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Section 1
Adobe Acrobat Basics

Adobe Acrobat
6.0 Professional

Use Adobe Acrobat 6.0 to create PDF (Portable Document Format)
files. PDF files may contain text, graphics, links and bookmarks.

If these elements were not present in the source application, you
can add these features using Adobe Acrobat 6.0. These additional
elements are called annotations.

Adobe PDF files are designed for viewing and printing, not for
editing. The purpose of PDF filesisto make information available
for distribution but to limit editing of the information. Y ou may
create PDF files from source applications such as Microsoft Word,
Excel, PowerPoint or Access reports. Y ou may create the PDF file
directly from the source application, or by using Adobe Acrobat
6.0.

Viewing Adobe Files

The Adobe PDF format creates a sharp “image” of your origina
document. Thisimage can be viewed across platforms such as
Maclntosh, Windows or UNIX using the Acrobat Reader. The
Reader is an application that is available free for download. Many
Web sites will provide adownload link to the Adobe Web site.
This allows users on the Web to quickly download the Acrobat
Reader software and view PDF files. Acrobat Reader allows you
to read files. Adobe Acrobat Professional allows you to read and
edit PDF files.

Y ou may also combine multiple filesinto an Adobe PDF file or
binder. You may select a Word document, PowerPoint
presentation, Web page and Excel chart to combine into onefile
using Adobe Acrobat.
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Convert a Word
document to a PDF
File

To create a PDF filein Microsoft Word, first open the document in
Microsoft Word. Word is called the “ source application” because
the document was first created in Microsoft Word.

Set Conversion Settings in Word

When using the Adobe toolbar, it is advised that you review the
conversion settingsfirst. To do this, select the menu option Adobe
PDF from the Microsoft Word menu and click on Change
conversion settings.

1. From the Microsoft Word menu, click on Adobe PDF.

2. Select Change Conversion Settings...
The Acrobat PDF Maker dialog box will open displaying the
Settings tab.

B Acrobat PDFMaker x|

Settings |Sev:urity| Word I Bookmarks I

—PDFMaker Settings
Conversion Settings: =

Use these settings to create PDF documents suitable for reliable viewing and ﬂ
printing of business documents. The PDF documents can be opened with Acrobat _~

¥ view Adobe PDF result
¥ prompt for Adobe PDF file name

Advanced Settings ... I
¥ Convert Document Information

— Application Settings
I Attach source file to Adobe PDF

I¥ Add links to Adobe PDF

[¥ add bookmarks to Adobe PDF

¥ Enable accessibility and reflow with Tagged POF

(] Copyright © 1987-2003 Adobe Systems Incorporated and its licensors. All rights
"‘ reserved. Adobe, the Adobe logo, Acrobat, the Acrobat logo, PostScript, and
the PostScript logo are either registered trademarks or trademarks of Adobe

hdobe Systems Incorporated in the United States and/or other countries.

Restore Defaults | O I Cancel Help

Methods of Converting

There are two ways to create a PDF file in Microsoft Word. When
the Adobe toolbar has been installed, you may use the Adobe
buttons to create the file. If the Adobe toolbar is not visible, use the
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File Print command to send the document to an Adobe PDF file
format.

Adobe Toolbar

Use the Adobe toolbar

Button Action

-@I Convert to Adobe PDF file
Convert to Adobe PDF file and email
=
% I Convert to Adobe PDF and send for review

When the Adobe Toolbar is visible in the Word document window,
click on the first button on the Adobe toolbar to convert the Word
document to a PDF file.

1. Open afilein Microsoft Word. In this exercise, open thefile
Acme Cor por ation from the Student folder.

From the Adobe toolbar, click on the first button, Convert to

Adobe PDF.

The Save Adobe PDF File As dialog box will open.

Save Adobe PDF File As 2 x|

Savein: I]jAclobe Acrobat j . £ B~

0 5tudent
'@ Acme Binder
'@ Acme Corporation

File name: IAcme Corporation]| Save

Lef e

Save as type: I PDF files Cancel

2. Select afolder and type afile name.
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The Adobe
Window

Toolbars
Bookmarks

Signatures

Layers

Pages

Comments

3. Click [Save].
A prompt indicates that the file is converting to Adobe.

A Converting to Adobe PDF ...

INRNENEEEEN canel |
Show Details |
A

Incorporated in Arizona in 1960
Founded by W.E. Kpyote

First pest: the Roadrunner

When the conversion is complete, the Adobe window will open
with acopy of the filein Adobe PDF.

How To?
B Aot Acrabal Prolesiomal | Acrme Carpornation il ] =181 =
== x|
™ open P H = pom i Emel P Sescn TH Creaie0F + o Revew & Comment = ) Sacre M Son | g Advancesoeng -
") [ seeaven - W [ CHIECE ik
» How To e
= Create POF
Review A Cammen| 13
- Securr
A sa
Acme Corporation K| Advanced Editing
Where pests are our business i Print Production
Located in sunny Delago, Arizona 5| More Topics_
A Liﬂle Hlstury ) Complete Acrobat 6.0 Help
Incorporated in Arizona in 1960 F¥. Show How To Wincow ot S0

Founded by W.E. Coyote

First pest: the Roadrunner

Early Products
Exploding birdseed

Brick wall paint

5 eEsum i | ':I

The View Toolbars command provides alist of all the toolbars
available for assistance while working in Adobe Acrobat 6.0.
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Adobe Toolbars

2 Adobe Acrobat Professional - [Acme Corporation.pdf]

) File Edit [ view Document Tools Advanced Window Help
E ,bOD'Bn Navigation Tabs L4

arch _J Create POF

;7__‘ How To Window F4 )
D TES— s U ENE ® e (-

| Toolbars Advanced Commenting
% Menu Bar Fa Advanced Editing
£ Zoom To... Ctrl+M L
°§ [ Actual Size Cirl+1 R
Fit Page ctri+0 B
g Fit Width Cirl+2 Eile
5 it Visible Cirl+3 PRl
Reflow Ctrl+4 Measuring
Navigation

Automatically Scroll Shift+Ctrl+H
v [Rotate View
» =

Tasks
Go To ' Zoom

Page Layout L3

Read Out Loud

Properties Bar Ctrl+E
iEE LR Y Tool Button Labels
Grid Cirl+U Hide Toolbars F8
Snap to Grid Shift+Ctrl+U Dock All Toolbars Alt+HCH +HD
Rulers Ctrl+R Reset Toolbars

View Toolbars command

The Adobe toolbars appear to be two toolbars at the top of the
Adobe application window. In reality, there are six toolbars

visible, as shown in the clip below.

File Tasks
P open @ [ save (et @ Emal (@) search T createPOF - ) Review & Comment -+ () secwre » & Sign - [ ] Advanced Editing -I
[0 e - @] 1@ - ) O[]0 % - @] i3 [ vowre ]| |
Basic Zoom Rotate How to
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