Note: capturing all levels will take a long
time and bloat your file size.)

6. The ‘Settings’
button takes you to
the ‘Web Page

Create PDF from Web Page

. . URL:  |htkp: f feme, guaarnc, edulibrar w Browse
Conversion Settings’ | il 2 fibrary | [ ]
dialog box. In this Settings

dialog box you have (®cetonly |1 % levelis) (O Get entire site

the General tab and [ stay on same path
the Page Layout tab.
7. The General tabis

where you change

|:| Skay on same server

Zapture Multiple Levels Create ] [ Cancel ] [ Settings. ..

the conversion
settings and the PDF
settings.

8. On the Layout tab, you can choose page size, margins, page orientation and scaling.

9. After you have reviewed, all of your settings click on the ‘Create’ button.

15



The web page is converted into a PDF file and assigned a filename based on the web page name.

¢ Himmelfarb Library Homepage - Adobe Acrobat Pro
File Edit ‘iew indow Help

DEexm el @ Tl
o @[5B

@Createv
(1] | (N O

Himmelfarb Library Homepage

Multidatabase Catalog | Site Search |

Search:l ||nmm1ﬂ.ﬂ:(:ommms

Search a topic in multiple di

Download and Convert Linked pages

When reviewing your converted web page you will notice links e = HL
Cpen Weblink in Browser

to unconverted web pages. If you roll the cursor over an LS

unconverted link, the pointer turns into a pointing finger and ||IE':'I:'E'-":I 0 DacHment I' Comp

displays the unconverted URL. To convert and download the 2 P el ety EEUTETS

page, right-click on the link and you will see a drop-menu. Copy Link Location board

From the drop-menu, select the ‘Append to Document’ . 7 GVVEmail

option. This will download and convert the page, enabling the
link to work; it also places a bookmark in the bookmark panel.

|£:| Bookmarks K|
rE 2
EHP gwume.edu
f/ [ Himmelfarb Library
Homenage
uﬁ EHP gwu.edu
Email Log-Tn - MyGIA!
- The George
Washington
Apmndedmwermty \iweh Portal
web|page

16



Work with Bookmarks

While many authoring programs create bookmarks automatically that link to different sections within the
document, you can also create your own.

1. To add a bookmark, scroll to the page in the document that you want bookmarked.
2. Inthe Bookmarks panel, click the New Bookmark icon. |1:? I

3. Anew untitled bookmark is added. Click on the word ‘Untitled’” and replace it with a title of your choosing.

Add Comments to a Document.

1. Click the ‘Add Sticky Note’ button on the ‘Quick Tools’ @ toolbar.

2. Position your mouse where you wish to insert the sticky note and click once.
a. Anoteisadded

automatically in the

= -
document window. If =~ mibcrh =]

1172011 ;727 AM

necessary, click inside the

note to create an insertion - This document has been reviewed and
point, and type a short approved by Catherine,
comment about the
document.
3. When you’re finished, click the e
minimize button in the upper-right %, &

Es

corner of the pop-up note, or click

outside the pop-up note.

4. To view a sticky note, simply click once on the Sticky Note icon. I
a. The content of the sticky note will appear.

17



Edit Original Text in Adobe Acrobat X Pro

1. Click on the ‘Edit original document text’ button on the ‘Quick Tools’ Toolbar. 'Ill
2. Position the cursor by the text you wish to edit and click once.
3. Begin editing your text.

| Tools | Comment

>

Add Multimedia to PDF Files ~| » Pages
lenntEntl

One of the new features in Adobe Acrobat X Pro is the ability to incorporate [P sod Bookmark

multimedia into PDF documents. For the purpose of this class, we will be @ Httach aFie

reviewing how to add video to a PDF document. Edit Text & Objects

T] Edit Document Text

1. Click on File > Open
Select and open the PDF document that you want to use.

O Edit Object

Add or Edit Text Box

Scroll to the portion of the document where you plan to insert the O B e et

video. &£ Uk
4. Click on ‘Tools’ on the right side of the screen. -
5. Click on ‘Content’ and then select ‘Multimedia’. 1 Er=a B
6. Choose ‘Video'.
7. You will notice that the cursor changes into a crosshair symbol. L) gound...
8. Draw a box where you wish your video to appear on the page. I é ?:E

» Protection

9. The ‘Insert Video’ dialog box will pop-up.

Insert Video [‘5__<
Suppork Matice

Acrobat supports FLY, F4Y, MP3 and 3WF and other file types encoded in H. 264

[15how Advanced Options (] 4 ] [ Zancel
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10. Click the ‘Browse’ button, and then select the media file that you want to use. NOTE: You can insert FLV
(Flash Video) files and H.264-compliant MP4 (MPEG-4 Video) and MOV (QuickTime) files.
11. Before you click the ‘OK’ button, checkmark the ‘Show Advanced Options’ box.

12. The Insert Video dialog box will now show the advanced options.

Insert Video

X

1 =0

File: |H:'l,acrobat material\CEQ_Video.Flv

Launch Settings | Controls | Video

Activation Settings

Enable When: | The content is clicked -
Disable When: | 'Disable Content' is selected From the contesxt menu ~
Playback Style: | Play content on page v
‘width: Height:
Appearance
Border Width: | Mo border w

Paoster Image

(%) Retrieve poster from media

() Create poster from file

Snap ko content proporkions

[#] show advanced Options [o]4 ] [ Cancel ] r

13. On the ‘Launch Settings’ tab select the following settings:

a.

b
C.
d

Enable when: The content is clicked

Disable when: ‘Disable Content’ is selected from the context menu

Playback Style: Play content on page.

Width: When you choose the ‘Play content in floating window’ option in the 'Playback Style’
section, you can set the width and height of the floating window in the width section.

Border: You can choose to display your movie without a border or choose between a thin,
medium or thick border.

Under the ‘Poster Image’ section, make sure ‘Retrieve poster from media’ is selected and then
click OK.

Click the Play button to begin the video. Once the movie starts to play, roll the cursor over the
lower section of the video to see the playback controls.

Stop the video and save the newly updated PDF document.
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Create Forms

You can create a form from an existing electronic document (for example, Word, Excel, or an existing PDF

document) or scan and convert a copy of a form, and then add interactive form fields to it. For the purpose of this

class, we will be learning how to create a form from an existing electronic document.

Create a Form from an Existing Electronic Document

1. Choose ‘Create PDF Form’ under ‘Getting Started’. (If you

do not see the ‘Getting Started’ menu, then you likely have
an existing file open. Close the file and the menu should

appear.)

2. From the ‘Create or Edit Form’ dialog box, select

the ‘Use the Current Document or browse to a
file’ option under ‘Choose source’ and then hit
the ‘Next’ button.

3. Under ‘Locate the document to convert:’, click on

the ‘Browse’ button and locate your file. Then click

‘Next’.
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Getting Started

@ Create POF

@ Create POF Portfolio
Combine Files into POF
@ Create POF Form

Create or Edit Form

Choose source:

(%) Use the current document or browse ko a fils

(PDF, word, Excel or other File tvpe)

(") 5can a paper Form

I ek > ]’ Cancel

Create or Edit Form

Locate the document to convert:

(%) Import a fils From File system

Braowse, .,

< Prewvious l ’ Mext =

l [ Cancel
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4. Adobe Acrobat converts your file into a PDF and then displays a message telling you that you are in ‘Form
Editing Mode’. It also tells you that it has automatically detected form fields from your original document.

Form Editing

Yaou are in Form Editing Mode. To access more Acrobat bools choose "Close
Form Editing" in the right hand pane.

Acrobat searched through "journal_request_Form. pdf" and automatically
detected the form fields,

[Jmon't show again

NOTE: Adobe Acrobat is often not entirely successful in recognizing form fields. Some fields go undetected,
and some areas of the file are recognized as fields, when in fact they are not. The clean-up work you must do
to eliminate incorrect form fields and to create manually the form fields that the program failed to detect can
be tedious and lengthy. You might save time by redesigning your original document, if that is feasible, so that
the fields are easier for Acrobat to recognize. Notice what in your form design tends to be ignored by Acrobat
and what tends to be picked up as a form field.

[llustrated below are two converted forms from MS Word. In the first example, all fields were correctly
detected by Adobe Acrobat (the blue highlight color in each of the cells indicates a fillable form field in

Acrobat).
Request a Print Journal Volume or Article

Only use this form for journals formerly shelved on 27 Floor Himmelfarb.

Requestor information

dateftime requested datetime requested

first name

last name

e-mail
phone

department

Journal article information
author

arficle title
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In the second example,
numerous fillable fields were
not recognized. Note the
absence of the blue highlight
color by the phone number
entry sections and by the
round check boxes at the
bottom. You could not enter
data in those spaces in
Acrobat. Additionally, an
erroneous form field was
detected and created where
the user has nothing to fill
in.

Himmelfarb Library
Application for Circulation Privileges

Personal Information

GWid (REQUIRED FOR CHECK-OUT OF MATERIALS)

Last Name

M

First

Complete Mailing Address:

GW Email Address: |

Worg( Ly -

Cell: (___)___—_+___

err

Homel(  _ y -
Pager] Yy -
eous form field

(L O Fublic Health
; . O Bmergency Medical Services
nrecognized form fields O Health Services Management & Policy

To remove a form field that appears in error,

1. Click once inside the form field to select it.

2. Pressthe ‘Delete’ key.

To add a form field that Acrobat left out,

1. Click on ‘Add New Field’ under ‘Tasks’ on the right-hand side of the screen.
2. Select the appropriate field type from the drop-down list (see below for descriptions of field types).
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The following types of fields can be included in a PDF form:
+ Tasks

a. Text fields - allow the user to type in text such as name,
address, email address, or phone number. % &dd Mewr Field
b. Check boxes - are used by the user to choose between two

[T ] Text Field

options such as, yes-or-no or true-or-false. A form may also

. . . . Check Box
use check boxes for making multiple-choice selections. %R o Bt

A0I0 BUCCan
c. Radio buttons - allow the user to select from a group of =
. . . . . [EEIList Box

choices in which they can select only one item. All radio —
button with the same name work together as a group. [Eforapdown -

d. List boxes - display a list of options the user can select. You _Butt':'”
can set a form field property that enables the user to Shift-  |X=IDigital Signature
click or Control-click to select multiple items on the list. [ Barcode

e. Dropdown menus - allow the user either choose an item

Crder -
Field Tvpe Help 2

from a drop-down menu list or type in a response.

f. 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.

g. Digital signatures - allow the user to sign electronically a PDF document with a digital signature, which
can be a scanned image of your signature or some other image.

h. Barcodes - encode the input from selected fields and display it as visual pattern that can be
interpreted by decoding software or hardware.

3. Next, click where you want to insert the field (an outline of the field
displays so you know where it will appear after clicking).

4. Blue handles appear around the field, allowing you click on them and drag to resize the field as necessary.

B

Field Marme:
|Chen:k Bz
[ ]required Field

Mumber of Employvess |
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5. Itis recommended that you assign a field name that is based on the text next to it. For example, in the

illustration above, | would want to change ‘Check Box2’ to ‘Exempt’.
6. Click on ‘All Properties’ to set properties for your form field. Genera | Appesrance | Options | Acions
a. Forinstance, you may want to click on the ‘Appearance’ tab Borders and Colors

and change the font size from ‘Auto’ (which may make the ”Fu: Lih:yl ;hld :

text larger or smaller than you need) to a size that you .

determine. Font 5ize: ﬁ Text Color: W]

i. Note: If you want to make changes to the font size, Font:

for instance, of many form fields at once, you can
highlight multiple fields on your form using the Ctrl
key (hold down Ctrl and click on every field you wish [Lodked

to change). Right-mouse click inside any one of the
highlighted fields, click on ‘Properties’, and adjust your settings. All highlighted fields will
accept this setting change at once.

7. Click ‘Close’ when done.

When you have completed the form, you can then leave the Editing mode and preview how your information will
look when information is entered. To do so,

1. Click on the ‘Preview’ button on the toolbar directly above your form. B | Freview |

Enter information into various fields, making sure the font/font size/etc. are E l
as you want them.

3. If you need to make more changes to the layout of your form, click on ‘Edit’ on the

toolbar directly above your form. After making changes, click again on ‘Preview’ to see if =
the layout suits you.
4. Remember to erase the text you entered in preview mode; otherwise, it will be
distributed with the form.
To begin entering data in your form, you need to be in ‘Editing’ and v Tasks
not ‘Preview’ mode.
B sdd Mew Field -
1. Under ‘Tasks’ on the right side of the screen, choose ‘Close
Form Editing’. @ Distribute
2. You may begin entering form data. =
ybes 8 Track
'@ Close Form Editing
=] Other Tasks -
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