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Chapter 1: Introduction to Acrobat

What's new in Acrobat DC

Acrobat DC with Adobe Document Cloud services is the complete PDF solution for working with your most
important documents across desktop, web, and mobile devices. Get the latest Acrobat update - on the Help menu,
click Check for updates and follow the onscreen instructions to complete the update process.

Star your important files and access them across devices

You can now star your important files in Acrobat to access them later from any device. You can star files from your local
machine, in Document Cloud, or in any third-party storage. You cannot star files that you sent or received for signing.

On starring, local files are automatically copied to Document Cloud. Third-party storage files are not copied to the
cloud. You can find all your starred files from the Starred tab in the Home view. A filled star icon in Recent indicates
that the file is starred. When you unstar a file, the file is removed from the Starred tab but is retained in the cloud.

File Edit View Window Help

Home  Tools Q Search u ® A &

A

Recent

EII:I Edit PDF See All Tools Go mabile with Acrobat

Starred Get App

Scans
Starred See Al

FILES
My Computer

Document Cloud

Add an Account

AEM-authonin..  #  The-Scrum-Gu.. ¢ AdobeCloudbe.. 7 homeacrordrunifiedl..
SHARED PDF POF PDF SHARED BY T_Ravi Kumar Il

Shared by you

= um
Recent = &=
Shared by others
o O HAME OPENED SIZE
sIeN BN Adobe-XD-for-Jira N
Just now 285 KB
o PDF
All Agreements

Document-Cloud-notifications . 167
ust now 7

Ty
=
=]

onE

Star a file from Home or Viewer:

« In the Home view, hover the cursor on the PDF file, and click the Star icon next to the filename.
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File Edit View Window Help

Home  Tools AdobeCloudService.. Q Search B ® a4 O
&
an
— Recent =
D NAME OPENED SIZE
Starred

AdobeCloudServices_ComplianceOverview

PDF

Scans [m} Today, 11:55 AM 253 KB

FILEs ADW1501

FDF

Today, 11:55 AM 56 KB
My Computer

=
BE=
DC-2018
Document Cloud - Today, 11:46 AM 1.1 MB
PDF
=

Add an Account
Windows 10 tips and tricks
POF

Today, 11:44 AM 500 KB
SHARED

Shared by you New Microsoft Word Document
FDF

Today, 11:44 AM 34 KB
Shared by others

+ Open the PDF file in Acrobat DC and click the Star icon in the toolbar.

File Edit View Window Help

Home Toaols ADW1501.pdf AdobeCloudService... %
J oo |
Bl Q ® © /s M MO s=- K T B I &
—
Table of Contents To protect from the software layer down, we use the Adobe Secure Product Lifecycle (SPLC), a rigorous f
a 1 Overview set of several hundred specific security activities spanning software develop t practices, p )
1 Which Standards Does Adobe and tools that are integrated into multiple stages of the product lifecycle.
Focus On?
1] 2 Regulatory Compliance Hosted Services
3 OurApproach
5 Current State
u 6 Third-Party Compliance
Audits
& Conclusion Secure
@ Product Security
Lifecycle Certifications

Physical »

h

R
Cl

Figure 1: Adobe uses the Secure Product Lifecycle and Comman Controls Framework to provide a complete view of compliance with industry
standards and regulations.

']

When you star a PDF file for the first time, you are prompted to select if you're going to access the starred files on all
your devices or a particular device.
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Access starred files...

'-.—[] On all your devices

Open this file from all your devices by copying to
Document Cloud.

L] On this device only

Remember my choice

You can change this from Preferences > Adobe Online Services

You can change your preference anytime by going to Edit > Preferences > Adobe Online Services > Starred File
Location.

Simplified 1-click compress PDF experience

Now you have a single-click option to generate an optimized version of a PDF file directly from the File menu in

Acrobat. After you have edited a PDF document, compress the size of the file by choosing File > Compress PDF or
Reduce File Size.

mEdit View Window Help

B Qpen... Ctrl+0O

I'_“.g Reopen PDFs from last session

Open Recent Eile 4
Save As... Shift+Ctrl+5
Save as Other L

= Print.. Crl+P

f_?} Create L
Export To 14

‘ﬁl Compress PDF

Protect Using Password
17 share File

Properties... Ctrl+D

Note:

Adobe is testing the simplified 1-click experience with two different names - Compress PDF or Reduce File Size. Therefore,
after updating to the latest release, you see either the Compress PDF option or the Reduce File Size option. From the
functionality perspective, both the options are the same.
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For more information, see Optimize a PDF.

Compress multiple PDFs at once

You can now reduce the file size of a single file as well as multiple files from the Optimize PDF toolbar (Tools >
Optimize PDF).

Optimize PDF = Compress PDF | ~ a; Advanced Optimization Q Optimize Scanned Pages Preflight
Reduce Single file
@ Reduce Multiple files
Note:

Adobe is testing the reduce file size experience in the Optimize PDF toolbar under two different names - Compress
PDF or Reduce File Size. Therefore, after updating to the latest release, you see either the Compress PDF option or the
Reduce File Size option. From the functionality perspective, both the options are the same.

Note:

Adobe is testing the compress or reduce multiple PDF files experience. Therefore, the new experience may not be available
to all Acrobat DC users.

For more information, see Optimize a PDF.

Simplified protect PDF experience

You can now protect your PDFs on a single click using the new Protect Using Password option in the File menu. The
new experience is modern and straightforward. You specify and confirm a password, and then decide whether the
password will restrict viewing or editing.

In the File menu, choose Protect Using Password.
m Edit View Window Help

B Open... Ctrl+0O

I'_“g Reopen PDFs from last session

Open Recent File L
Save As... Shift+Ctrl+5
Save as Other L

= print.. Ctri+P

f_‘b Create L
xport To L
ﬁ Compress PDF
Protect Using Password

1] share File

Properties... Ctrl+D
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In the Protect Using Password dialog box, choose whether you want to set a password for Viewing or Editing the PDE
Enter the password and click Apply.

Protect Using Password

Requires user to enter a password for:

0 Viewing
O Editing

Type Password

Re-type Password

More Options

For more information, see Securing PDFs with passwords.

Create a form from scratch

Acrobat now provides an option to create a form from scratch by using a blank page. Go to Tools > Prepare Form, and
then choose Create New and click Start.

I Prepare Form

"B

To begin select a file, scan a document or start from scratch CE

=

a=

Single File B

Scanner

Create New A

Create a new form ﬁ.

I:‘ This document requires signatures a‘

< -

&

%

w ~

For more information, see Create a form from scratch in Acrobat.
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Unified edit text and form fields experience

Acrobat forms now have new tools - Edit and Add Text. Use the Add Text tools to add labels or captions to your form
fields. Use the Edit tool to edit text, images, or form fields from within the Prepare Form tool (Tools > Prepare Form).

! Prepare Form

M T|O 4 @

B R @R @ @m | #

The right pane displays options related to the selected tool. For example, if you click any text, the tool switches to text
editing mode, and the right pane shows the text editing options. If you click a form field, the tool switches to form
authoring mode, and the right pane displays the field-related options.

[oerm » B[Tm B 0o B - 2D
— "
@ - FORMAT Eg\)
Name R
0 B
Address . E
o =
T T T
EOEE . -
4 M EEE = £l
= - I= -
T, - AV =
T" More - &
FIELDS = &~ 'B'
w W
Right pane options when Add Text tool is selected
[rowem » & T[E2 0 o rF - Q2D
=
@ & ALIGN CENTER E\o
Name | |
0 B
Addressl |
=
@ MATCH SIZE DISTRIBUTE B=
PN
« » =0
T" Mare -
FIELDS =- 4. |
v [3 Page 1

Right pane options when Add Text Field tool is selected
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New simplified Fill & Sign interface

The new visual and descriptive Fill & Sign interface makes it easy for you to decide what you want to do — Fill and Sign
or Request for Signatures.

I Fill & Sign

Ml <& &

What do you want to do?

&

L I

Fill, sign and send Get others to sign

Fill form fields, add text and draw or Add signers, mark where to fill and
type your signature. sign, send it out and track progress.

0
X
7%

PRl POWERED BY

il /dobe Sign

Color customization of Fill & Sign tools

You can now choose your desired color to fill the PDF form and sign it using the Fill and Sign tool in Acrobat. To change
the color, click the Color button in the Fill & Sign toolbar.
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IFiII&Sign [Ab X v O = e

Colar

com X-5 | Employee » .

Some descriptions o

Type or print your first name and middle initial_

Home address (number and street or rural route)

ﬁ’_ Sign .

D Retain original color for signatures

Single D Married D

Please see the comments somewhere.

M R © O O

City of town, Stats, and ZIF code

&

If your last name differs from that shown on
your social secunity card, check here D

] |
Department of of this form. Some d 1 8
Human Resource descriptions of this fc

ity Number

Total number of allowances you are claiming

Additional amount, if any, you h pay check

If you mest some conditions write Exempt here
Employee’s signature
9&& Dooe
Date
EmplOyers name and adaress L Office code

@

W

M 4 &

By default, the signature's color is black. To retain the default color, deselect the Retain Original Color For Signatures

checkbox.

For more information, see Fill out your PDF form.

Attach a link of your filled form to an email and share

You can now directly attach a link of your filled and signed form to your email and send it to the recipients.
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How do you want to send your file? X

& Getalink .
Get a link to a read-only copy

25 SendaCopy ) -
Create a link to a read-only copy of your completed file to

<l Request Signatures share with others. Recipients can view the file but can’t

modify it.
https://adobe.nal.documents.adcbe.com/public/fs?aid=CBFCIBAAIAA

Link copied to clipboard

-AdobeS|gn ( Attach link to Email ) Copy Link

For more information, see Send your form.

Easily create forms that require multiple signers

When you send documents for signature from Acrobat through Adobe Sign, you need to place form fields on the
document and mark where signers need to fill in data and sign. In the previous release, we introduced a simple
experience for placing these form fields for a single signer. In this release, we are extending the simple experience with
the capability of assigning fields to multiple signers.

When you select a signer from the right pane and add fields in the form, the fields are assigned to the signer. That means
those fields will be available to the signer for filling the information and signing the form.
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I Adobe Sign

Add signers

Specify where to fill and sign

Send and track progress

Department of

Form X'5

Human Resource

descriptions of this form.

Employee xxxxx Certificate

Some descriptions of this form. Some descriptions
of this form. Some descriptions of this form. Some

2018

Type or print your first name and middle initial

Last name

Social Security Number

Home address (number and sireet or rural route)

Single @ Married D

Please see the comments somewhere.

City ar town, state, and ZIP code

If your last name differs from that shown on
your social security card, check here

Total number of allowances you are claiming

Additional amount, if any, you want to withheld from each pay check

If you meet some conditions write Exempt here

Employee’s signature

Diate

Empioyers name and address

Office code

3

Close

Select a recipient to assign field

stgner
| adminl@domaln.com

Signer

admin2@domain.com

@domain.com

Switch to Advanced Mode

You can switch the assignee of any field using the floating toolbar. The assigned colors to the signers make it easy to
distinguish the fields for respective signers.

admin2@domain.com

Floating toolbar

admin2@domain.com

@ adminl@domain.com

admin3@domain.com

Choose signer

A

admin2@domain.com

See more field types

L Set as Signer’s name field
Set as Signature date field

Set as Signer's email field

Set as checkbox

Delete field

Choose the field type
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For more information, see Send documents for signature.

Unified view and review experience in Home view

The viewing tab and the review tab on the left rail of Acrobat Home are now replaced with Shared by you and Shared
by others, providing a unified share experience. The Shared by you tab lists the files that you shared with others for
viewing or review, and the Shared by others tab lists the files shared with you by others for viewing or review.

11

File Edit View Window Help

Home Tools

Recent
Starred

Scans

FILES
My Computer
Document Cloud

Add an Account

SHARED
Shared by you

Shared by others

SIGN

All Agreements

Starred

AEM-autherin., Y The-Scrum-Gu.. @ AdobeCloudSe.. %  homeacrordrunified?...

Recent

52 EditPDF

{
See All Tools

—_—
E..
_—

ARED BY T. Ravi Kumar Il

NAME OPENED
Adobe-XD-for-Jira

Just now
PDF
Document-Cloud-notifications

Just now

onE

L _NORY W

Go mabile with Acrobat
Get App

See All

il

SIZE

285 KB

A

Simplified 1-click access to share files

Sharing files is now simpler than before. Now, the three separate icons in the upper-right corner of the toolbar represent
Share alink, Send by email, and Invite people to your PDF file. You can use these tools to share a link to your file with

others, send a PDF by email, or invite people to view or review your shared files.

Home  Tools Welcome @ K ”
* ® B8 QOO 5 MO w5 T B LA a H 2

« Share alink to the file

1 Open the PDF in Acrobat, and click the Share a link icon. The shared link is generated instantly; you don't have
to wait for the file to be uploaded to the cloud.

If you want to share the file for review, turn on the Allow Comments switch. If you want to share the file only

for viewing, turn off the Allow Comments switch.
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File Edit View Window Help

To meet demand for objects on a 3-year forecasting schedule, the (
manufacturing system will need to decrease manufacturing time. £

need to investigate the cause of the variability. To that end, perfor

Home  Tools Complex Machine.p... * Provide Feedback ) (2) MK ]
-~

{?QEQ @ 12 k@@@wm%vﬁv‘%‘ B & ¢ Ejo
Business Justification share aLink @

=N
I+
few months we have noticed an increase in variability of time sper @A R L

executed and recorded for the Complex Machine manufacturing system by Quality &2
Assurance over three manufacturing cycles.
B
2 Click Copy Link and share the link with the recipients.
« Send by email
1 Open the PDF in Acrobat, and click the Send by Email icon.
File Edit Miew Window Help
Home Tools Complex Machine.p... X @ ‘ ”
7 - [ S oo
HOEBAO@ 12 ADHOO m- R PR Lo a[=]%
Business Justification Send by Email o}
To meet demand for objects on a 3-year forecasting schedule, the | persuit email application (Misrosoft Outlook) ?}
manufacturing system will need to decrease manufacturing time. -
few months we have noticed an increase in variability of time spe; @D AttachaLink g
need to investigate the cause of the variability. To that end, perfor Ehp‘“c r‘UU"'?“”‘E‘“ tc_lz‘“”’”e'“ Cloud e
R . € message of your email. =]
executed and recorded for the Complex Machine manufacturing s ! .
Assurance over three manufacturing cycles. %

Testing Process

This table illustrates the required confidence levels and sample si

2 In the Send by Email dialog, do one of the following:
+ Choose Outlook if it is your default email application.

+ Select Webmail in the drop-down list and then select Add Gmail. Enter your email address and click OK.
Enter the password when prompted.

« Select Add Other email address you use. Enter the email address, password, IMAP, SMTP settings in the Add
Webmail Account dialog and click Add.

The Attach a Link switch is turned on by default; a shared view-only link to the PDF will be added in the email body.
If you want to attach the PDF instead of the link, click the switch to turn it off.

3 Click Next. Enter the recipient's email address and send it.
« Invite people for viewing or commenting

1 Open the PDF in Acrobat, and click the Invite People icon.
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Invite People
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Please comment on this co:umert.l
Business Justification

To meet demand for objects on a 3-year forecasting schedule, the Co;
manufacturing system will need to decrease manufacturing time. Ad
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@D Allow comments Add Deadline
need to investigate the cause of the variability. To that end, performe
executed and recorded for the Complex Machine manufacturing syst
Assurance over three manufacturing cycles.
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2 Enter the email addresses of the recipients or choose from the Address Book. The Allow Comments switch is
turned on by default. If you want to share the file only for viewing, click the switch to turn it off.

3 (Optional) Enter a message to the recipients.
4 (Optional) Add Deadline and Reminder for the recipients if necessary. Select the date and time, and click Done.

5 Click Send. The link is sent to the recipients instantly; you don't have to wait for the file to be uploaded to the
cloud.

Note:

Adobe is testing the new PDF sharing experience in Acrobat DC. Therefore, the new experience may not be available to all
Acrobat DC usets.

For more information, see Share and track PDFs online (New experience | Old experience).

Multi-file sharing option discontinued

The option to share multiple files is discontinued from all the sharing workflows in Desktop:

+ Ifyou select multiple files in Home > Files or Recent Files, the Share option is not available.

+ Ifyou select a file and start the Share workflow, the Add Files option is not available in the Share dialog box.
« Ifyou start the Share workflow without selecting a file, the Add File option allows you to select only one file.

All multi-file sharing initiated before this change will continue to work fine.

Start a review using @mention in personal commenting

You can now use @mention in your personal commenting notes to start a review. The moment you use @mention in
a PDF file, the review mode gets enabled for you. The added reviewers get an invitation email with a link to the
Document Cloud shared review file.

Autocomplete suggestions in @mention: The @mentions is now enhanced to include your organizational contacts
and your synced personal contacts list. A review initiator can add new reviewers using @mentions.Link
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Support for macOS 10.15 Catalina

Acrobat DC, Acrobat 2017, and Acrobat 2015 are compatible with the new macOS 10.15 Catalina. For information
about major changes in user experience and known issues, see Acrobat and macOS 10.15 Catalina.

Acrobat and OneDrive business integration update

Microsoft will decommission Office 365 discovery API on November 1, 2019. Acrobat or Reader and OneDrive
business integration uses Office 365 discovery API. The decommissioning of the Office 365 discovery API will break
the integration. To fix this problem, update your Acrobat or Reader to the latest release — on the Help menu, click Check
for updates and follow the onscreen instructions to complete the update process.

New in-app onboarding experience for Acrobat Reader DC
Acrobat Reader now shows a progressive, multi-state home screen that helps you:

+  Get set up for success by claiming PDF ownership and downloading related mobile apps.
« Sign in to provide access to free Document Cloud services.

« Discover top tools like Comments, Fill & Sign, Edit PDFE, Export PDF, and more.

 Transition from Acrobat Reader to Acrobat if you're an active Acrobat subscriber.

File Edit View Window Help Adobe Acrobat Reader DC —_ O X
Home  Tools Q, Searc @ Sign In
Recent
Recommended tools for you See All Tools .
Starred [EETR Always open PDFs in Acrobat
Reader
Scans Comment /2. Fill 8 Sign

Set Adobe Acrobat Reader as your default
Add comments with sticky Complete forms yourself or app to open all PDFs.

nates, highlights, and more. send to athers to sign.
FILES o J Open File
Use Now Use Now Set as Default

My Computer

Document Cloud
. . Recent =
Add an Account
O NAME OPENED SIZE
SHARED
DC-2018

5 Today, 3:55 PM 1.1M8B
Shared by you PDF .
Shared by others MCI VOV_CC Enterprise Visitor Experience I .
- Today, 3:54 PM 1.5 MB
PDF
SIGN
AdobeCloudServices_ComplianceQverview I I,
Today. 3:39 PM 253 KB

All Agreements PDF

Other enhancements

Improved dark mode experience

The following user interface (UI) elements, used to appear in gray in the dark mode, now appear in dark theme like
other parts of the UI - system menu bar, comments pane, and scroll bar.

Last updated 11/28/2019


http://helpx.adobe.com/en/acrobat/kb/compatibility-with-macos-10-15-catalina.html
https://developer.microsoft.com/en-us/office/blogs/outlook-rest-api-v1-0-office-365-discovery-and-live-connect-api-deprecation/

15
Introduction to Acrobat

New system theme in Acrobat

In addition to Light Gray and Dark Gray, you can now choose the System Theme in Acrobat. When you choose the
system theme, Acrobat changes the UI as per the Operating System (OS) theme. If the OS theme is changed while
Acrobat is running, the Acrobat’s theme also gets updated. To choose the theme, go to View > Display Theme > System
Theme.

Merged title bar and menu bar

To give Acrobat a modern look, the title bar and the menu bar are merged together. It also gives more space for the
document area.

The merged bar showing menus and title when no document is opened

File Edit View Window Help Welcome - Adobe Acrobat Pro DC O

Home  Tools Welcome x provide Feedback ) () A

The merged bar showing menus and title when a document is opened

® x

Note:

Adobe is testing this new experience in Acrobat DC. Therefore, the new experience may not be available to all Acrobat DC
users.

To do cards removed from the Home view

The To-do cards are removed from the Home view. You can still access your to-do tasks from the notifications menu at
the upper-right corner of the application window. You see a notification prompt when you receive a document that
requires you to take action, such as view, review, or sign.

File Edit View Window Help

Home Tools Adobe Cloud Servic.. X DRAFT_NFN_and_R.. X @ ”
[T = Q ™ @ 7w [} @ e ® % - ﬁv = .

ey @Q@OO B ¢ T
(8]

‘You have received a new file! X
y Click on the Bell to see files shared with

|-|-]

you to View, Comment or Sign.

Clear all recent files when a user signs out

When you sign out from Acrobat DC, the recent files list is cleared.

Easily adjust the position of quick tools cluster

The quick tools cluster in the toolbar can now be dragged and dropped to adjust its position in the toolbar. Hover the
mouse over the tools cluster to display the drag (four-way) arrow. Click and drag to reposition the quick tools cluster
towards the left of the toolbar. The position of the quick tools cluster is retained across sessions.
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Eile Edit Yiew Window Help
Home Tools Welcome x | B DRAFT_NFN_and_R.. ADW1501.pdf
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Quick tools cluster at the right end in the toolbar

File Edit View Window Help

Home Tools Welcome x & DRAFT_NFN_and_R... ADW1501.pdf
w B Q B 7 & ® 1 s R MO @ m m T

Quick toolbar dragged to the left in the toolbar

Hide heads-up-display (HUD) tools from the toolbar

The heads-up-display (HUD) tools like Select Tool, Hand Tool, Zoom In, Zoom Out, and Zoom Level are now available
in the Show Select & Zoom tools. You can remove the HUD tools from the quick toolbar. If you remove all the tools,
the HUD button is removed from the toolbar.

Home  Tools NFN_and_ReleaseN.. ‘ @ A s
7 9 o
P B X Q ® 15415 3 @ O @® v - o 7 B 7 & Show File Tools v
Show Edit Tools 3
a Show Page Navigation Tools »
Show Page Display Tools >
@ v k Select Tool I Show Select & Zoom Tools » I
ﬂ v @ Hand Tool ﬂ Customize Quick Tools...
v @ zoomin Hide Quick Tools
v © Zoom out Show Recently Used Tools
@ " Di Zoom level Hide Share Button Label
p Marquee Zoom
) Show Properties Bar Ctri+E
@ £ Dynamic Zoom
v Menu Bar F9
[ Pan & Zoom
B & Loupe Tool Hide Toolbars F8
) Reset Toolbars Alt+F8
© [ Actusl Size
[E Zoom to Page Level a
Fit Width
L]
Show All Select & Zoom Tools
%
I»
v

HUD displays all the five tools selected in the Select ¢~ Zoom tool
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Fit Width
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oI FB @A &

v

L JNORY W )

Show Eile Tools

Show Edit Tools

Show Page Navigation Tools
Show Page Display Tools

I Show Select & Zoom Tools
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Hide Quick Tools
Show Recently Used Tools
Hide Share Button Label
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Menu Bar

Hide Toolbars
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HUD displays the two tools selected in the Select & Zoom tools

View PDFs under review in the full-screen mode

You can now open the review PDF files in the full-screen mode in Acrobat. The full-screen mode hides distractions on
your desktop and allows you to focus on content and comments. To switch to the full-screen mode, use the keyboard

shortcut Ctrl + L.

Copy partial text of comments in a review document

It is now possible to partially select and copy the text of a comment in the review and commenting workflows. To copy
the comment text, click the comment and select the text, and then right-click and copy text.

Improved comment box

The reply box in the comments pane is now enlarged to include the Post button and @mention icon.

PAGE 1

e John Chamber 206 i

DC

This is .|

@

Have a question about new features? Chat with us one-on-one on Facebooko.
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Create PDFs with Acrobat

There are various ways to create a PDF file using Acrobat. Generate a PDF quickly by using menu commands,
dragging-and-dropping files onto the Acrobat application icon, or converting clipboard data.

Quickly convert Word/PPT/JPG to PDF online.

Try now for free

Convert a file to PDF using Acrobat menu commands
1 On the Acrobat File menu, choose Create > PDF From File.

2 Inthe Open dialog box, select the file that you want to convert. You can browse all file types or select a specific type
from the Files Of Type drop-down menu.

Last updated 11/28/2019
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W
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i< Recent places ] DRAFT_Mew-Features-Motes_Acrobat... Microsoft Word D...
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1% This PC
i Desktop
| Documents
4. Downloads
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=| Pictures
2 Videns ¥
File name: | Acrobat Key Features.docx v || Microsoft Office Word (*.doc,’p

Acrobat shows all Microsoft Word documents in the selected folder.

3 Optionally, click Settings to change the conversion options if you're converting an image file to PDE The options
available vary depending on the file type.

Note: The Settings button is unavailable if you choose All Files as the file type or if no conversion settings are
available for the selected file type. (For example, the Settings button is unavailable for Microsoft Word and Microsoft
Excel files.)

4 Click Open to convert the file to a PDE.

Depending on the type of file being converted, the authoring application opens automatically, or a progress dialog
box appears. If the file is in an unsupported format, a message appears, telling you that the file cannot be converted
to PDE

5 When the new PDF opens, choose File > Save or File > Save As, and then select a name and location for the PDF.

Note: When naming a PDF that’s intended for electronic distribution, limit the filename to eight characters (with no
spaces) and include the .pdf extension. This action ensures that email programs or network servers don't truncate the
filename and that the PDF opens as expected.

Drag-and-drop to create PDFs

This method is best for small, simple files, such as small image files and plain text files, when the balance between file
size and output quality is not important. You can use this technique with many other types of files, but you cannot adjust
any conversion settings during the process.

1 Select the icons of one or more files in the Windows Explorer or Mac OS Finder.

2 Drag the file icons onto the Acrobat application icon. Or (Windows only) drag the files into the open Acrobat
window.

If a message appears saying that the file could not be opened in Acrobat, then that file type cannot be converted to
PDF by the drag-and-drop method. Use one of the other conversion methods for that file.
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Note: You can also convert PostScript and EPS files to PDF by dragging them onto the Acrobat window or the
Acrobat application icon.

3 Save the PDE

Note: (Windows only) You can also right-click a file in Windows Explorer and select Convert to Adobe PDF.

Convert clipboard content to PDF
You can create PDFs from text and images that you copy from applications on Mac OS or Windows.
1 Capture content in the Clipboard:
+ Use the copy command in the applications.
Press the PrintScreen key (Windows).

Use the Grab utility (Applications > Utilities > Grab), and choose Edit > Copy to place the content on the
clipboard. (Mac OS)

+ Ina PDF file, you can select objects using the Edit Object tool (Tools > Print Production > Edit Object), and
then copy the selected objects.

2 In Acrobat, choose File > Create > PDF from Clipboard. Or Choose Tools > Create PDF > Clipboard > Create.

Note: The PDF from Clipboard command appears only when content is copied to the Clipboard. If the Clipboard
is empty, the command is disabled.

Create a blank PDF

You can create a blank PDF, rather than beginning with a file, a clipboard image, or scanning.

This process can be useful for creating a one-page PDE For longer, more complex, or heavily formatted documents, it’s
better to create the source document in an application that offers more layout and formatting options, such as Adobe
InDesign or Microsoft Word.

1 In Adobe Acrobat, close all open documents.
2 Choose Tools > Create PDF > Blank Page > Create.
A blank single-page PDF is created.

Note: To add a blank page to an existing PDF, open the PDF and then choose Tools > Organize Pages > Insert > Blank
Page.

Create multiple PDFs from multiple files (Acrobat Pro)

You can create multiple PDFs from multiple native files, including files of different supported formats, in one operation.
This method is useful when you must convert a large number of files to PDE.

Note: When you use this method, Acrobat applies the most recently used conversion settings without offering you
access to those settings. If you want to adjust the conversion settings, do so before using this method.

1 Choose File > Create > Create Multiple PDF Files.
2 Choose Add Files > Add Files or Add Folders, and then select the files or folder.
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3] Create Multiple PDF Files... = =

f' ‘SQ Add Files... =}

Add documents for conversion to the list below.
Press OK when all the desired documents have been added.

MName Size
Wl Acrobat Key Features.docc 13.73 KB

IE_]DRAFI'_N ew-Features-Motes_Acrobat... 523.28 KB
lEﬂDRAFI'—New-Featu res-Motes_Acrobat.. 606.88 KB
9 ps_Combine or merge files into singl... 223.61 KB

oK Cancel

Click Add Files in the dialog box, then choose the files that you want to convert to PDF.

3 Click OK. The Output options dialog box appears.
4 In the Output Options dialog box, specify your target folder and filename preferences, and then click OK.

Acrobat DC manual (PDF)

Find a PDF of articles to learn how to use Acrobat DC.

Acrobat DC manual (PDF)

Rotate, move, delete, and renumber PDF pages

To manipulate pages in a PDF, make sure that you have permissions to edit the PDF. To check, choose File > Properties,
and then click the Security tab. Permissions appear in the Document Restrictions Summary.

This document provides instructions for Acrobat DC. If you're using Acrobat X1, see Acrobat XI Help.

How to rotate pages in a PDF

You can rotate all or selected pages in a document. Rotation is based on 90° increments. You can rotate pages using the

rotate tools in the Page Thumbnails pane or using the Rotate option (described below).

1 Open the PDF in Acrobat DC, and then choose Tools > Organize Pages or choose Organize Pages from the right
pane.

The Organize Pages toolset is displayed in the secondary toolbar.

Last updated 11/28/2019
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Organize Pages Enter Page Range A ,@ Extract EBG Insert _’|3 Replace ‘}6 Split E More ~

The Organize Pages toolset in the secondary toolbar.

2 In the secondary toolbar, specify the page range on which you want to apply the rotation.

You can choose Even Pages, Odd Pages, Landscape Pages, Portrait Pages, or All Pages 1 enter the page
number > perform the operation on.

3 Afterspe Q page range, for Direction, select either counterclockwise 90 Degrees or clockwise 90
Degrees .

4 You can also apply the page rotation on a specific page by clicking the counterclockwise or clockwise rotation
buttons displayed in the page thumbnail view.

2

Ho @ o oH

Page rotation in the page thumbnail view.

%

To temporarily change your view of the page, choose View > Rotate View > Clockwise or Counterclockwise. The original
page orientation is restored the next time you open the PDF.

How to extract pages from a PDF

Extraction is the process of reusing selected pages of one PDF in a different PDE Extracted pages contain not only the
content but also all form fields, comments, and links associated with the original page content.

You can leave the extracted pages in the original document or remove them during the extraction process—comparable
to the familiar processes of cutting-and-pasting or copying-and-pasting, but on the page level.

Note:
Any bookmarks or article threading associated with pages are not extracted.

1 Open the PDF in Acrobat DC, and then choose Tools > Organize Pages or choose Organize Pages from the right
pane.

The Organize Pages toolset is displayed in the secondary toolbar.

2 In the secondary toolbar, click Extract.

A new toolbar appears below the secondary toolbar with the commands specific to the Extract operation.
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|:| Delete Pages after extracting |:| Extract pages as separate files m

Choose Extract from the new toolbar to pull one or more pages from the PDF file.

3 Specify the range of pages to extract.

You can choose Even Pages, Odd Pages, Landscape Pages, Portrait Pages, or All Pages, or you can enter the page
number you want to perform the operation on.

4 In the new toolbar, do one or more of the following before you click Extract:
+ To remove the extracted pages from the original document, select Delete Pages After Extracting.
+ To create a single-page PDF for each extracted page, select Extract Pages As Separate Files.

« To leave the original pages in the document and create a single PDF that includes all of the extracted pages, leave
both check boxes deselected.

The extracted pages are placed in a new document.

Note:

The creator of a PDF document can set the security to prevent the extraction of pages. To view the security settings for a
document, choose File > Properties, and select the Security tab.

How to split PDFs into multiple documents

You can split one or more PDFs into multiple smaller PDFs. When splitting a PDFE, you can specify the split by the
maximum number of pages, maximum file size, or top-level bookmarks.

1 Open the PDF in Acrobat DC, and then choose Tools > Organize Pages or choose Organize Pages from the right
pane.

The Organize Pages toolset is displayed in the secondary toolbar.
2 In the secondary toolbar, click Split.

A new toolbar appears below the secondary toolbar with the commands specific to the Split operation.

Organize Pages 2 - O O @ ,B Extract Ealnserl' 98 Replace J{:Split [E=] More =

Split by Number of pages > 2 Pages rD Split Multiple Files 'n Output Options m

Choose Split in the secondary toolbar to see the document splitting options.

3 In the Split By drop-down list, select the criteria for dividing the document:
Number Of Pages Specify the maximum number of pages for each document in the split.
File Size Specify the maximum file size for each document in the split.
Top-level Bookmarks If the document includes bookmarks, creates one document for every top-level bookmark.

4 To specify a target folder for the split files and filename preferences, click Output Options. Specify the options as
needed, and then click OK.
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5 (Optional) To apply the same split to multiple documents, click Split Multiple Files. In the Split Documents dialog
box, click Add Files, and choose Add Files,Add Folders, or Add Open Files. Select the files or folder, and then click
OK.

How to move or copy pages in a PDF

You can use page thumbnails in the Navigation pane or the Document area to copy or move pages within a document
and to copy pages between documents.

Move or copy a page within a PDF, using page thumbnails
1 Open the PDF in Acrobat DC, and then choose Tools > Organize Pages or choose Organize Pages from the right
pane.

The Organize Pages toolset is displayed in the secondary toolbar and the page thumbnails are displayed in the
Document area.

File Edit View Window Help

Home  Tools White paper.pdf % ® A s
® B8 X ® ® 30 3 @ O @ wax - Ev = B & Share

Organize Pages Enter PageRange I Extract Eé, Insert = [ Replace 3§, Split  [E=] More -
"

e

=

o=

G

53 Twin Hill
Express

5 6 7 8

The Document area changes to display page thumbnails.

2 Select one or more page thumbnails.
3 Do one of the following:

+ To move a page, drag the page number box of the corresponding page thumbnail or the page thumbnail itself to
the new location. A bar appears to show the new position of the page thumbnail. The pages are renumbered.

« To copy a page, Ctrl-drag the page thumbnail to a second location.

i0 perform the above operations in the left navigation pane by clicking the Page Thumbnails
button.

Last updated 11/28/2019



19
Introduction to Acrobat

Copy a page between two PDFs, using page thumbnails
1 Open both PDFs, and display them side by side.

Note:
Choose Window > Tile > Vertically to display the PDFs side by side.
2 Open the Page Thumbnails panels for both PDFs.
Note:
Click the Page Thumbnails button in the left navigation pane to open the Page Thumbnail panel.

3 Drag the page thumbnail into the Page Thumbnails panel of the target PDFE. The page is copied into the document,
and the pages are renumbered.

How to delete or replace pages in a PDF

You can replace an entire PDF page with another PDF page. Only the text and images on the original page are replaced.
Any interactive elements associated with the original page, such as links and bookmarks, are not affected. Likewise,
bookmarks and links that may have been previously associated with the replacement page do not carry over.
Comments, however, are carried over and are combined with any existing comments in the document.

After you delete or replace pages, it’s a good idea to use the Reduce File Size command to rename and save the
restructured document to the smallest possible file size.

Fereentage of Crp Divition
Sp—— —

A page before and after it is replaced. The page’s bookmarks and links remain in the same locations.

How to delete pages, using the Delete command
Note:

You cannot undo the Delete command.
1 Choose Tools > Organize Pages or choose Organize Pages from the right pane.

The Organize Pages toolset is displayed in the secondary toolbar, and the page thumbnails are displayed in the
Document area.
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2 Specify the range of pages to delete.

You can choose Even Pages, Odd Pages, Lar ges, Portrait Pages, or All Pages, or you can enter the page
number(s) you want to delete.

In the secondary toolbar, click Delete Pages , and click OK to confirm.

You cannot delete all pages; at least one page must remain in the document.

If you select Use Logical Page Numbers in the Page Display panel of the Preferences dialog box, you can enter a page
number in parentheses to delete the logical equivalent of the page number. For example, if the first page in the document
is numbered i, you can enter (1) in the Enter Page Range drop-down list, and the page is deleted.

How to delete pages, using page thumbnails

1

Choose Tools > Organize Pages or choose Organize Pages from the right pane.

The Organize Pages toolset is displayed in the secondary toolbar, and the page thumbnails are displayed in the
Document area.

Select a page thumbnail you want to delete and click the @ icon to delete the page.

Alternatively, click the Page Thumbnails button in the left navigation pane to open the Page Thumbnail panel, then
select the page or group of pages you want to delete.

Click Delete Pages at the top of the Page Thumbnails panel.

How to replace the contents of a page in a PDF

1

Open the PDF that contains the pages you want to replace.

2 Choose Tools > Organize Pages or choose Organize Pages from the right pane.

The Organize Pages toolset is displayed in the secondary toolbar.

In the secondary toolbar, click Replace.

The Select Files With New Pages dialog box appears.

Select the document containing the replacement pages, and click Open.
Under Original, enter the pages to be replaced in the original document.

Under Replacement, enter the first page of the replacement page range. The last page is calculated based on the
number of pages to be replaced in the original document.

Click OK.

How to replace pages using a page thumbnail

1

Open the PDF that contains the pages you want to replace, and then open the PDF that contains the replacement
pages.

2 In the Page Thumbnails panel of the PDF that contains the replacement pages, select a page or group of pages:

Select the page number boxes of the page thumbnails that you want to use as replacement pages.
Shift-click to select multiple page thumbnails. Ctrl-click to add to the selection.

+ Drag a rectangle around a group of page thumbnails.

Last updated 11/28/2019
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3 Ctrl+Alt+drag the selected page thumbnails onto the Pages panel of the target document. Release the mouse button
when the pointer is directly over the page number box of the first page thumbnail you want to replace so that these
pages become highlighted.

The pages you selected in the first document replace the same number of pages in the second document, starting at
the page number you selected to drop the new pages on.

How to renumber pages in a PDF

The page numbers on the document pages do not always match the page numbers that appear below the page
thumbnails and in the Page Navigation toolbar. Pages are numbered with integers, starting with page 1 for the first page
of the document. Because some PDFs may contain front matter, such as a copyright page and table of contents, their
body pages may not follow the numbering shown in the Page Navigation toolbar.

D TN TN
S IE1LE
1 2 3
wWREHEEHEE IREJRLE
2 3 4 5 6

Printed page numbering (top) compared to logical page numbering (bottom)

You can number the pages in your document in a variety of ways. You can specify a different numbering style for group
of pages, such as 1, 2, 3, or i, ii, iii, or a, b, c. You can also customize the numbering system by adding a prefix. For
example, the numbering for chapter 1 could be 1-1, 1-2, 1-3, and so on, and for chapter 2, it could be 2-1, 2-2, 2-3, and
so on.

¢

Using the Number Pages command affects only the page thumbnails on the Pages panel. You can physically add new page
numbers to a PDF using the headers and footers feature.

1 In the left navigation pane, click the Page Thumbnails button to open the Page Thumbnails panel.

2 Choose Page Labels from the Options menu.
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FAQ | Adobe Acrobal

@ Page Thumbnails ¥

=)~

Shift+Ctrl+

Shift+Ctrl+

=]

Page Labels

Print Pages Ctrl+P
Embed All Page Thumbnails

Remove Embedded Page Thumbnails

The Number Labels command is in the Options menu of the Page Thumbnails panel.

3 Specify a page range. (Selected refers to pages selected in the Page Thumbnails panel.)
4 Select one of the following, and then click OK:

Begin New Section Starts a new numbering sequence. Choose a style from the pop-up menu, and enter a starting
page number for the section. Specify a Prefix, if desired.

Extend Numbering Used In Preceding Section To Selected Pages Continues the numbering sequence from
previous pages without interruption.

Have trouble organizing pages in a PDF? Chat with us one-on-one on Facebookﬂ.

Edit text in PDFs

You are here > Edit
text in PDF

Editimagesorobjects
ina PDF

Edit scanned
PDFsEdit scanned
PDFs

"7 Edit secured PDF

7 Edit XFA forms

£ Unable to edit
PDF

This document explains how to add or replace text, correct typos, change fonts and typeface, adjust alignment, and
resize text in a PDF using Acrobat DC. (If you are looking for information on how to edit images, objects, or scanned

PDFs, click the appropriate link above.)

Note: This document provides instructions for Acrobat DC or 2017. If you're using Acrobat XI, see Acrobat XI Help.
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Edit text in a PDF

The Edit Text & Images tool lets you replace, edit, or add text to a PDE. You can correct typos, change fonts and typeface
size, adjust alignment, add superscripts or subscripts, and resize text or paragraphs.

Edit PDF ~

Open a PDF in Acrobat, and then choose Tools > Edit PDF > Edit.

You edit a PDF one page at a time. For more extensive editing or to make global formatting changes across the entire
document, edit the original document. If the original isn’t available, you can save the PDF as a Microsoft Word
document or PowerPoint presentation. Then edit, and re-create the PDE.

Video tutorial: edit text and images in a PDF using Acrobat
Learn how to edit text and images in your PDF files with Acrobat on the desktop, and how to edit PDFs on mobile
devices with an Acrobat Pro subscription.

Format text in a PDF

When you edit text, the text in the p flows within its text box to accommodate the changes. Each text box is
k does not push down an adjacent text box or reflow to the next page.

independent, and inserting text in or L

1 Choose Tools > Edit PDF > Edit
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Outlines identify the text and images you can edit.

2 Select the text you want to edit.
3 Edit the text by doing one of the following:

« Type new text to replace the selected text, or press Delete to remove it.
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« Manage list items using the list controls (bulleted and numbered) under Format in the right pane. You can create

new list items, convert an existing paragraph to a list item, convert an existing list item to a paragraph, and
convert from one list type to another.

Select a font, font size, or other formatting options under Format in the right pane. You can also use the advanced
format options, such as line spacing, character spacing, horizontal scaling, stroke width, and color.

FORMAT

T T T T
P —

g - 2— -

= i=

1= 129 ~ = 52~
I [0 v AV 0 -

Arial -

10v|i|
T

Formatting options in the right pane

Note:
For legal reasons, you must have purchased a font and have it installed on your system to revise text using that font.

You can edit text only if the font used for that text is installed on your system. If the font isn’t installed on your system,
but is embedded in the PDE, you can change only the color or font size. If the font is neither installed or embedded, you
can't edit any of the text.

4 Click outside the selection to deselect it and start over.

Add or edit a numbered or bulleted list

You can add items to a numbered or st, create new list items, convert an existing paragraph to a list item,

convert an existing list item to a pare

1

Choose Tools > Edit PDF > Edit

convert from one list type to another.

L

Note:

Acrobat detects paragraphs and lists separately. Therefore, both paragraph and list may appear in the same bounding
box while editing. After you save or save as the changed file and reopen it, the paragraph and list items are displayed in
separate bounding boxes.

Do the following:

To add or remove items from a numbered or bulleted list:

+ You can add or remove items to the list at all nested levels using the same familiar controls that you use in MS

Office. For example, press Enter at the end of a list item to insert a new row. Press Backspace to remove the new
row and position the cursor back to the end of the previous list item.

To create a numbered or bulleted list:

a Place the cursor in the document at the location where you want to add a new list.

Last updated 11/28/2019
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b Choose the appropriate list type (bulleted or numbered) under Format in the right pane.
To convert an existing paragraph to a list item:

+ Place the cursor in the paragraph, and then choose the appropriate list type (bulleted or numbered) under
Format in the right pane.

To convert an existing list item to a paragraph:

¢ Select all items in the list. The appropriate list type is highlighted under Format in the right pane.
d Click the highlighted list type.

To convert from one list type to another:

e Place the cursor in the list item or select all items in the list.

f Choose the appropriate list type (bulleted or numbered) under Format in the right pane.

FORMAT
Avrial A
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Formatting options in the right pane

%

You can also use Keyboard to add a list item. For example, before a paragraph, you can type number @’ followed by the
closing parenthesis ‘)’ and then add one space. It adds a numbered list starting with “a)”.

Add new text to a PDF

You can add or insert new text into a PT ty of the fonts installed on the system.

1 Select Tools > Edit PDF > Add Text

Edit PDF~ T Edit

Open a PDF and then choose Tools > Edit PDF > Add text.

2 Drag to define the width of the text block you want to add.
3 For vertical text, right-click the text box, and choose Make Text Direction Vertical.
4 The Add text tool intelligently detects the following text properties of text close to the point of click:

« Font name, size, and color

Last updated 11/28/2019
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+ Character, paragraph, and line spacing
+ Horizontal scaling
These text properties are automatically applied to the text that you add at the point of click.

You can change the text properties using the options under Format in the right pane.

5 Type the text.
6 To resize the text box, drag a selection handle.

7 To move the text box, place the pointer over the line of the bounding box (avoid the selection handles). When the
cursor changes to Move pointer "I", drag the box to the new location. To maintain alignment with the other list
items, press Shift as you drag.

Move, rotate, or resize a text box

You can move or rotate text boxes on a page. The Edit Text & Images tool outlines each text box, so it is clear what text
is affected. Edits are confined to the page. You cannot drag a text block to another page, or move or rotate individual
characters or words within a text box. However, you can copy text boxes and paste them on another page.

Resizing a text box causes the text to reflow within the new text box boundaries. It does not change the size of the text.
'F. As with other text edits, resizing is limited to the current page. Text

2 Click the text box you want to move, rotate, or resize.

To change the font size, see Format t

does not flow to the next page.

1 Choose Tools > Edit PDF > Edit

Inverse kinematics

About inwerse kinematics

¥ o Branched sTmalma n pasenkchid relbonatim When
o

A bounding box with selection handles surrounds the text box you clicked.

3 Do any of the following:

Move Place the pointer over the line of the bounding box (avoid the selection handles). When the cursor changes
to Move pointer "I", drag the box to the desired location. Hold down the Shift key as you drag to constrain the
movement vertically or horizontally.

Inverse kinematics

Abaut inverse kinematics

Rotate Place the pointer just outside a selection handle. When the cursor changes to the Rotation pointer ,
drag in the direction you want it to rotate.
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Inverse kinematics

About nverss kinematics
s () I3

Resize Place the pointer over a selection handle. When the cursor changes to the Resize pointer , drag the
handle to resize the text block.

Inverse kinematics

About inverse kinematics
S—

Add, edit, or move text on noninteractive forms or when signing

Organizations sometimes provide PDF versions of their paper forms without interactive form fields (called "flat
forms"). A flat form does not have interactive fields. However, you can use the Fill & Sign tools to add text and other
symbols anywhere on the form. For instructions, see Fill out your PDF form.

Have trouble editing PDFs? Chat with us one-on-one on TWittero.

PDF to Word - How to convert PDF to Word

Don’t have Acrobat? Try Acrobat for free.

How to convert PDF to Word:
1 Open the PDF in Acrobat.
2 Click the Export PDF tool in the right pane.

3 Choose Microsoft Word as your export format, and then choose Word Document.

Last updated 11/28/2019
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Export your PDF to any format

Microsoft WOI‘d. @ Word Document 'l}

Spreadsheet O Word 97-2003 Document

Microsoft PowerPoint

Image

Buffett on Life and Debt.pdf HTML Web Page

More Formats

4 Click Export. The Save As dialog box is displayed.

5 Select a location where you want to save the file, and then click Save.

PDF to JPG- How to convert PDF to JPG

Don't have Acrobat? Try Acrobat for free.

How to convert PDF to JPG:
1 Open the PDF in Acrobat.

2 Click the Export PDF tool in the right pane.

3 Choose Image as your export format, and then choose JPEG.

Last updated 11/28/2019
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Export your PDF to any format

Microsoft Word (® JPEG ¥
M, Spreadsheet O JpeG 2000
. . , O TIFF
n . Microsoft PowerPoint
e : O e
Image
Jarvis MVP PRD Review.pdf HTML Web page e —

More Formats

4 Click Export. The Save As dialog box is displayed.

5 Select alocation where you want to save the file, and then click Save. Each page in the PDF is saved as separate JPEG
files.

Convert or export PDFs to other file formats

Easily export or convert one or more PDFs to different file formats, including Microsoft Word, Excel, and PowerPoint.
The available formats include both text and image formats. (For a full list of conversion options, see File format
options.)

%

This document provides instructions for Acrobat DC and Acrobat 2017. If you're using Acrobat X1, see Acrobat XI Help.

Convert PDFs to Word, RTF, spreadsheets, PowerPoint, or other formats
Note:

You cannot export PDF Portfolios, or PDFs within them, to other file formats.

1 Open the PDF in Acrobat, and then choose Tools > Export PDF.

The various formats to which you can export the PDF file are displayed.

Last updated 11/28/2019
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Export PDF ~ »

Export your PDF to any format

Microsoft Word (® Word Document ¥
(O Word 97-2003 Document

Spreadsheet

Microsoft PowerPoint

Image
Acrobat.next-M10-New_Feat...pdf

HTML Web Page

More Formats

Choose the format to which you want to export your PDE.

%

You can also choose File > Export To > [File Type] to export the PDF file to a desired format.

2 Select the file format to which you want to export the PDF file and a version (or format), if available. For example,
if you choose to export the PDF file to Word format, you will get an option to export the PDF into Word Document
(.docx) or Word 97-2003 Document (.doc) version.

Note:

You can configure the conversion settings by clicking the gear icon ﬁ adjacent to the selected file format. Conversion
settings can also be edited by selecting the Convert From PDF category in the Preferences dialog box.

3 Click Export. The Export dialog box is displayed.

Last updated 11/28/2019
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Eipaa

i

Export

Word Document (*.docx) o

€ Home | Test-Folde

This folder is empty.

Export your PDF document to a local folder or Adobe Document Cloud.

4 In the Export dialog box, select a location where you want to save the file.
5 Click Save to export the PDF to the selected file format.

By default, the source filename is used with the new extension, and the exported file is saved in the same folder as
the source file.

Note:

When you save a PDF in an image format, each page is saved as a separate file, and each filename is appended with the
page number.

Conversion options

You can configure conversion options before you save the file. By default, the conversion options specified under
Preferences are used.

1 Choose Edit > Preferences > Convert From PDF.
2 Choose a format from the Converting From PDF list, and then click Edit Settings.

3 Choose the conversion settings, and then click OK.

Export images in a PDF to another format

In addition to saving every page (all text, images, and vector objects on a page) to an image format using the File >
Export To > Image > [Image Type] command, you can export each image in a PDF to a separate image file.

Note:
You can export raster images, but not vector objects.

1 Open the PDF in Acrobat, and then choose Tools > Export PDF.

The various formats to which you can export the PDF file are displayed.

2 Click Image and then choose the image file format that you want to save the images in.

Last updated 11/28/2019
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8
9

Microsoft Word ® pec I
Spreadsheet |\ JPEG2000
Microsoft PowerPoint
Image

HTML \Neb Page Export all images

More Formats

Choose the format that you want to save the exported images in.

ﬁ .

In the Export All Images As [selected file format] Settings dialog box, specify the File Settings, Color
Management, Conversion, and Extraction settings for the file type.

To configure the conversion settings for the selected file format, click the gear icon

In the Extraction settings, for Exclude Images Smaller Than, select the smallest size of image to be extracted. Select
No Limit to extract all images.

Click OK to return to the return to the Export Your PDF To Any Format screen.

Select the Export All Images option to extract and save only the images from the PDF file.

Note:

If you do not select the Export All Images option, all pages within the PDF are saved in the selected image file format.
Click Export. The Export dialog box is displayed.

In the Export dialog box, select a location where you want to save the file.

10 Click Save to save only the images from the PDF to the selected file format.

Export selections from a PDF to another format

If you need just a part of the PDF file in another format, you don't need to convert the entire file and then extract the
relevant content. You can select text in a PDF file and save it in one of the supported formats: DOCX, DOC, XLSX, RTE,
XML, HTML, or CSV.

1
2

Use the Select tool and mark the content to save.

Right-click the selected text and choose Export Selection As.

Last updated 11/28/2019
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Macro Name

EndOfSubDoc main page</A></P>

page</A></P> <P><cA

Right-click the selected text, and choose Export Selection As from the pop-up menu.

3 Select a format from the Save As Type list and click Save.

Navigating PDF pages

Opening pages in a PDF

Depending on the PDF you open, y move forward thrc ple pages, see different parts of the page, or
change the magnification. There ar ys to navigate, but ng items are commonly used:

Next and Previous: The Next Page andPrevious Page buttons appear in the Page Navigation

toolbar. The text box next to them is also interactive, so you can type a page number and press Enter to go directly to
that page.

Scroll bars: Vertical and horizontal scroll bars appear to the right and bottom of the document pane whenever the view

does not show the entire document. To view other pages  gmmm. ot areas of the page, click the arrows or drag.
Select & Zoom toolbar: This toolbar contains buttons ar for changing the page magnification.
Page Thumbnails panel: The Page Thumbnails button on the left side of the work area opens the

navigation pane to the Page Thumbnails panel, which displays thumbnail images of each page. To open that page in
the document pane, click a page thumbnail.

Note:

If you do not see these items, choose View > Show/Hide > Toolbar Items > Reset Toolbars.

Last updated 11/28/2019
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File Edit Window Help
Home Rotate View 3 Provide Feedback ® g s
Display Options 4 (] = 4
& ©@ +1 KA DOQ@ w- B P B L ( Share
Zoom 3
[ Read Moce Ctri+H Y
[2] Eull Screen Mode Ctri+L
u Navigation >
£
@ Tools 3 o
Show/Hide " Navigation Panes » E
Display Theme ' Tools Pane Shift+F4
Read Out Loud , Lz g ' Show File Tools , B
Compare Files Page Controls ' Show Edit Toals >
E(;) Tracker... ~ Menu Bar 9 I Show Page Navigation Tools I 4 ® First Page
Button Labels Sloctas 22 il s ' | v (® Previous Page
Rulers & Grids » Show Select & Zoom Toals 4 7 @ Next Page
Cursor Coordinates “ Customize Quick Toals.. @ Last Page
4 —— v P Numb ! d
Hide Quick Tools £age Number
Show Recently Used Tools @ Previous View ﬁ
Show Properties Bar Ctrl+E @ Next View .
Hide Toolbars B Show All Page Navigation Tools
Reset Toolbars Alt+F8 O
r
)

Page through a document

There are many ways to turn pages in a PDE. Many people use the buttons on the Page Navigation toolbar, but you can

also 1 ieys, scroll bars, and of :s to move forward and backward through a multipage PDE
Thel ;ation toolbar opens b “he default toolbar contains frequently used tools: the Show Next
Page , Show Previous Page ,and Page Number. Like all toolbars, the Page Navigation toolbar can

be hidden and reopened by choosing it in the Toolbars menu under the View menu. You can display more tools on the
Page Navigation toolbar by right-clicking the toolbar and choosing an individual tool, Show All Tools, or More Tools
and then selecting and deselecting tools in the dialog box.

Move through a PDF

? Do one of the following:

« Click the Previous Page orNext Page button in the toolbar.
» Choose View > Navigation > [location].

« Choose View > Navigation > Go To Page, type the page number in the Go ToPage dialog box and then click
OK.

« Press the Page Up and Page Down keys on the keyboard.

Jump to a specific page
? Do one of the following:

+ From Single Page or Two-Up page display view, drag the vertical scroll bar until the page appears in the small
pop-up display.
+ To replace the one currently displayed in the Page Navigation toolbar, type the page number and press Enter.

Note:

Last updated 11/28/2019

34



Introduction to Acrobat

35

If the document page numbers are different from the actual page position in the PDF file, the page’s position within the
file appears in parentheses after the assigned page number in the Page Navigation toolbar. For example, if you assign
numbering for a file that is an 18-page chapter to begin with page 223, the number shown when the first page is active
is 223 (1 of 18). You can turn off logical page numbers in the Page Display preferences. See Renumber pages and
Preferences for viewing PDFs.

Preferences

Categories:

Commenting
Documents
Full Screen
General
Page Display

3D & Multimedia
Accessibility

Action Wizard
Adobe Online Services
Catalog

Color Management
Content Editing
Convert From PDF
Convert Te PDF
Email Accounts
Forms

Identity

Internet

JavaScript
Language
Measuring (20)
Measuring (3D]
Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Security (Enhanced)
Signatures

Comtlie o

Default Layout and Zoom

Page Layout: | Automatic

Resolution

() Use system setting: 96

Rendering

pixels/inch

~ Zoom: ‘Autnmat\( V|

(®) Custom resolution: 110 = ixels/inch
= P

Smooth Text: | For Laptop/LCD screens

Smooth line art

Enhance thin lines

Page Content and Information

Show large images

Show art, trim, & bleed boxes

I [4] Use logical page numbers I

Smooth images

Use page cache

Use local fonts

Use 2D graphics acceleration

[J Use smooth zooming
[]Show transparency grid

[ Always show document page size

Use Overprint Preview: | Only For PDF/X Files ~ Use Shift + Click For Multiple Selection with Output Preview

Default Transparency Blending Color Space: | Working RGB ~

Reference XObjects View Mode

Show reference XObject targets:

Location of referenced files:

Jump to bookmarked pages

Bookmarks provide a table of contents and usually represent the chapters and sections in a document. Bookmarks
appear in the navigation pane.

Only PDF/X-5 compliant ones ~

Browse for Location...
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Bopkmarks X
— B Wb

=] Create PDFs with Acrobat ~
D How to create mobile-ready PDF files
ﬂ How to work with files in the cloud
= m Create PDFs with PDFMaker (Windows)
ﬂ About Acrobat PDFMaker

=[] Convert a file to PDF using PDFMaker —¢

ﬂ Show or activate PDFMaker in
Microsoft Office and Lotus Notes

D Convert a file to PDF
D Create a PDF as an email attachment
D Attach a file as PDF (Outlook)
Bookmarks panel
A Bookmarks button B Click to display bookmark options menu C Expanded bookmark
1 Click the Bookmarks button, or choose View > Show/Hide > Navigation Panes > Bookmarks.
2 To jump to a topic, click the bookmark. Expand or collapse bookmark contents, as needed.

Note:

Depending on how the bookmark was defined, clicking it does not take you to that location but performs some other
action instead.

If the list of bookmarks disappears when you click a bookmark, click the Bookmarks button to display the list again.

If you want to hide the Bookmarks button after you click a bookmark, select Hide After Use from the options menu.

Use page thumbnails to jump to specific pages

Page thumbnails provide miniature previews of document pages. You can use thumbnails in the Page Thumbnails
panel to change the display of pages and to go to other pages. The red page-view box in the page thumbnail indicates
which area of the page appears. You can resize this box to change the zoom percentage.

1 To display the Page Thumbnails panel, click the Page Thumbnails button or choose View > Show/ Hide >
Navigation Panes > Page Thumbnails

2 To jump to another page, click its thumbnail.

Automatically scroll through a document

Automatic scrolling advances your view of the PDF at a steady rate, moving vertically down the document. If you
interrupt the process by using the scroll bars to move back or forward to another page or position, automatic scrolling
continues from that point forward. At the end of the PDF, automatic scrolling stops and does not begin again until you
choose automatic scrolling again.

1 Choose View > Display Options > Automatically Scrolling.

2 Press Esc to stop scrolling.
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Retrace your viewing path

You can find PDF pages that you viewed earlier by retracing your viewing path. It’s helpful to understand the difference
between previous and next pages and previous and next views.

« Previous and next pages refer to two adjacent pages, before and after the currently active page.

+ Previous and next view refer to your viewing history. For example, if you jump forward and backward in a
document, your viewing history retraces thos ywing you the pages you viewed in the reverse order that
you viewed them.

1 Choose View > Navigation > Previous View

2 To continue seeing another part of your path of the following:
« Repeat step 1.
« Choose View > Navigation > Next Vi

Note:

You can make the Previous View button and Next View button available in the toolbar area
by right-clicking the Page Navigation toolbar and choosing them on the context menu, or choosing Show All Tools.

Navigate with links

Links can take you to another location in the current document, to other PDF documents, or to websites. Clicking a
link can also open file attachments and play 3D content, movies, and sound clips. To play these media clips, you must
have the appropriate hardware and software installed.

The person who created the PDF document determines what links look like in the PDE
Note:

Unless a link was created in Acrobat using the Link tool, you must have the Create Links From URLs option selected in the
General preferences for a link to work correctly.

1 Choose the Select tool.

2 Position the pointer over the linked area on the page until the pointer changes to the hand with a pointing finger. A
plus sign (+) or a w appears within the hand if the link points to the web. Then click the link.

PDFs with file attachments

If you open a PDF that has one or more attached files, the Attachments panel automatically opens, listing the attached
files. You can open these files for viewing, edit the attachments, and save your changes, as permitted by the document
authors.

If you move the PDF to a new location, the attachments automatically move with it.

Article threads

In PDFs, articles are optional electronic threads that the PDF author defines within that PDE Articles lead readers
through the PDF content, jumping over pages or areas of the page that are not included in the article. It is the same way
that you skim through a traditional newspaper or magazine, following one specific story and ignoring the rest. When
you read an article, the page view zooms in or out so that the current part of the article fills the screen.
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Open and navigate an article thread
1 Click the Hand tool on the Common Tools toolbar.

2 To open the Articles panel, choose View > Show/ Hide > Navigation Panes > Articles
Note:
You cannot open the Articles panel if you are viewing the PDF inside a web browser. Instead, open the PDF in Acrobat.

3 To go to the beginning of that article, double-click the Article icon. The icon changes to the Follow Article
pointer &,

Note:
If the Articles panel is blank, then the author has not defined any article threads for this PDF.
4 With the article thread open, do any of the following:
« To scroll through the article one pane at a time, press Enter or click in the article.
+ To scroll backward through the article one pane at a time, Shift-click in the article, or press Shift+Enter.
+ To go to the beginning of the article, Ctrl-click within the article.
5 At the end of the article, click in the article again.

The previous page view is restored, and the pointer changes to the End Article pointer @

Exit a thread before the end of the article
1 Make sure that the Hand tool is selected.

2 Shift+Ctrl-click the page.

The previous page view is restored.

Workspace basics | Acrobat DC

Note:

This document provides instructions for Acrobat DC. If you're using Acrobat 2017 or Acrobat DC Classic (2015), see
Workspace basics | Acrobat DC 2017, Acrobat DC Classic (2015).

Workspace overview

Adobe Acrobat user interface has three views - Home, Tools, and Document.

Further, the Document view can have one of the two interfaces - Single Document Interface (view one document at a
time) or Multiple Document Interface (tabbed interface for multiple PDFs viewing).

Home This is the gateway or the landing page when you don’t have a PDF opened in Acrobat.
Tools This is the go to place to discover the tools that’s available in Acrobat. All Acrobat tools are shown in this view.

Document This is the default view whenever a document is opened in Acrobat. When you open multiple documents,
each document opens as a tab in the same application window.
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Home view

This is the gateway or the landing page when you don’t have a PDF opened in Acrobat. The Home view gives you quick
access to your recent files, shared files, frequently used tools, to-do tasks, and storage accounts.
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A Recent files B Starred cards C Getting started cards D Search files E Notifications F Context Pane G Shared files by you and others
H Agreements shared for signature

A. Recent files view

It is a unified list of files shared with you or shared by you for viewing, reviewing, or signatures in addition to the
files opened for viewing from your computer, Document Cloud storage, or third-party storage like OneDrive,
Dropbox, Box, SharePoint, and Google Drive. The files are labelled as Shared By You, Unshared or Shared By Others
based on the action taken on the file. The comment icon ( " ) next to a shared file’s name indicates that it’s a review
file. If there’s no comment icon (™ ) next to a shared file, then the file has been shared for viewing only.

For a selected file, a details panel appears on the right showing a thumbnail preview of the file and a list of frequently
used tools. The Remove from Recent option in the panel allows you to selectively remove files from the Recent files
list. When you sign-out from Acrobat DC, the recent files list is cleared.

Note:

In Acrobat Reader mobile app, sign agreements that you have sent for signature don't appear in the Recent files list.

However, you can see the notifications and To Do cards for those sign agreements which are pending for you to complete.

B. Starred cards

Displays your starred files as cards for easy access. To view all your starred files, click the Starred tab in the left pane.
When you star a file, you mark it as important to access them later across devices. The starred files are copied to
Document Cloud. To hide the starred file cards from Acrobat Home, choose Edit > Preferences. In the General tab,
deselect the option Show Starred Files In Recent Tab.

For more information, see Star your important files and access them across devices.

C. Getting started cards
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This section lists the commonly used tools in Acrobat like Create PDF, Organize Pages, Combine Files and more. It
also provides an option to set Acrobat as the default application for PDFs. To hide quick tools, from the options
menu (***), select Collapse AlL

D. Search files

The unified Search box at the top-center lets you search all your recent files, Document Cloud files, and the files
shared by you, or shared by others.

40
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E. Notifications Bell

The notification bell notifies you for any status change on the shared documents. It displays notifications about all
the incoming and outgoing requests for documents shared for viewing, reviewing, and signing.

For more information, see Document Cloud notifications.

F. Context pane

It helps you take actions on files across all Home view tabs with context-sensitive menus. When you select a file, a
details panel appears on the right showing a thumbnail preview of the file and a list of frequently used tools. Select
any tool to perform the desired action on the file.

G. Shared files for viewing and reviewing

In the Shared section, you can track and manage your shared files. All the shared files are grouped based on
workstream for ease of access. The files shared by you are listed in Shared By You, and the files shared with you by

others are listed in Shared By Others. The available options are displayed in the right pane when you choose a file.

Note:

In Acrobat Reader mobile app, sign agreements that you have sent for signature don't appear in the Recent files list.

However, you can see the notifications and To Do cards for those sign agreements which are pending for you to complete.
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For more information on shared files for viewing, review, or signature, see:
« Share and track PDFs online
« Tracking and managing PDF reviews

« H. Agreements shared for signature

It is a unified list of agreements shared with you or shared by you for signature. You can track which agreements are
out for signature, signed, or waiting for your signature.

For more information, seeTrack agreements sent for signature

Online storage account
Storage lists offline and online places from where you can access your files. Apart from your local computer, you can

access files:
« Stored securely in Adobe Document Cloud using the Document Cloud link in the left pane.

« From your online accounts, such as Box, Dropbox, Google Drive, OneDrive, and Microsoft SharePoint. You can add
the accounts using the Add Account link in the left pane. For more information, see Connect your online storage

accounts to access files in Acrobat.

Tools center
This is the go-to place to navigate and discover tools available in Acrobat or Reader. All the tools are listed by categories.

When you choose a tool, the tool-specific commands or toolbar appears in the document view if a file is opened.

You can also open some tools even without opening a document. If the tool requires a document to be open, choosing
a tool prompts you to select a document.

File Edit View Window Help
Home  Tools NFN_and_ReleaseN.. | & Duke_PPC_Final (0.. Evans_PPC_Final.pdf ® A9
Search tool:
Q e Ea, Create PDF
~
Create & Edit Eﬁ Combine Files
&2 EditPOF
s - + m.
I;}; = 0= i_e = [ export PDF
Create PDF Combine Files Organize Pages Edit PDF Export PDF Enhance Scans Rich Media Organize Pages
el [l =l el
Comment
Share & Review 4, Fil & sign
1 o] , IS Enhance Scans
[&5) |
u & O Protect
Share Send for Review Comment Stamp Compare Files Measure
Zan E=an =) =g g
Forms & Signatures
Fill & Sign Prepare Form Certificates
(o ]
v

Tools center lists all tools by categories. Shortcuts of tools appear in the right pane.
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Add or remove shortcuts of tools in the right pane
To add a shortcut of a tool in the right pane, click the Add button below the tool name.

yl

I

Combine Files
| Add |~ |

Alternatively, to add the tool, drag the tool to the right pane.

To remove the shortcut of a tool from the right pane, click the Down Arrow button next to Open below the tool name,
and then choose Remove Shortcut.

p s

I

Combine Files

|Open v|

QOpen
Remove Shortcut

Learn More

Alternatively, to remove the shortcut, click the cross button for the shortcut in the right pane.

Eﬁ Combine Files X

Document view

By default, you see tabbed interface for multiple PDFs viewing. When you open multiple PDFs, each PDF opens as a
tab in the same application window. You can switch among the tabs from the top - tab name shows the name of the file
opened in the tab. A previous button and a next button are displayed towards right to navigate through document tabs
when the number of documents are high and don’t fit the document view.

The menu bar and the toolbar are visible at the top of the work area. The work area for the stand-alone application
includes a document pane in the middle, a navigation pane on the left, and tools or task pane on the right side. The
document pane displays PDFs. The navigation pane on the left side helps you browse through the PDF and perform
other options on PDF files. Toolbars near the top of the window provide other controls that you can use to work with
PDFs.
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Tabbed document view for multiple PDFs viewing

Note:

If you want to switch off the tabbed view and go back to the single document view, go to Edit > Preferences > General, and
then clear the check box for the preference - Open documents as new tabs in the same window (requires relaunch).
Restart Acrobat.

Display themes in Acrobat DC

You can change the overall look and feel of Acrobat by setting the display themes. To choose the theme, go to View >

Display Theme, and then select one of the themes below:

+ System Theme - When you choose System Theme, Acrobat changes the Ul as per the OS theme. If the OS theme
is changed while Acrobat is running, then Acrobat’s theme also gets updated.

« Light Gray - The default theme that Acrobat uses is Light Gray. All the UI elements and the document background
appears light gray.

« Dark Gray - Setting the theme to Dark Gray improves visual ergonomics by reducing eye strain, and facilitate
screen use in dark environments - all while conserving battery power. The dark theme is now extended to include
the top menu, on-page contextual menu, scroll bar and the comments pane.
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Menus and context menus

Ordinarily, it'’s a good idea to keep the Acrobat menus visible so that they are available as you work. It is possible to hide
them, using the View > Show/Hide > Menu Bar command. However, the only way to display and use them again is by
pressing F9 (Windows) or Shift+Command+M (Mac OS).

Unlike the menus that appear at the top of your screen, context-sensitive menus display commands related to the active
tool or selection. You can use context menus as a quick way to choose commonly used commands. For example, when
you right-click the toolbar area, that context menu displays the same commands as the View > Show/Hide > Toolbar
Items menu.

1 Position the pointer over the document, object, or panel.
2 Click the right mouse button.
Note:

(Mac OS) If you don’t have a two-button mouse, you can display a context menu by pressing the Control key as you click
with the mouse.

Toolbars

Initially, you may not see various tools in the toolbar. You can add tools to the toolbar for easy access.

To add tools in the toolbar, right-click an empty space in the toolbar and choose the tools that you want to appear in
the toolbar.
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Show File Tools L
Show Edit Tools L
Show Page Navigation Tools 4
Show Page Display Tools 4
Show Select & Zoom Tools L

ﬁ Customize Quick Tools...
Hide Quick Tools
Show Recently Used Tools
Hide Share Button Label

Show Properties Bar Ctrl+E

v Menu Bar F9

Hide Toolbars F8

Reset Toolbars Alt+F8
Quick tools

You can add tools you use frequently from the Tools to the Quick Tools toolbar.

1 Right-click an empty space in the toolbar and choose Customize iIs.

2 In the Customize Quick Tools dialog box, do any of the o
+ To add a tool, select it in the left pane and click the U icon.
+ To remove a tool, select its icon and click the Delete icon.

« To change a tool’s position in the toolbar, select its icon and click eitt 0 or

« To add a vertical line to separate groups of tools in the toolbar, click

Adjust the position of quick tools cluster

Drag and drop the quick tools cluster to adjust its position in the toolbar. Hover the mouse over the tools cluster to
display the drag (four-way) arrow. Then click and drag to reposition the quick tools cluster towards the left of the

toolbar. The position of the quick tools cluster is retained across sessions.

Eile Edit Yiew Window Help

Home Tools Welcome x | B DRAFT_NFN_and_R.. ADW1501.pdf

% ® B8 Q ® 1 s k@@@n?%vﬁv

B¢ &

o

Quick tools cluster on the right of the quick toolbar

File Edit View Window Help
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Quick tools cluster dragged to the left of the quick toolbar

Last updated 11/28/2019

45



46
Introduction to Acrobat

Common Tools

You can add tools to the Common Tools toolbar.
1 Right-click an empty space in the toolbar.
2 Select a tool from the menu.

3 To remove a tool from the toolbar, right-click the tool and deselect it from the menu.

Hide and show toolbars

When your work does not involve using the tools in a toolbar, you can close the toolbar to tidy up the work area. If
several PDFs are open, you can customize the toolbars for each PDF independently. The different customized states
persist as you switch between PDFs.

+ To hide all toolbars, choose View > Show/Hide > Toolbar Items > Hide Toolbars.
« To return toolbars to their default configuration, choose View > Show/Hide > Toolbar Items > Reset Toolbars.

Note:

If you have hidden all the toolbars, you can show them again by pressing F8.

Select a tool

By default, the Select tool is active when Acrobat opens, because it is the most versatile tool.
? Do one of the following:
+ Select a tool in a toolbar.

« Choose View > Show/Hide > Toolbar Items > [toolbar name] > [tool].

Create custom tools

You can assemble your own customized collection of Acrobat features, then save it and share with others. It allows you
to quickly access the tools and commands you use the most.

1 Choose Tools > Create Custom Tool.

2 To. the Toolbar, do any of the following:
.’ o ol to the toolbar, click the panel on the left, select the tool, and «dd To Toolbar
icon.
+ To remove a tool from the toolbar set, select its icon, and click the Delete ic ‘
. ’ 1ge a tool’s position in the toolbar, select its icon, and click either the move left right
icon. 0
+ To add a vertical line to separate groups of tools in the toolbar, click the Add Vertical Line icon.
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Create Custom Tool =
lo A
Tools to show in Toolbar:
Choose tools to add: Tools in Custom Set:
~
» Comment v Untitled |’—_é
* Organize Pages IR, Create Form Gb B
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' Protect @ Distribute Form
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) 0
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G, Identify Form Fields 0}
W
D Save Cancel

Create Custom Tool dialog box
A Arrange or delete tools in the Tool's Toolbar B Add custom panels, instructions, or divider line between tools C Rename, arrange, or delete

tools D Add to Tool's Toolbar above or Custom Tools set on the right

3 To customize tools in the Custom set, do any of the o
+ To add a tool in the Custom set, click the panel o ’ °1d then click the Add To Custom set a

+ To create your own panel, click the Add Section icon on the right. Give the panel a name, and click

. oa ol to a panel, select the panel on the right, select the toc " ft, and click the Add To Custom set

icon.
+ To remove a tool from the set, select its icon and click the Delete I
« To change the position of a tool, select it on the right, and click the Up Down Arrow
. T
icons. o
+ To add a horizontal line to separate groups of tools, click the Adc icon.
+ To edit instructions or section name, select it, and click the Edit icon.

4 When your tool set is complete, click Save, type its name, and click Save again.

The created custom tool is added to the Tools center. To open the tool, choose Tools > [custom tool name].
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Edit, delete, rename, or share a custom tool

You can edit, rename, copy, delete, rearrange, or share tool sets. You can specify the order the tool sets appear in the
Customize menu by moving them up or down in the list. You can share tool sets with your workgroup using the Import
and Export options.

+ Choose Tools > [custom tool name] > click the Down Arrow button and then choose an appropriate option.
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Options to manage a custom tool

Navigation pane

The navigation pane is an area of the workspace that can display different navigation panels. Various functional tools
can appear in the navigation pane. For example, the Page Thumbnails panel contains thumbnail images of each page;
clicking a thumbnail opens that page in the document.

When you open a PDE, the navigation pane is closed by defaul long the left side of the work area | y
access to various panels, such as the Page Thumbnails button and the Bookmarks panel button
When Acrobat is open but empty (no PDF is open), the navigation pane is unavailable.

Show or hide the navigation pane

1 To open the navigation pane, do one of the following:
« Click any panel button on the left side of the work area to open that panel.
« Choose View > Show/Hide > Navigation Panes > Show Navigation Pane.
2 To close the navigation pane, do one of the following:
+ Click the button for the currently open panel in the navigation pane.
» Choose View > Show/Hide > Navigation Panes > Hide Navigation Pane.

Note:

The creator of the PDF can control the contents of some navigation panels and may make them empty.

Change the display area for navigation panels

All navigation panels, such as Bookmarks, appear in a column on the left side of the work area.
« To change the width of the navigation pane, drag its right border.

« To view a different panel, on the left side of the navigation pane, select the button for the panel
Options in a navigation panel

All navigation panels have an options menu in the upper-left corner. The commands available in these
menus vary.
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Some panels also contain other buttons that affect the items in the panel. Again, these buttons vary among the different
panels, and some panels have none.

Set preferences

Many program settings are specified in the Preferences dialog box, including settings for display, tools, conversion,
signatures, and performance. Once you set preferences, they remain in effect until you change them.

1 Choose Edit > Preferences (Windows) or Acrobat / Adobe Acrobat Reader > Preferences (Mac OS).

2 Under Categories, select the type of preference you want to change.

Restore (re-create) preferences

Restore the Acrobat Preferences folder (Windows)

Restore the Acrobat Preferences folder to eliminate problems that damaged preferences cause. Most preference
problems are caused by these file-based preferences, although most Acrobat preferences are stored within the registry.

Note:

This solution removes custom settings for Collaboration, JavaScripts, Security, Stamps, Color Management, Auto Fill, Web
Capture, and Updater.

1 Quit Acrobat.
2 In Windows Explorer, go to the Preferences folder:

« (Windows 10, 8, or 7) C:\Users\[username]\AppData\Roaming\Adobe\Acrobat\[version]

In Windows 10 or 8, if you cannot see the AppData folder, click the View menu on the ribbon in Windows Explorer and
select the Hidden items check box under Show/Hide.

3 Move the Preferences folder to another location (for example, C:\Temp).
4 Restart Acrobat.

If the problem recurs after you restore the Acrobat Preferences folder, then the problem isn’t related to the Preferences
folder. To restore custom settings, drag the folder you moved in step 2 back to its original location. Then click Yes To
All to replace the new Preferences folder.

Restore the Acrobat preferences files (Mac OS)

Restore the Acrobat preferences files to eliminate problems caused by a damaged preferences file.
Note:
Re-creating the Acrobat preferences files restores settings to their defaults.

1 Quit Acrobat.
2 Drag the following files from the Users/[Username]/Library/Preferences folder to the Desktop:
« Acrobat WebCapture Cookies

« com.adobe.Acrobat.Pro.plistor com.adobe.Acrobat.Pro_x86_9.0.plist
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+ Acrobat Distiller Prefs and com.adobe.Acrobat.Pro.plist (if you are troubleshooting an issue with Distiller)

+ The Acrobat folder, which contains preferences for forms (MRUFormsList), collaboration (OfflineDocs), and
color settings (AcrobatColor Settings.csf)

3 Restart Acrobat

If the problem recurs after you restore the Acrobat preferences files, then the problem isn't related to preferences files.
To restore custom settings, drag the files you moved in step 2 back to their original location. Then click OK to the alert
“A newer item named ‘[filename]’ already exists in this location. Do you want to replace it with the older one you're
moving?”

Under Categories, select the type of preference you want to change.

Choose Edit > Preferences (Windows) or Acrobat / Adobe Acrobat Reader > Preferences (Mac OS).

System Requirements for Adobe Acrobat | Pro DC,
Standard DC

System requirements for older versions:System requirements | Older versions of Acrobat (XI, X, 9)

Acrobat Pro DC

These system requirements are for Adobe Acrobat Pro DC software. Because system requirements change with each
software update, see the Release Notes for your software version for the latest information on supported operating
systems and browsers.

Windows

+ 1.5GHz or faster processor

«  Windows Server 2008 R2 (64 bit), 2012 (64 bit), 2012 R2 (64 bit)*, 2016 (64 bit), or 2019 (64 bit); Windows 7 SP1 (32
bit and 64 bit), Windows 8, 8.1 (32 bit and 64 bit)*, or Windows 10 (32 bit and 64 bit)

+ 1GB of RAM

+ 4.5GB of available hard-disk space

+ 1024x768 screen resolution

+ Internet Explorer 11; Firefox (ESR); or Chrome
+ Video hardware acceleration (optional)

*With Windows update 2919355 installed.

macOS
Note:

Pre-August 2019 versions of Acrobat DC, Acrobat 2017, and Acrobat 2015 applications cannot be licensed on macOS 10.15
Catalina. Adobe recommends customers updating their Acrobat DC, Acrobat 2017, or Acrobat 2015 to the latest release.
To update from within the application, on the Help menu, choose Check for updates and follow onscreen instructions to
complete the update process.

« Intel processor
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+ macOS v10.12, macOS v10.13, macOS v10.14, or macOS v10.15’

« Safari 10.0 or 11.0 (browser plug-in for Safari supported on 64-bit Intel processor only)
+ 1GB of RAM

+ 2.75GB of available hard-disk space

+ 1024x768 screen resolution

“For details, refer to Acrobat compatibility with macOS 10.15 Catalina.

Mobile apps**
« Adobe Acrobat Reader: iOS, Android, Windows Phone

+ Adobe Scan: iOS, Android
+ Adobe Fill & Sign: iOS, Android
+ Adobe Sign: i0S, Android

Browser**

These requirements apply to the Acrobat Pro DC subscription plan and are in addition to the requirements listed above.
+ Microsoft Windows 10 using Internet Explorer 11, Firefox, or Chrome

+ Microsoft Windows 8 using Internet Explorer 10 or later, Firefox, or Chrome

« Microsoft Windows 7 using Internet Explorer 8 or later, Firefox, or Chrome

+ Microsoft Windows Vista using Internet Explorer 8 or 9, Firefox, or Chrome

+ macOS v10.12 or later using Safari 10 or later, Firefox, or Chrome

*The Send for Signature tool — which is included with Acrobat Pro DC subscription plans - relies on cloud services
provided by Adobe Sign and has unique browser requirements. View requirements.

Language versions
The Acrobat DC desktop app is available in the following languages:

English Danish Turkish

French Finnish Hungarian

German Norwegian Ukrainian

Japanese Simplified Chinese Slovak*

Italian Traditional Chinese Sloveniant

Spanish Korean North African French*
Dutch Czech Middle Eastern Hebrew S
Brazilian Portuguese Polish Middle Eastern Arabic$
Swedish Russian

tAvailable on Windows only.

*The North African French (Frangais) version is a French application user interface with Arabic/Hebrew right-to left

language support enabled by default.

sFor Arabic and Hebrew, the application user interface is in English and Arabic/Hebrew right-to-left language support

is enabled by default.
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The Acrobat Reader mobile app is available in all the above languages except Hungarian, North African French,
Slovak, Slovenian, and Ukrainian. Right-to-left language support is not provided.

Browser-based PDF services app is available in these languages: English, Brazilian Portuguese, Danish, Finnish,
French, German, Italian, Japanese, Norwegian, Spanish, and Swedish.

Language availability varies when working with features supported by Adobe Document Cloud services. For more
information, see Document Cloud Language Tiers.

Note:

Adobe online services are available only to users 13 and older and require agreement to additional terms and the Adobe
Privacy Policy. Online services are not available in all countries or languages, may require user registration, and may be
discontinued or modified in whole or in part without notice. Additional fees or subscription charges may apply.

Acrobat Standard DC

These system requirements are for Adobe Acrobat Standard DC software. Because system requirements change with
each software update, see the Release Notes for your software version for the latest information on supported operating
systems and browsers.

Windows
+ 1.5GHz or faster processor

« Microsoft Windows Server 2008 R2 (64 bit), 2012 (64 bit), 2012 R2 (64 bit)*, 2016 (64 bit), or 2019 (64 bit); Windows
7 SP1 (32 bit and 64 bit), Windows 8, 8.1 (32 bit and 64 bit)*, or Windows 10 (32 bit and 64 bit)

+ 1GB of RAM

+ 4.5GB of available hard-disk space

« 1024x768 screen resolution

+ Internet Explorer 11; Firefox (ESR)

+ Video hardware acceleration (optional)

*With Windows update 2919355 installed.

Mobile apps*
« Adobe Acrobat Reader: i0S, Android, Windows Phone

« Adobe Scan: iOS, Android
« Adobe Fill & Sign: iOS, Android
+ Adobe Sign: iOS, Android

Browser*

These requirements apply to the Acrobat Standard DC subscription plan and are in addition to the requirements listed
above.

+ Microsoft Windows 10 using Internet Explorer 11, Firefox, or Chrome
+ Microsoft Windows 8 using Internet Explorer 10 or later, Firefox, or Chrome
+ Microsoft Windows 7 using Internet Explorer 8 or later, Firefox, or Chrome

+ Microsoft Windows Vista using Internet Explorer 8 or 9, Firefox, or Chrome
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"The Send for Signature tool - which is included with an Acrobat Standard DC subscription - has unique browser
requirements. View requirements.

Language versions
The Acrobat DC desktop app is available in the following languages:

English Danish Turkish

French Finnish Hungarian

German Norwegian Ukrainian

Japanese Simplified Chinese Slovak*

Italian Traditional Chinese Sloveniant

Spanish Korean North African French ¥
Dutch Czech Middle Eastern Hebrew S
Brazilian Portuguese Polish Middle Eastern Arabic$
Swedish Russian

t Available on Windows only.* The North African French (Frangcais) version is a French application user interface with
Arabic/Hebrew right-to left language support enabled by default.s For Arabic and Hebrew, the application user
interface is in English and Arabic/Hebrew right-to-left language support is enabled by default. The Acrobat Reader
mobile app is available in all the above languages except Hungarian, North African French, Slovak, Slovenian, and
Ukrainian. Right-to-left language support is not provided. Browser-based PDF services app is available in these
languages: English, Brazilian Portuguese, Danish, Finnish, French, German, Italian, Japanese, Norwegian, Spanish, and
Swedish.Language availability varies when working with features supported by Adobe Document Cloud services. For
more information, see Document Cloud Language Tiers.

Note:

Adobe online services are available only to users 13 and older and require agreement to additional terms and the Adobe
Privacy Policy. Online services are not available in all countries or languages, may require user registration, and may be
discontinued or modified in whole or in part without notice. Additional fees or subscription charges may apply.

Workspace basics | Acrobat DC 2017, Acrobat DC Classic
(2015)

Note:

This document provides instructions for Acrobat 2017 and Acrobat DC Classic (2015). If you're using Acrobat DC, see
Workspace basics | Acrobat DC.

Workspace overview

Adobe Acrobat user interface has three views - Home, Tools, and Document.

Further, the Document view can have one of the two interfaces - Single Document Interface (view one document at a
time) or Multiple Document Interface (tabbed interface for multiple PDFs viewing).

Home This is the gateway or the landing page when you don’t have a PDF opened in Acrobat.

Tools This is the go to place to discover the tools that’s available in Acrobat. All Acrobat tools are shown in this view.

Last updated 11/28/2019
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Document This is the default view whenever a document is opened in Acrobat. When you open multiple documents,
each document opens as a tab in the same application window.

Home view

This is the gateway or the landing page when you don’t have a PDF opened in Acrobat. When you launch Acrobat or
Reader, you see a welcome message with the Learn More button pointing to a quick introduction document.

The Home view displays file lists and storage accounts.

« File Lists: Shows Recent and Sent files views. All your recently accessed files are displayed in the Recent files view,
and all the files that you sent using Adobe Send & Track and Send for Signature are displayed in the Sent files view.

+ Storage: It lists various places or accounts from which you can open and work on files from within Acrobat or Reader
- My Computer, Document Cloud, and Add Account (a SharePoint or Dropbox account).

Recent files view
In the Recent files view, you can see your recently used files. For a selected file, a details panel appears on the right
showing a thumbnail preview of the file, and a list of frequently used tools.

B Adobe Acrobat Pro DC = E n
File Edit View Window Help
Home Tools @ Username ~
X
Welcome
Looking for a quick intro to Acrobat?
Sent

Check out a few quick tips to help you get started.

d

My Computer
Document Cloud
Q search HH
Dropbox (Personal)
Name Size Date Viewed
Add Account
L - ~ | Location
‘ja, Acrobat Help _ Working with online a...pdf 765 KB 5:17 PM Adobe Document Cloud
j.»a acrobat.pdf 19 MB Yesterday TOOLS ~
j.»a InDesign New Features 1.0-CC (2014).pdf 656 KB Yesterday
> Edit
j)_., Scanning_workflows.pdf 6.6 MB Yesterday
: [3 Export PDF
j)—., Acrobat.next-M12-New_Features.pdi 17 MB Yesterday
¥ Organize Pages
.j’*’ ShoppersStop_2013.pdf 11 MB Yesterday
- Send & Track
.-j“"’ Opening shortly_banner_7x4 ft Mukul...pdf 1.3 MB Yesterday "

EB Remove From Recent

Clear Recent Files

Home > Recent files view

For local files, you can click the location in the details panel to open the folder in Explorer. However, you cannot open
the location if its Adobe Document Cloud or Dropbox.

The Remove from Recent option in the details panel allows you to selectively remove files from the Recent files list.
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Sent files view

In the Sent files view, you can track and manage your sent files online. The available options are displayed when you
choose a file in the right pane. You can also manage your files sent for signature using the Manage Document Sent for
Signature link at the bottom in the right pane.

- | Adobe Acrobat Pro DC = &
File Edit Miew Window Help
Home Tools Username ~
Open  Track Online Unshare Forward Delete
}q demo_intel.pdf Shared Files Anonymous 3/2/2015
Recent
)\. demo_intel.pdf Shared Files Anonymous 3/2/2015
b E 3 files Shared Files Anonymous 2/24/2015
» |h 3 files Shared Files Anonymous 272472015
My Computer
Document Cloud }\. Adobe-doc-c....pdf Shared Files prabh...com 1/11/2015
Add Account }\. demo_intel.pdf Shared Files Anonymous 8/19/2014
)A.. demo_intel.pdf Shared Files Anonymous 8/12/2014
s caseopr Shared Files Anonymous  8/12/2014
}\. demo_intel.pdf Shared Files Anonymous 8/12/2014
)A.. Adobe - Supp...pdf Shared Files Anonymous 8/12/2014
Manage Documents Sent for Signature
< >

Home > Sent files view

Online storage account
Storage lists offline and online places from where you can access your files. Apart from your local computer, you can
access files:

« Stored securely in Adobe Document Cloud using the Document Cloud link in the left pane.

+ From your online accounts, such as Dropbox and Microsoft SharePoint. You can add SharePoint or Dropbox
accounts using the Add Account link in the left pane. For more information, see Connect your online storage
accounts to access files in Acrobat.

Tools center

This is the go to place to navigate and discover tools available in Acrobat/Reader. All the tools are listed by categories.
When you choose a tool, the tool-specific commands or toolbar appears in the document view if a file is opened.

You can also open some tools even without opening a document. If the tool requires a document to be open, choosing
a tool prompts you to select a document.

Last updated 11/28/2019
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a
Ede fdr Yew Window Help
Home Tools
Qk
=31 '1'm
| [
Create PDF Combine File:

Comment Send for Comments

Tools center lists all tools by categories. Shortcuts of tools appear in the right pane.

Note:

A new custom tool is displayed in the Customize category. All third-party plug-ins are displayed in a new category named

Add-ons.

Organize Pages

Stamp

Adobe Acrobat Pro DC

.
Edit PDF Export PDF
Send & Track Compare Documents

Certificates

Add or remove shortcuts of tools in the right pane
To add a shortcut of a tool in the right pane, click the Add button below the tool name.

o

Combine Files

Add -

Alternatively, to add the tool, drag the tool to the right pane.

To remove the shortcut of a tool from the right pane, click the Down Arrow button next to Open below the tool name,

and then choose Remove Shortcut.

Last updated 11/28/2019
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ah

Combine Files

Open |~

1o
st
m
3

J=]
m

Alternatively, to remove the shortcut, click the cross button for the shortcut in the right pane.

f-T-" Combine Files X

Document view

By default, you see tabbed interface for multiple PDFs viewing. When you open multiple PDFs, each PDF opens as a
tab in the same application window. You can switch among the tabs from the top - tab name shows the name of the file
opened in the tab. A previous button and a next button are displayed towards right to navigate through document tabs
when the number of documents are high and don'’t fit the document view.

The menu bar and the toolbar are visible at the top of the work area. The work area for the stand-alone application
includes a document pane in the middle, a navigation pane on the left, and tools or task pane on the right side. The
document pane displays PDFs. The navigation pane on the left side helps you browse through the PDF and perform
other options on PDF files. Toolbars near the top of the window provide other controls that you can use to work with
PDFs.

Last updated 11/28/2019
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= Acrobat.next-M12-New_Features.pdf (SECURED) - Adobe Acrobat Pro DC - [w] X
Eile Edit View Window Help
Home Tools Acrobat.. *  AEM 61.. Annexu... Kindle_i.. NSDL _ .. <> (@ Usemname .

® B HE Q ©® |1/ AR MO® == B RBE T e ¢

Search Toos...

€Y Create PDF

2 edit PDF

[ Export PDF
Comment
Organize Pages

i} Enhance Scans

O Protect
A

%, Fill & Sign

ACROBAT.NEXT » #M12 « NEW FEATURES

B Prepare Form

x& Send for Signature

FEBRUARY 2015 w

Your current plan is Creative
Cloud

Learn More

11.69x 827 in < >

Tabbed document view for multiple PDFs viewing

Note:

If you want to switch off the tabbed view and go back to the single document view, go to Edit > Preferences > General, and
then clear the check box for the preference - Open documents as new tabs in the same window (requires relaunch).
Restart Acrobat.

Menus and context menus

Ordinarily, it’s a good idea to keep the Acrobat menus visible so that they are available as you work. It is possible to hide
them, using the View > Show/Hide > Menu Bar command. However, the only way to display and use them again is by
pressing F9 (Windows) or Shift+Command+M (Mac OS).

Unlike the menus that appear at the top of your screen, context-sensitive menus display commands related to the active
tool or selection. You can use context menus as a quick way to choose commonly used commands. For example, when
you right-click the toolbar area, that context menu displays the same commands as the View > Show/Hide > Toolbar
Items menu.

1 Position the pointer over the document, object, or panel.

2 Click the right mouse button.

Last updated 11/28/2019
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Note:

(Mac OS) If you don’t have a two-button mouse, you can display a context menu by pressing the Control key as you click
with the mouse.

Toolbars

Initially, you may not see various tools in the toolbar. You can add tools to the toolbar for easy access.

To add tools in the toolbar, right-click an empty space in the toolbar and choose the tools that you want to appear in
the toolbar.

Show File Tools 4
Show Edit Tools 3
Show Page Mavigation Tools 4
Show Page Display Tools 4

Show Properties Ba Ctrl+E

Menu Bar F9

Hide Toolkars F&

Reset Toolbars Alt+F8
Quick tools

You can add tools you use frequently from the Tools to the Quick Tools toolbar.

1 Right-click an empty space in the toolbar and choose Customize iIs.
2 In the Customize Quick Tools dialog box, do any of the OT
+ To add a tool, select it in the left pane and click the U icon.
« To remove a tool, select its icon and click the Delete icon. ’
+ To change a tool’s position in the toolbar, select its icon and click eitl 0 or

+ To add a vertical line to separate groups of tools in the toolbar, click

Common Tools

You can add tools to the Common Tools toolbar.

1 Right-click an empty space in the toolbar.
2 Select a tool from the menu.

3 To remove a tool from the toolbar, right-click the tool and deselect it from the menu.
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Hide and show toolbars

When your work does not involve using the tools in a toolbar, you can close the toolbar to tidy up the work area. If
several PDFs are open, you can customize the toolbars for each PDF independently. The different customized states
persist as you switch between PDFs.

+ To hide all toolbars, choose View > Show/Hide > Toolbar Items > Hide Toolbars.
+ To return toolbars to their default configuration, choose View > Show/Hide > Toolbar Items > Reset Toolbars.
Note:

If you have hidden all the toolbars, you can show them again by pressing F8.

Select a tool

By default, the Select tool is active when Acrobat opens, because it is the most versatile tool.
? Do one of the following:
+ Select a tool in a toolbar.

« Choose View > Show/Hide > Toolbar Items > [toolbar name] > [tool].

Create custom tools

You can assemble your own customized collection of Acrobat features, then save it and share with others. It allows you
to quickly access the tools and commands you use the most.

1 Choose Tools > Create Custom Tool.

2 To. the Toolbar, do any of the following:
. o ol to the toolbar, click the panel on the left, select the tool, and «dd To Toolbar
icon.
« To remove a tool from the toolbar set, select its icon, and click the Delete ic ‘
. ’ 1ge a tool’s position in the toolbar, select its icon, and click either the move left right
icon. 0
+ To add a vertical line to separate groups of tools in the toolbar, click the Add Vertical Line icon.
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Create Custom Tool “

Tools to show in Toolbar:

RS E

Choose tools to add: Tools in Custom Set:
~
+ Export PDF * Form |'__q'}
+ Comment @, Create Form Ga} B
» Organize Pages I:..—'} Edit Form 5
» Enhance Scans @, Distribute Form
of )
' Protect EE Track Forms
T C
v Prepare Form
[+)
@’ Create Form —
[;b'p Edit Form @
|—_9:‘ Identify Form Fields
@. Distribute Form
I-EE Track Forms .
Save Cancel
D

Create Custom Tool dialog box
A Arrange or delete tools in the Tool's Toolbar B Add custom panels, instructions, or divider line between tools C Rename, arrange, or delete
tools D Add to Tool's Toolbar above or Custom Tools set on the right

3 To customize tools in the Custom set, do any of the

To add a tool in the Custom set, click the panel orl ’ 01d then click the Add To Custom set a icon.

To create your own panel, click the Add Section icon on the right. Give the panel a name, and click

' o) ol to a panel, select the panel on the right, select the toc " ft, and click the Add To Custom set

icon.
To remove a tool from the set, select its icon and click the Delete I
To change the position of a tool, select it on the right, and click the Up Down Arrow
. T
icons. o
To add a horizontal line to separate groups of tools, click the Adc icon.
To edit instructions or section name, select it, and click the Edit icon.

4 When your tool set is complete, click Save, type its name, and click Save again.

Last updated 11/28/2019
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The created custom tool is added to the Tools center. To open the tool, choose Tools > [custom tool name].

Edit, delete, rename, or share a custom tool

You can edit, rename, copy, delete, rearrange, or share tool sets. You can specify the order the tool sets appear in the
Customize menu by moving them up or down in the list. You can share tool sets with your workgroup using the Import
and Export options.

+ Choose Tools > [custom tool name] > click the Down Arrow button and then choose an appropriate option.

3

L

T

M
4

Qpen

Remove Shortcl
Edit

Rename

Expo

Delata
lelete

Options to manage a custom tool

Navigation pane

The navigation pane is an area of the workspace that can display different navigation panels. Various functional tools
can appear in the navigation pane. For example, the Page Thumbnails panel contains thumbnail images of each page;
clicking a thumbnail opens that page in the document.

When you open a PDE, the navigation pane is closed by defaull long the left side of the work area | y
access to various panels, such as the Page Thumbnails button and the Bookmarks panel button
When Acrobat is open but empty (no PDF is open), the navigation pane is unavailable.

Show or hide the navigation pane

1 To open the navigation pane, do one of the following:
+ Click any panel button on the left side of the work area to open that panel.
« Choose View > Show/Hide > Navigation Panes > Show Navigation Pane.
2 To close the navigation pane, do one of the following:
+ Click the button for the currently open panel in the navigation pane.
+ Choose View > Show/Hide > Navigation Panes > Hide Navigation Pane.

Note:

The creator of the PDF can control the contents of some navigation panels and may make them empty.

Change the display area for navigation panels

All navigation panels, such as Bookmarks, appear in a column on the left side of the work area.

+ To change the width of the navigation pane, drag its right border.

« To view a different panel, on the left side of the navigation pane, select the button for the panel
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Options in a navigation panel E

All navigation panels have an options menu in the upper-left corner. The commands available in these
menus vary.

Some panels also contain other buttons that affect the items in the panel. Again, these buttons vary among the different
panels, and some panels have none.

Set preferences

Many program settings are specified in the Preferences dialog box, including settings for display, tools, conversion,
signatures, and performance. Once you set preferences, they remain in effect until you change them.

1 Choose Edit > Preferences (Windows) or Acrobat / Adobe Acrobat Reader > Preferences (Mac OS).

2 Under Categories, select the type of preference you want to change.

Restore (re-create) preferences

Restore the Acrobat Preferences folder (Windows)

Restore the Acrobat Preferences folder to eliminate problems that damaged preferences cause. Most preference
problems are caused by these file-based preferences, although most Acrobat preferences are stored within the registry.

Note:

This solution removes custom settings for Collaboration, JavaScripts, Security, Stamps, Color Management, Auto Fill, Web
Capture, and Updater.

1 Quit Acrobat.
2 In Windows Explorer, go to the Preferences folder:

+ (Windows 10, 8, or 7) C:\Users\[username]\AppData\Roaming\Adobe\Acrobat\[version]

In Windows 10 or 8, if you cannot see the AppData folder, click the View menu on the ribbon in Windows Explorer and
select the Hidden items check box under Show/Hide.

3 Move the Preferences folder to another location (for example, C:\Temp).
4 Restart Acrobat.

If the problem recurs after you restore the Acrobat Preferences folder, then the problem isn’t related to the Preferences
folder. To restore custom settings, drag the folder you moved in step 2 back to its original location. Then click Yes To
All to replace the new Preferences folder.

Restore the Acrobat preferences files (Mac OS)
Restore the Acrobat preferences files to eliminate problems caused by a damaged preferences file.

Note:
Re-creating the Acrobat preferences files restores settings to their defaults.

1 Quit Acrobat.

Last updated 11/28/2019



64
Introduction to Acrobat

2 Drag the following files from the Users/[Username]/Library/Preferences folder to the Desktop:
+ Acrobat WebCapture Cookies
« com.adobe.Acrobat.Pro.plistor com.adobe.Acrobat.Pro_x86_9.0.plist
+ Acrobat Distiller Prefs and com.adobe.Acrobat.Pro.plist (if you are troubleshooting an issue with Distiller)

+ The Acrobat folder, which contains preferences for forms (MRUFormsList), collaboration (OfflineDocs), and
color settings (AcrobatColor Settings.csf)

3 Restart Acrobat

If the problem recurs after you restore the Acrobat preferences files, then the problem isn’t related to preferences files.
To restore custom settings, drag the files you moved in step 2 back to their original location. Then click OK to the alert
“A newer item named ‘[filename]’ already exists in this location. Do you want to replace it with the older one you're
moving?”

Under Categories, select the type of preference you want to change.

Choose Edit > Preferences (Windows) or Acrobat / Adobe Acrobat Reader > Preferences (Mac OS).
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Viewing PDFs and viewing preferences

The initial view of the PDF depends on how its creator set the document properties. For example, a document may open
at a particular page or magnification.

View PDFs in Read mode

When you're reading a document, you can hide all the toolbars and task panes to maximize the viewing area on your
screen.

The basic reading controls, such as page navigation and zoom, appear in a semi-tran ating toolbar near the
bottom of the window.

+ To open Read mode, choose View > Read Mode, or click the Read Mode button in the floating toolbar.

+ Ta restore the work area to its previous view, choose View > Read Mode again. You can also click the collapse button
in the floating toolbar.

Read mode with semi-transparent floating toolbar

View PDFs in Full Screen mode

In Full Screen mode, only the document appears; the menu bar, toolbars, task panes, and window controls are hidden.
A PDF creator can set a PDF to open in Full Screen mode, or you can set the view yourself. Full Screen mode is often
used for presentations, sometimes with automatic page advancement and transitions.

The pointer remains active in Full Screen mode so that you can click links and open notes. There are two ways to
advance through a PDF in Full Screen mode. You can use keyboard shortcuts for navigational and magnification
commands, and you can set a Full Screen preference to display Full Screen navigation buttons that you click to change
pages or exit Full Screen mode.

With the October 2019 release of Acrobat DC, you can now open the review PDF files in Full Screen mode. This helps
keep the focus on the content and the received comments. To switch to Full Screen mode, use the keyboard shortcut -
Ctrl + L.

Set the Full Screen navigation bar preference

1 In the Preferences dialog box under Categories, select Full Screen.
2 Select Show Navigation Bar, then click OK.
3 Select View > Full ScreenMode.

The Full Screen navigation bar contains Previous Page 4, Next Page P, and Close Full Screen View h buttons.
These buttons appear in the lower-left corner of the work area.
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Read a document in Full Screen mode

If the Full Screen navigation bar is not shown, you can use keyboard shortcuts to navigate through a PDE.

Note:

If you have two monitors installed, the Full Screen mode of a page sometimes appears on only one of the monitors. To page
through the document, click the screen displaying the page in Full Screen mode.

Choose View > Full Screen Mode.

1 Do any of the following:
« To go to the next page, press the Enter, Page Down, Down Arrow, or the Right Arrow key.
+ To go to the previous page, press Shift+Enter, Page Up, Up Arrow, or the Left Arrow key.

2 To close Full Screen mode, press Ctrl+L or Esc. (Escape Key Exits must be selected in the Full Screen preferences.)

To show a Full Screen tool in the Common Tools toolbar, right-click the toolbar area and choose Show Page
Display Tools > Full Screen Mode. Then click the Full Screen tool to switch to Full Screen mode.

Close the Tools pane in Acrobat DC
Follow the steps in the article to close the Tools pane in Acrobat DC

Follow the steps in the article to retain the last LHP (Left Hand Pane) state across Acrobat launches.

Display themes in Acrobat DC

You can change the overall look and feel of Acrobat by setting the display themes. To choose the theme, go to View >
Display Theme, and then select one of the themes below:

« System Theme - When you choose System Theme, Acrobat changes the UI as per the OS theme. If the OS theme
is changed while Acrobat is running, then Acrobat’s theme also gets updated.

« Light Gray - The default theme that Acrobat uses is Light Gray. All the UT elements and the document background
appears light gray.

« Dark Gray - Setting the theme to Dark Gray improves visual ergonomics by reducing eye strain, and facilitate
screen use in dark environments - all while conserving battery power. The dark theme is now extended to include
the top menu, on-page contextual menu, scroll bar and the comments pane.
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Preferences for viewing PDFs

The Preferences dialog box defines a default page layout and customizes your application in many other ways. For
viewing PDFs, examine the preferences options for Documents, Full Screen, General, Page Display, and 3D &
Multimedia.

The preferences settings control how the application behaves whenever you use it; they are not associated with any
particular PDF document. To access the preferences dialog, choose Edit > Preferences (Windows) or Acrobat/ Adobe
Acrobat Reader > Preferences (Mac OS).

Note:

If you install any third-party plug-ins, set these preferences using the Third-Party Preferences menu item.
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Action Wizard [] Show quick actions on text selection
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Color Management Show online storage when saving files
Content Editing [[] Open PDFs from last session on Acrobat launch
Convert From PDF
Convert To PDF Open documents as new tabs in the same window (requires relaunch)
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4
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JavaScript
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Measuring (2D)
Measuring (30)
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[ Enable PDF thumbnail previews in Windows Explorer

Touch Mode: | Auto-Detect ~
Multimedia (legacy)
Multimedia Trust (legacy) Scale for screen resolution (restart required): (@) Auto-Detect () No Sealing
Reading
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Search
Security
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Spelling [[] Do not show edit warnings Reset All Warnings
Tracker
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Units & Guides Messages from Adobe
Updater Show me messages when | launch Adobe Acrobat

Application Startup
[[]Use only certified plug-ins Currently in Certified Mode:  Yes

[] Check 2D graphics accelerator
Select As Default PDF Handler

[ Tell me if Adobe Acrobat is not my default PDF application

Documents preferences
Open Settings

+ Restore Last View Settings When Reopening Documents: Determines whether documents open automatically to
the last viewed page within a work session.

+ Open Cross-document Links In Same Window: Closes the current document and opens the document being
linked to in the same window, minimizing the number of windows open. If the document being linked to is already
open in another window, the current document is not closed when you click a link to the open document. If you do
not select this option, a new window opens each time you click a link to a different document.

+ Allow Layer State To Be Set By User Information: Allows the author of a layered PDF document to specify layer
visibility based on user information.

+ Allow Documents To Hide The Menu Bar, Toolbars, And Window Controls: Allows the PDF to determine
whether the menu bar, toolbar, and window controls are hidden when the PDF is opened.

« Documents In Recently Used List: Sets the maximum number of documents listed in the File menu.
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Save Settings

Automatically Save Document Changes To Temporary File Every _ Minutes: Determines how often Acrobat
automatically saves changes to an open document.

Save As Optimizes For Fast Web View: Restructures a PDF document for page-at-a-time downloading from web
servers.

Always reduce size for files more than 10MB: Reduces the size of the PDF automatically if the file size is greater
than 10MB.

PDF/A View Mode

View Documents In PDF/A ModeSpecifies when to use this viewing mode: Never, or Only For PDF/A Documents.

Hidden Information

Searches the PDF for items that may not be apparent, such as metadata, file attachments, comments, and hidden text
and layers. The search results appear in a dialog box, and you can remove any type of item that appears there.

Remove Hidden Information When Closing Document (Not selected by default.)
Remove Hidden Information When Sending Document By Email (Not selected by default.)

Redaction

Adjust Filename When Saving Applied Redaction Marks: Specifies a prefix or suffix to use when saving a file to
which redaction marks have been applied.

Choose Localization For Search and Redact Patterns: Specifies which installed language version of Acrobat to use
for the patterns. For example, if you installed both the English and German versions, then you can choose either
language for the patterns. The Patterns option appears in the Search and Redaction dialog boxes.

Full Screen preferences
Full-Screen Setup

Current Document Only: Specifies whether the display is limited to a single PDE.
Fill Screen With One Page At A Time: Sets the page view to the maximum screen coverage by a single page.

Alert When Document Requests Full Screen: Displays a message before going into Full-Screen mode. Selecting
this option overrides a previous selection of Do Not Show This Message Again in that message.

Which Monitor To Use: Specifies the monitor on which full-screen display appears (for users with multiple-
monitor configurations).

Full-Screen Navigation

Escape Key Exits: Lets you exit Full-Screen mode by pressing the Esc key. If this option is not selected, you can exit
by pressing Ctrl+L.

Show Navigation Bar: Shows a minimal navigation toolbar regardless of the document settings.

Left Click To Go Forward One Page; Right Click To Go Back One Page: Lets you page through an Adobe
PDF document by clicking the mouse. You can also page through a document by pressing Return, Shift-Return (to
go backward), or the arrow keys.

Loop After Last Page: Lets you page through a PDF document continuously, returning to the first page after the
last. This option is typically used for setting up kiosk displays.

Advance Every _ Seconds: Specifies whether to advance automatically from page to page every set number of
seconds. You can page through a document using the mouse or keyboard commands even if automatic paging is
selected.
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Full-Screen Appearance

Background Color: Specifies the window’s background color in Full-Screen mode. You can select a color from the
color palette to customize the background color.

Mouse Cursor: Specifies whether to show or hide the pointer when Full-Screen mode is in operation.

Full-Screen Transitions

Disable All Page Transitions: Removes transition effects from presentations that you view in Full-Screen mode.

Default Transition: Specifies the transition effect to display when you switch pages in Full-Screen mode and no
transition effect has been set for the document.

Direction: Determines the flow of the selected default transition on the screen, such as Down, Left, Horizontal, and
so on. The available options vary according to the transition. If no directional options affect the selected default
transition, this option is not available.

Navigation Controls Direction: Mimics the user’s progress through the presentation, such as transitioning from
top to bottom when the user proceeds to the next page and from bottom to top when the user backtracks to the
previous page. Available only for transitions with directional options.

General preferences

Basic Tools

Use Single Key Accelerators To Access Tools: Enables you to select tools with a single keystroke. This option is
deselected by default.

Create Links From URLs: Specifies whether links that weren’t created with Acrobat are automatically identified in
the PDF document and become clickable links.

Make Hand Tool Select Text & Images: Enables the Hand tool to function as the Select tool when it hovers over
text in an Adobe PDF.

Make Hand Tool Read Articles: Changes the appearance of the Hand tool pointer when over an article thread.
Upon the first click, the article zooms to fill the document pane horizontally; subsequent clicks follow the thread of
the article.

Make Hand Tool Use Mouse-wheel Zooming: Changes the action of the mouse wheel from scrolling to zooming.
Make Select Tool Select Images Before Text: Changes the order in which the Select tool selects.

Show Quick actions on text selection: Display a quick action toolbar on text or image selection.

Show Online Storage When Opening Files: Display the cloud storage in the file open dialog box.

Show Online Storage When Saving Files: Display the cloud storage while saving the file.

Open PDFs from last session on Acrobat launch: Reopen PDFs from the last session on launching Acrobat.

Open Documents As New Tabs In The Same Window (requires relaunch): Groups multiple documents into tabs
when opened. You can also snap or pull out tabs as individual windows. To do this, select a tab and drag the
thumbnail that appears away from the toolbar, and then release the tab.

Prompt Before Closing Multiple Tabs: Confirms from the user before closing Acrobat.
Show Starred Files In Recent Tab: Displays the starred files as cards in Home view.

Use Fixed Resolution For Snapshot Tool Images: Sets the resolution used to copy an image captured with the
Snapshot tool.
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+ Enable PDF thumbnail preview in Windows Explorer: Select to display PDFs as thumbnail preview in Windows
Explorer.

+ Touch Mode: Sets how Acrobat enters the Touch mode, if at all, for touch enabled devices. In Touch mode, Toolbar
buttons, panels, and menus shift apart slightly to accommodate selecting with your fingers. The Touch reading
mode optimizes viewing and supports most common gestures.

+ Scale for screen resolution (restart required): Auto-detect screen resolution and scale the PDF for viewing, or
display the PDF as it is irrespective of the screen resolution.

Warnings

+ Do Not Show Edit Warnings: Disables warning boxes that would normally appear when you delete items such as
links, pages, page thumbnails, and bookmarks.

+ Reset All Warnings: Restores default settings for warnings.

Messages From Adobe

+ Show Me Messages When I Launch Acrobat: Allows in-product marketing messages from Adobe to appear in
the Welcome Screen when you launch the application without a document open. Click a message to get information
about features, updates, or online services, or to open an element in the application, such as a task pane. Deselect
the option to prevent in-product marketing messages from appearing.

Note:
Transactional messages, which facilitate the Adobe Online Service, cannot be turned off.
Application Startup

+ Use Only Certified Plug-Ins: Ensures that only Adobe-certified third-party plug-ins are loaded. The notation
Currently in Certified Mode indicates either Yes or No depending on its status.

+ Check 2D Graphics Accelerator (Windows only): (Appears only if your computer hardware supports 2D graphics
acceleration.) When selected, allows hardware acceleration usage when the first document is opened. When
deselected, hardware acceleration usage starts after the first document is opened. This option can slow startup time,
so it is deselected by default.

Note:
This option is available only when the option Use 2D Graphics Acceleration in the Page Display preferences is selected.

+ Select As Default PDF Handler (Windows only): Specifies which application, Reader or Acrobat, is used to open
PDFs. This setting applies if you have both Acrobat and Reader installed on your computer. In Windows 7 or earlier,
a browser uses this setting only if it is using the Adobe plug-in or add-on for viewing PDF files. In Windows 8, this
setting controls which application is the default PDF application for your system, including in your browser.
Windows 8 prompts you to allow this change before applying it to your system. Once set, Windows 8 also uses the
selected PDF application for tasks related to PDF files, such as previewing, displaying thumbnails, and providing file
information.

« Tell Me If Adobe Acrobat Is Not My Default PDF Application (Windows only): If Acrobat is not set as the default
PDF handler, a dialog prompts whether to make Adobe Acrobat the default PDF application whenever you launch
Acrobat.
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Page Display preferences
Default Layout And Zoom

+ Page Layout: Sets the page layout used for scrolling when you first open a document. The default setting is
Automatic. The Page Layout setting in File > Properties > Initial View overrides this value.

+ Zoom: Sets the magnification level for PDF documents when they are first opened. The default setting is Automatic.
The Magnification setting in File > Properties > Initial View overrides this value.

Note:

Two conditions can affect page layout and zoom. 1) Someone has already set an individual PDF to a different initial view
in File > Properties. 2) You have the option Restore Last View Settings When Reopening Documents selected in Edit >
Preferences > Document category.

Resolution

+ Use System Setting: Uses the system settings for monitor resolution.

+ Custom Resolution: Sets the monitor resolution.

Rendering

+ Smooth Text: Specifies the type of text-smoothing to apply.

« Smooth Line Art: Applies smoothing to remove abrupt angles in lines.

« Smooth Images: Applies smoothing to minimize abrupt changes in images.

+ Use Local Fonts: Specifies whether the application uses or ignores local fonts installed on your system. When
deselected, substitute fonts are used for any font not embedded in the PDE If a font cannot be substituted, the text
appears as bullets and an error message appears.

+ Enhance Thin Lines: When selected, clarifies thin lines in the display to make them more visible.

+ Use Page Cache: Places the next page in a buffer before the current page is viewed to reduce the time required to
page through a document.

+ Use 2D Graphics Acceleration (Windows only): (Appears only if your computer hardware supports 2D graphics
acceleration.) Speeds up zooming, scrolling, and redrawing of page content, and speeds the rendering and
manipulation of 2D PDF content. This option is selected by default.

Note:

If this option is not available in the Page Display preferences, you may need to update your GPU card driver to enable this
hardware feature. Contact your card vendor or computer manufacturer for an updated driver.

Page Content And Information

« Show Large Images: Displays large images. If your system is slow to display image-intensive pages, deselect this
option.

+ Use Smooth Zooming (Windows only): When deselected, turns off animation effects, which improves
performance.

+ Show Art, Trim, & Bleed Boxes: Displays any art, trim, or bleed boxes defined for a document.

+ Show Transparency Grid: Displays the grid behind transparent objects.

Last updated 11/28/2019



Workspace

+ Use Logical Page Numbers: Enables the Number Pages command for matching the position of the page in the PDF
to the number printed on the page. A page number, followed by the page position in parentheses, appears in the Page
Navigation toolbar and in the Go To Page and Print dialog boxes. For example, i (1 of 1) if the printed number of
the first page is i. If this option is not selected, pages are numbered with Arabic numbers starting at 1. Selecting this
option helps prevent unexpected behavior when clicking Back or Go Back in your web browser.

« Always Show Document Page Size: Displays the page measurements beside the horizontal scroll bar.

+ Use Overprint Preview: Specifies whether Overprint Preview mode is on only for PDF/X files, never on, always
on, or set automatically. When set to Automatic, if a document contains overprints, then Overprint Preview mode
is activated. The Overprint Preview mode lets you see (onscreen) the effects of ink aliasing in the printed output.
For example, a printer or service provider could create an ink alias if a document contains two similar spot colors
and only one is required.

+ Default Transparency Blending Color Space: Sets the default color space, Working RGB or Working CMYK, for
transparency blending.

Reference XObjects View Mode
+ Show Reference XObject Targets: Specifies the type of documents in which reference XObjects can be viewed.

+ Location Of Referenced Files (Optional): Specifies a location for the referenced documents.

Touch mode for tablet and mobile devices

Touch mode makes it easier to use Acrobat DC and Acrobat Reader DC on touch devices. Toolbar buttons, panels, and
menus shift apart slightly to accommodate selecting with your fingers. The Touch reading mode optimizes viewing and
supports most common gestures. Acrobat DC and Acrobat Reader DC automatically switch to Touch mode when on
a touch-enabled device. You can change the default preference setting for Touch mode.

Change Touch Mode preference
1 Choose Edit > Preferences (Windows) or Acrobat DC / Adobe Acrobat Reader DC > Preferences (Mac OS).

2 Under Categories, select General.

3 In Basic Tools, choose the desired default setting from the Touch Mode menu.

Change the PDF/A viewing mode

PDF/A is an ISO standard for long-term archiving and preservation of electronic documents. Documents you scan to
PDF are PDF/A-compliant. You can specify whether you want to view documents in this viewing mode.

When you open a PDF/A compliant document in PDF/A viewing mode, the document is opened in Read mode to
prevent modification. A message is displayed in the document message bar. You will be unable to make changes and
add annotations to the document. If you turn off PDF/A mode, you can edit the document.

1 In the Preferences dialog box under Categories, select Documents.
2 Choose an option for View Documents In PDF/A Mode: Never, or Only For PDF/A Documents.

You can switch in or out of PDF/A viewing mode by changing this preference setting.
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Display PDFs in Line Weights view

The Line Weights view displays lines with the weights defined in the PDF. When Line Weights view is off, it applies a
constant stroke width (1 pixel) to lines, regardless of zoom. When you print the document, the stroke prints at the true
width.

? Choose View > Show/Hide > Rulers & Grids > Line Weights. To turn off Line Weights view, choose View >
Show/Hide > Rulers & Grids > Line Weights again.

Note:

You cannot turn off Line Weights view when viewing PDFs within a web browser.

Show or hide navigation pane, tools pane, toolbar items and more

While viewing a PDE, you can choose to select the following elements to be displayed in Acrobat from the View >
Show/Hide menu:

+ Navigation Panes: The navigation pane is an area of the workspace that can display different navigation panels.
Select to show or hide the Navigation menu items. For more information on navigation pane, see Navigating PDF

pages.
+ Tools Pane: The right-hand pane of Acrobat displays frequently used tools. Choose View > Show/Hide > Tools
Pane to collapse the right-hand tools pane.

+ Toolbar Items: To hide all toolbars, choose View > Show/Hide > Toolbar Items > Hide Toolbars. To return
toolbars to their default configuration, choose View > Show/Hide > Toolbar Items > Reset Toolbars.

« Page Controls: You can choose to hide the page controls like Fit To Width Scrolling, Fit To One Full Page, floating
toolbar and more.Choose View > Show/Hide > Page Controls > Show Page Controls. Tohide the floating toolbar,
choose View > Show/Hide > Page Controls > Undock.

+ Menu Bar: To show or hide the menu bar, choose View > Show/Hide > Menu Bar. You can also use the keyboard
function key F9.

« Button Labels: Displaysthebutton labels of the selected tool. To show or hide the button labels, choose
View > Show/Hide > Button Labels.

 Rulers & Grids: Use grids to accurately line up text and objects in a document. To view or hide the grid,
choose View > Show/Hide > Rulers & Grids > Grid. A check mark appears next to the command name when the
grid is displayed. For more information, see Grids, guides, and measurements in PDFs.

« Cursor Coordinates: The Cursor Coordinates show the coordinate position of the pointer within the document
pane. To view x and y coordinates, choose View > Show/Hide > Cursor Coordinates. For more information, see
View cursor coordinates.
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Compare a revised PDF to an earlier version (Acrobat Pro)

Use the Compare Files feature to show the differences between two versions of a PDE. You can customize many options
for displaying the compare results. For more information, see Compare two versions of a PDF file.

Adjusting PDF views

Adjust page magnification

Tools on the Select & Zoom toolbar can change the magnification of PDF documents. Only some of these tools appear
on the default view of the toolbar. You can see all the tools by right-clicking the toolbar and choosing either individual
tools or Show All Select & Zoom Tools. A few tools are also available on the Page Control toolbar, such as Zoom
In/Out and Zoom by value.

AORRRRS

A B c D E F G

Select and Zoom tools
A Marquee Zoom B Continuous or Dynamic Zoom C Actual Size D Zoom to Page Level E Fit Width F Pan & Zoom G Loupe magnifying glass
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Page Control tools
A Selection B Hand or Pan around C Zoom Out D Zoom In E Zoom Value F Fit to Window G Fit Full Page to Window H View in Read Mode

« The Marquee Zoom tool works in a few different ways. You can use it to drag a rectangle around a portion of the
page that you want to fill the viewing area. Or, simply clicking the Marquee Zoom tool increases the magnification
by one preset level, centering on the point where you clicked. To decrease the magnification by one preset level, Ctrl-
click the Marquee Zoom tool.

+ The Continuous Zoom or Dynamic tool zooms in when you drag it up the page and it zooms out when you drag
down. If you use a mouse wheel, this tool zooms in when you roll forward and zooms out when you roll backward.

« Zoom In and Zoom Out buttons change the document magnification by preset levels.

+ The Zoom Value option changes the page view according to a percentage you type in or select from a pop-up menu.
« Actual Size displays the page at 100% magnification.

« Fit Width adjusts the magnification so that the PDF fills the document pane horizontally.

+ Zoom To Page Level adjusts the magnification so that one page fills the document pane vertically.

+ The Pan & Zoom tool adjusts the magnification and position of the view area to match the area in an adjustable
rectangle in the Pan & Zoom window’s thumbnail view of the page.

+ The Loupe Tool window displays a magnified portion of the PDF that matches the area in an adjustable rectangle
on the document pane.

Resize a page to fit the window

« To resize the page to fit entirely in the document pane, choose View > Zoom > Zoom To Fit Page.

+ To resize the page to fit the width of the window, choose View > Zoom > Fit Width. Part of the page may be out of
view.

+ To resize the page to fit the height of the window, choose View > Zoom > Fit Height. Part of the page may be out of
view.

+ Toresize the page so that its text and images fit the width of the window, choose View > Zoom > Fit Visible. Part of
the page may be out of view.

¢

To see keyboard shortcuts for resizing the document, open the View > Zoom menu.

Show a page at actual size
? Choose View > Zoom > Actual Size.

The actual size for a PDF page is typically 100%, but the document may have been set to another magnification level
when it was created.

Change the magnification om tools

? Do one of the following:

+ Click the Zoom In button or the Zoom Out button in the toolbar.
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+ Enter a magnification percenta § tommon Tools toolbar, either by typing or choosing from the pop-up
‘ ) 1

menu. 1

md
+ Drag the Marquee Zoom tool to define the area of t at you want to fill the document
pane. (View > Zoom > Marquee Zoom)
+ Drag the Continuous Zoom tool (also called Dynamic Zoom) up to increase the magnification and

down to decrease magnification. (View > Show/Hide > Toolbar Items > Select & Zoom > Dynamic Zoom)

%

When the Marquee Zoom tool is selected, you can Ctrl-click or Ctrl-drag to zoom out. Holding down Shift switches
temporarily from the Marquee Zoom tool to the Dynamic Zoom tool.

Change the magnification with the Pan & Zoom Window |

1 Choose View > Zoom > Pan & Zoom, or click the Pan & Zoom tool in the Select and Zoom toolbar.
2 Do any of the following:

+ Drag the handles of the box in the Pan & Zoom window to change the document magnification.

+ Drag the center of the box to pan across the area yot ze.

« Click the navigation buttons to move to a different p

+ Enter a value in the zoom text box, or click the plus or minus buttons to increase or
decrease the magnification by preset levels.

Change the magnification with the Loupe tool
Choose View > Zoom> Loupe Tool.

1 Click the area of the document you want to view in closer detail. A rectangle appears in the document,

corresponding to the area shown in the Loupe Tool window. You can drag or resize the rectangle to change the
Loupe tool view.

2 To change the magnification of the Loupe tool, do any of the following:
« Drag the slider.
« Click the plus or minus buttons.

« Enter a value in the zoom text box.

Use the Loupe tool to view a magnified area of the document.
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You can change the color of the Loupe tool rectangle. Click the Line Color pop-up menu in the lower-right corner of the
Loupe Tool window, and select a new color.

Change the magnification by u age thumbnail
1 Click the Page Thumbnails button in the navigation pane on the left side of the window.

2 Locate the thumbnail for the page. Then position the pointer over the lower-right corner of the page-view box until
the pointer changes into a double-headed arrow.

3 Drag the corner of the box to reduce or expand the view of the page.

4 Asneeded, move the pointer over the zoom box frame within the thumbnail until it changes into a Hand icon. Then
drag the frame to see a different area of the page in the document pane.

@ Page Thumbnails X .
= BROQ
10 &
_— «

A page-view box in a page thumbnail indicates the area of the page currently showing in the document pane.

Change the default magnification
1 In the Preferences dialog box under Categories, select Page Display.

2 Open the Zoom pop-up menu and choose a default magnification level.

Display off-screen areas of a magnified page
When you zoom in to a high magnification, you may be able to see only part of a page. You can shift the view to show
other areas of the page without changing the magnification level.

? Do either of the following:
+ Use the vertical scroll bars to move up and down the pages or the horizontal scroll bars to move across the page.

« Select the Hand tool in the Common Tools toolbar and drag to move the page, as if moving a piece of paper on
a table.
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Set the page layout and orientation

Changing the page layout is especially useful when you want to zoom out to get an overview of the document layout.
Choose View > Page Display, and select any of the following page layouts:

Single Page View Displays one page at a time, with no portion on other pages visible.
Enable Scrolling Displays pages in a continuous vertical column that is one page wide.
Two Page View Displays each two-page spread with no portion of other pages visible.

Two Page Scrolling Displays facing pages side by side in a continuous vertical column.

%

If a document has more than two pages, you can ensure that the first page appears alone on the right side of the document
pane. Select either Two Page View or Two Page Scrolling. Also select View > Page Display > Show Cover Page In Two Page
View.

Single Page View, Enable Scrolling, Two Page View, Two Page Scrolling layouts

You can also display buttons for each of these options in the Quick Tools toolbar by choosing View > > Show/Hide >
Toolbar Items > Page Display, and selecting them in the menu.

Note:

In Single Page View, choosing Edit > Select All selects all text on the current page. In other layouts, Select All selects all
text in the PDF.

Rotate the page view
You can change the view of a page in 90-degree increments. This changes the view of the page, not its actual orientation.

« To temporarily rotate the page view, choose View > Rotate View > Clockwise or Counterclockwise. * e
this change.

+ To save the rotation with the docum > Tools > Organize Pages > Rotate Clockwise button or
Rotate Counterclockwisethe button in the toolbar.

Change the default page layout (initial view)
You specify the default initial view settings in the Preferences dialog box. (See Set preferences.)

1 In the Preferences dialog box under Categories, select Page Display.

2 Open the Page Layout menu and choose Automatic, Single Page, Single Page Continuous, Two-Up, or Two-Up
Continuous.

Note:
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The PDF opens with the page layout specified in Preferences unless a different page layout is specified in Document
Properties (File > Properties > Initial View). The Document Properties setting overrides the Preferences setting. If using
Document Properties, be sure to save and close the document for the change to take effect. Acrobat users can change the
initial view, unless security settings prevent changes. Reader users cannot change the initial view.

Use split-window view

You can view a PDF with the document pane divided into two panes (Split command) or four panes (Spreadsheet Split
command).

With Split view, you can scroll, change the magnification level, or turn to a different page in the active pane without
affecting the other pane.

The Spreadsheet Split view is useful if you want to keep column headings and row labels visible while scrolling through
a large spreadsheet or table. In this mode, changing the magnification in one pane changes the magnification in all
panes. Also, scrolling is coordinated between the panes. Scrolling a pane horizontally also scrolls the pane above or
below it. Scrolling vertically also scrolls the pane to the left or right of that pane.

1 Start creating the type of split view you want:
+ To split the view into two panes, choose Window > Split, or drag the gray box above the vertical scroll bar.

+ To split the view into four panes with synchronized scrolling and zoom levels, choose Window > Spreadsheet
Split.

N

Drag the splitter bars up, down, left, or right to resize the panes, as needed.

w

Adjust the zoom level, as needed:

« In Split view, click a pane to make it active, and change the zoom level for that pane only.
« In Spreadsheet Split view, adjust the zoom level to change the displays in all four panes.
4 Scroll, as needed:

« In Split view, click a pane to make it active, and scroll to change that pane only.

« In Spreadsheet Split view, click a pane, and scroll vertically to change the views in the active pane and the pane
beside it. Scroll horizontally to change the views in the active pane and the pane above or below it.

5 To restore single-pane view, choose Window > Remove Split.

View a document in multiple windows

You can create multiple windows for the same document using the New Window command. New windows have the
same size, magnification, and layout as the original window and open at the same page and on top of the original
window. When you open a new window, Acrobat adds the suffix 1 to the original filename and assigns the suffix 2 to
the new window. You can open multiple windows with the suffix incrementing with each new window. Closing a
window causes the remaining open windows to be renumbered sequentially; that is, if you have five windows open and
you close the third window that you opened, the windows are renumbered with the suffixes 1 to 4.

Note:

This feature is not available when PDFs are viewed in a browser.

Open a new window
? Select Window > New Window.
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Close a window

? Click the close box in the window. You are prompted to save any changes. Closing a window does not close a
document if more than one window is open.

Close all windows for a document

? Choose File > Close. You are prompted to save any changes before each window is closed.

Keyboard shortcuts

For common keyboard shortcuts you can use with Windows, see http://support.microsoft.com/kb/126449.

This document provides instructions for Acrobat DC and Acrobat 2017. If you're using Acrobat XI, see Acrobat XI Help.

Keys for selecting tools

To enable single-key shortcuts, open the Preferences dialog box (Edit > Preferences), and under General, select the Use
Single-Key Accelerators To Access Tools option.

Tool Windows/UNIX action Mac OS action
Hand tool H H

Temporarily select Hand tool Spacebar Spacebar
Select tool Y \Y

Marquee Zoom tool z z

Cycle through zoom tools: Marquee Shift+Z Shift+Z

Zoom,Dynamic Zoom, Loupe

Temporarily select Dynamic Zoom tool Shift Shift
(when Marquee Zoom tool is selected)

Temporarily zoom out (when Marquee Zoom | Ctrl Option
tool is selected)

Temporarily select Zoom In tool Ctrl+spacebar Spacebar+Command
Select Object tool R R

Edit Object tool o [0}

Enter/Exit Forms editing A A

Crop tool C C

Link tool L L

Text Field tool F F

Cycle through tools in forms authoring mode: | Shift+F Shift+F

Text Field, Check Box, Radio Button, List Box,
Dropdown Box, Button, Digital Signature,
Barcode
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3D tool M M
Cycle through Multimedia tools: 3D object, Shift+M Shift+M
SWF, Sound, Video
Edit Document Text tool T T
Redaction Shift+Y Shift+Y
Cycle through Touch Up tools: Touch Up Text, | Shift+T Shift+T
Touch Up Reading Order, Touch Up Object
JavaScript Debugger Ctrl+) Command-+J
Insert Blank Pages tool Shift+Ctrl+T Shift+Command+T
Insert Files Ctrl+Shift+
Shift+Command+l
Delete pages Ctrl+Shift+D
Shift+Command+D
Open Output Preview ~ ~
Touch Up Reading Order tool (or if already Shift+Ctrl+U Shift+Command+U

selected, return focus to dialog box)

Keys for working with comments

To enable single-key shortcuts, open the Preferences dialog box (Edit > Preferences), and under General, select the Use

Single-Key Accelerators To Access Tools option.

Result Windows/UNIX Action Mac OS Action
Sticky Note tool S S

Text Edits tool E E

Stamp tool K K

Current highlighting tool V] V]

Cycle through highlighting tools: Highlighter, | Shift+U (Windows only) Shift+U
Underline Text, Cross Out Text

Current drawing markup tool D D

Cycle through drawing markup tools: Cloud, | Shift+D (Windows only) Shift+D
Arrow, Line, Rectangle, Oval, Polygon Line,

Polygon, Pencil Tool, Eraser Tool

Cloud tool Q (Windows only) Q

Text Box tool X X

Current Stamp or Attach tool J J

Cycle through Stamp, Attach File, Record Shift+)J Shift+)J
Audio Comment

Move focus to next comment or form field Tab Tab
Move focus to previous comment or form field | Shift+Tab Shift+Tab
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Result Windows/UNIX Action Mac OS Action
Add a checkmarkin the Comments List for the | Shift+K Shift+K
selected comment
Open pop-up note (or text field in the Enter Return
Comments List) for comment that has focus
Reply to the comment, in the Comments List, | R R
that has focus
Close or exit pop-up (or text field in the Esc Esc
Comments List) for comment that has focus

Keys for navigating a PDF
Result Windows/UNIX Action Mac OS Action
Previous screen Page Up or Shift+Enter Page Up or Shift+Return

Shift+Ctrl+Down Arrow

Next screen Page Down or Enter Page Down or Return

First page Home or Shift+Ctrl+Page Up or Home or Shift+Command+Up Arrow
Shift+Ctrl+Up Arrow

Last page End or Shift+Ctrl+Page Down or End or Shift+Command+Down Arrow

Previous page

Left Arrow or Ctrl+Page Up

Left Arrow or Command+Page Up

Next page

Right Arrow or Ctrl+Page Down

Right Arrow or Command-+Page Down

Previous open document

Ctrl+F6 (UNIX)

Command+F6

Next open document Shift+Ctrl+F6 (UNIX) Shift+Command+F6
Scroll up Up Arrow Up Arrow
Scroll down Down Arrow Down Arrow

Scroll (when Hand tool is selected)

Spacebar

Spacebar

Zoomin

Ctrl+equal sign

Command+equal sign

Zoom out

Ctrl+hyphen

Command+hyphen

Keys for working with Forms

To enable single-key shortcuts, open the Preferences dialog box (Edit > Preferences), and under General, select the Use

Single-Key Accelerators To Access Tools option.

Result Windows/UNIX Action Mac OS Action
Toggle between editing and previewing your | P P

form

Toggle Guides On / Off G G

Align selected fields left L L

Align selected fields right R R

Align selected fields top T T
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Align selected fields bottom B B

Align selected fields horizontal H H

Align selected fields vertical ' '
Center fields horizontally Shift+H Shift+H
Center fields vertically Shift+V Shift+V
Highlight fields Shift+L Shift+L
Show Tab Order Shift+N Shift+N
Document JavaScripts Shift+D Shift+D
Keys for working with PDF Portfolios
These keys are available in the files list of the Details pane.

Result Windows Action Mac OS Action

Move focus to the next or previous row when
in the body of the file list on the left

Up Arrow or Down Arrow

Up Arrow or Down Arrow

If pressed in the body of the file list, navigate
one level up from within a folder

Backspace

Delete

Press the Go Back button in a folder if focus is
on the button.

Enter or Spacebar

Enter or Spacebar

If pressed when focus is on a row in the file list
representing a subfolder, navigate to a
subfolder, or open an attachment in Preview
mode.

Enter

Enter

If in the body of the file list, move to the first or
last row

Home or End

Home or End

If in the body of the file list, move to the next
or last set of rows to fit the screen

Page Down or Page Up

Page Down or Page Up

Select or deselect all files

Ctrl+A or Shift+Ctrl+A

Command+A or Shift+Command+A

If in the body of the file list, extend the
selection by adding the next row above or
below the selected row

Shift+Up Arrow or Shift+Down Arrow

Shift+Up Arrow or Shift+Down Arrow

Change whether the row with focus is in the
selection

Ctrl+Spacebar

Command-+Spacebar

Move focus up or down one row without
changing the selection

Ctrl+Up Arrow or Ctrl+Down Arrow

Command+Up Arrow or Command+Down
Arrow

Last updated 11/28/2019

84



Workspace

Keys for navigating task panes

control within an open Task pane

Result Windows Action Mac OS Action
Move focus to the next item among F6 F6

Document pane, Task panes, Message bar,

and Navigation bar

Move focus to the previous item among Shift+F6 Shift+F6
Document pane, Task panes, message bar,

and Navigation bar

Move focus to the next panel in the Task pane | Ctrl+Tab Option +Tab
Move focus to the previous panel in the Task | Ctrl+Shift+Tab Command+ Shift+Tab
pane

Navigate to the next panel and panel control | Tab Tab

within an open Task pane

Navigate to the previous panel and panel Shift+Tab Shift+Tab

Navigate to the next command button within
a panel

Down Arrow

Down Arrow

Navigate to the previous command button
within a panel

Up Arrow

Up Arrow

Expand or collapse panel in focus (press F6 to
move focus to Tools pane, then tab to desired
panel)

Spacebar or Enter

Spacebar or Enter

Open or close the Task pane

Shift+F4

Shift+F4

Close the pane that lists the tasks of an Action

Ctrl+Shift+F4

Ctrl+Shift+F4

Open the menu and move the focus to the
first menu option when focus is on a
command with a submenu or submenu
element with a flyout

Spacebar or Enter

Spacebar or Enter

Move the focus back to the parent command
button with a submenu or submenu element
with a flyout

Esc

Run the command in focus

Spacebar or Enter

Spacebar or Enter

panel in the Create New Action, Edit Action,
Create Custom Tool, or the Edit Custom Tool
dialog boxes

Navigate to the next item in the active panel | Tab Tab

in the Create New Action, Edit Action, Create

Custom Tool, or the Edit Custom Tool dialog

boxes

Navigate to the previous item in the active Shift+Tab Shift+Tab
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Keys for general navigating

application

(In application, sets focus to the first button in
the top bar - Home)

Result Windows/UNIX Action Mac OS Action
Move focus to menus (Windows, UNIX); F10 Control+F2
expand first menu item (UNIX)

Move focus to toolbar in browser and Shift+F8 Shift+F8

Navigate through the other controls in the top
bar - Home, Tools, Document

Right/Left Arrow or Tab/Shift Tab

Right/Left Arrow or Tab/Shift Tab

Select a highlighted control in the top bar

Enter or Spacebar

Return or Spacebar

form field in the document pane

Move to next open document tab (when Ctrl+Tab Control+Tab
multiple documents are open in same

window)

Move to previous open document tab (when | Ctrl+Shift+Tab Control+Shift+Tab
multiple documents are open in same

window)

Move to next open document window (when | Ctrl+F6 Command+F6

focus is on document pane)

Move to previous open document window Ctrl+Shift+F6 Command+Shift+F6
(when focus is on document pane)

Close current document Ctrl+F4 Command+F4
Close all open documents Not available Command+Option+W
Move focus to next comment, link, or form Tab Tab

field in the document pane

Move focus to document pane F5 F5

Move focus to previous comment, link, or Shift+Tab Shift+Tab

Activate selected tool, item (such as a movie
clip or bookmark), or command

Spacebar or Enter

Spacebar or Return

in the document

Ctrl + Shift + G

Open context menu Shift+F10 Control+click

Close context menu F10 Esc

Return to Hand tool or Select tool Esc Esc

Move focus to next tab in a tabbed dialog box | Ctrl+Tab Not available

Move to previous search resultand highlightit | Shift + F3 or Shift + Command + G

Move to next search result and highlight it in
the document

F3 or

Ctrl+ G

Command + G

Search previous document (with Search
results displaying multiple files)

Alt+Shift+Left Arrow (Windows only)

Command+Shift+Left Arrow
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Search next document (with Search results
displaying multiple files)

Alt+Shift+Right Arrow (Windows only)

Command+Shift+Right Arrow

Select text (with Select tool selected)

Shift+arrow keys

Shift+arrow keys

Select next word or deselect previous word Shift+Ctrl+Right Arrow or Left Arrow Not available
(with Select tool selected)
Keys for working with navigation panels
Result Windows/UNIX Action Mac OS Action
Open and move focus to navigation pane Ctrl+Shift+F5 Command+Shift+F5
Move focus among the document, message | F6 F6
bar, and navigation panels
Move focus to previous pane or panel Shift+F6 Shift+F6
Move among the elements of the active Tab Tab

navigation panel

Move to the previous or next navigation panel
and make it active (when the focus is on the
panel button)

Up Arrow or Down Arrow

Up Arrow or Down Arrow

above or below the selected row

Move to next navigation panel and make it Ctrl+Tab Not available
active (when the focus is anywhere in the

navigation pane)

Select or deselect a file in file list (open/close | Space Space
Context pane with file selection)

Select or deselect a To Do card (open/close Space Space
Context pane with To Do card selection)

Open selected file in file list Enter Enter

Open selected To Do card Enter Enter

Move focus to the next/previous file row infile | Arrow keys Arrow keys
list for selecting single file row

Extend the selection by adding the nextrow | Shift+Arrow keys Shift+Arrow keys

Move focus up or down one row without
changing the selection

Ctrl+Arrow keys

Command-+Arrow keys

Expand the current bookmark (focus on
Bookmarks panel)

Right Arrow or Shift+plus sign

Right Arrow or Shift+plus sign

Collapse the current bookmark (focus on
Bookmarks panel)

Left Arrow or minus sign

Left Arrow or minus sign

Expand all bookmarks

Shift+*

Shift+*

Collapse selected bookmark

Forward Slash (/)

Forward Slash (/)

Move focus to next item in a navigation panel

Down Arrow

Down Arrow

Move focus to the previous itemin a
navigation panel

Up Arrow

Up Arrow
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Keys for navigating the Help window

Result Windows/UNIX Action Mac OS Action

Open Help window F1 F1 or Command+?
Close Help window Ctrl+W (Windows only) or Alt+F4 Command+W

Move back to previously opened topic Alt+Left Arrow Command-+Left Arrow

Move forward to next topic

Alt+Right Arrow

Command+Right Arrow

Move to next pane Ctrl+Tab See Help for your default browser
Move to previous pane Shift+Ctrl+Tab See Help for your default browser
Move focus to the next link within a pane Tab Not available

Move focus to the previous link within a pane | Shift+Tab Not available

Activate highlighted link Enter Not available

Print Help topic Ctrl+P Command+P
Keys for accessibility

Result Windows Action Mac OS Action

Change reading settings for the current Shift+Ctrl+5 Shift+Command+5

document

Reflow a tagged PDF, and return to Ctrl+4 Command+4

unreflowed view

Activate and deactivate Read Out Loud Shift+Ctrl+Y Shift+Command+Y

Read only the current page out loud Shift+Ctrl+V Shift+Command+V

Read out loud from the current page to the Shift+Ctrl+B Shift+Command+B

end of the document

Pause reading out loud Shift+Ctrl+C Shift+Command+C

Stop reading out loud Shift+Ctrl+E Shift+Command+E
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Connect your online storage accounts to access files in
Acrobat

Acrobat and Acrobat Reader let you open and save files to online file management services, such as Dropbox, Microsoft
SharePoint, OneDrive, Box, and Google Drive. You can access PDF files hosted on these online services either
through their web interface or directly in Adobe Acrobat or Adobe Acrobat Reader.

+ Box Connector: Work with your Box files directly from within Acrobat or Reader. Access Box files in Acrobat,
Acrobat Reader

+ OneDrive Connector: Work with your OneDrive files directly from within Acrobat or Reader. Access OneDrive
files in Acrobat, Acrobat Reader

« Dropbox Connector: Access your Dropbox files directly from within Acrobat or Reader. Access Dropbox files in
Acrobat, Acrobat Reader

+ SharePoint Connector: Access your SharePoint files directly from within Acrobat or Reader. Access SharePoint files
in Acrobat, Acrobat Reader

+ Google Drive Connector": Access your Google Drive files directly from within Acrobat DC. Access Google Drive
files in Acrobat

"Available only in Acrobat DC and Acrobat Reader DC.

Home Tools Q search Provide Feedback @ g

Recent
Scans
Add a Storage Account
FILES
Connect to your account to access your files from within Acrobat.
My Computer

Document Cloud

Add an Account

*
e

SHARED
For Viewing Box Dropbox Google Drive
For Review Add Add Add

OneDrive SharePoint Site

Add Add

Add your online storage accounts from the Home view in Acrobat or Reader
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Grids, guides, and measurements in PDFs

View grids
Use grids to accurately line up text and objects in a document. When turned on, the grid is visible over the document.
The Snap To Grid option aligns an object with the nearest grid line when you move the object.

View or hide the grid
? Choose View > Show/Hide > Rulers & Grids > Grid. A check mark appears next to the command name when the
grid is displayed.

Turn the Snap To Grid option on or off

? Choose View > Show/Hide > Rulers & Grids > Snap To Grid. A check mark appears next to the command name
when the option is turned on.

Change the grid appearance
1 In the Preferences dialog box under Categories, select Units & Guides.

2 To change grid settings, do any of the following:
To change the spacing between grid lines, enter a value for Width Between Lines and Height Between Lines.
To change the origin of the grid, enter a value for Grid Offset From Left Edge and Grid Offset From Top Edge.

« To change the number of subdivisions within each grid square, enter a value for Subdivisions. Subdivision lines
are lighter than grid lines.

« To change the color of the grid lines, click theGrid Line Color square and choose a new color from the Color
pop-up menu.

Create ruler guides

Horizontal and vertical rulers let you check the size of objects in your document. You can also create guides in your
document, which are especially useful for lining up objects, such as form fields. You can change the unit of
measurement and color used in the ruler.

Create new ruler guides
1 Choose View > Show/Hide > Rulers & Grids > Rulers.

2 Do one of the following:

+ Drag down from the horizontal ruler to create a horizontal guide, or drag right from the vertical ruler to create
a vertical guide.

+ Double-click alocation on the horizontal ruler to create a vertical guide, or double-click a location on the vertical
ruler to create a horizontal guide.

Show or hide guides
? Choose View > Show/Hide > Rulers & Grids > Guides.
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Move or delete ruler guides

1 To move a guide, click the guide to select it and then drag it to a new location.
2 To delete a guide, click the guide to select it and press the Delete key.
3 To delete all guides, right-click in the ruler area and choose Clear All Guides or Clear Guides On Page.

Change guide colors
1 In the Preferences dialog box under Categories, select Units & Guides.

2 Click the Guide Color square and choose a new color from the Color pop-up menu.

Measure the height, width, or area of objects

Use the measuring tools to measure distances and areas of objects in PDF documents. The measuring tools are useful
for showing the distances and areas associated with objects in a form or computer-aided design (CAD) drawing. You
can also use these tools to measure certain areas of a document before sending it to a professional printer. The
measuring tools are available to Acrobat Reader users only if the PDF creator enables measuring functionality.

When you use a measuring tool, the Measurement Info panel shows information about the measurement, such as
current measurement, delta values, and scale ratio. Acrobat inserts comments with the values calculated for distance,
perimeter, or area.

Snap Types Measurement Types
E —t
G e O e . A
L = - —
) .\\
1 e
\ .
\ EN
X “
\, . B
<
. N
Z 4,
Distance Tool juy
Distance: 188 in |
Angle: 4BA5 c
A¥:141in AY: 1M n
Scale Ratio: 1in=1in

Measuring tools
A Measuring toolbar B Object being measured C Measurement Info panel
1 Choose Tools > Measure.

The measurement toolset is displayed in the secondary toolbar.

2 In the secondary toolbar, click Measuring Tool.
The Measuring toolbar and the Measurement Info panel are displayed.

3 To measure areas of your PP"E document, select any of the following measurement types:
—

« Select the Distance tool to measure the distance between two points. Click the first point, move the pointer
to the second point, and ¢~ again.

+ Select the Perimeter tool to measure a set of distances between multiple points. Click each point you want
to measure. Then, d~"=-click the last point.

« Select the Areatool * to measure the area within the line segments that you draw. Click each point you want
to measure. After you have clicked at least two points, click the first point to complete the area measurement.

Last updated 11/28/2019



92
Workspace

4 While measuring objects, do any of the following:
+ To snap the measurement to the end of a line, select Snap To Paths I\"n
+ To snap the measurement to the endpoint of a line, select Snap To Endpoints !\-
+ To snap the measurement to the midpoint of a line, select Snap To Midpoints D\'Wu
+ To snap the measurement to the intersection of multiple lines, select Snap To Intersections =~
+ To constrain the measurement lines to increments of 45°, hold down the Shift key.
+ To discontinue a measurement, right-click and chooseCancel Measurement.

+ To delete a measurement markup, click it with theMeasurement Tool and press the Delete key.

Measuring tool options

To set measuring tool options, select the tool, then right-click anywhere in the PDF to view the options.
Change Scale Ratio Change the scaling ratio (such as 3:2) and unit of measurement on the drawing areas.
Change Markup Label Add or change text that appears with the measurement.

Disable/Enable Measurement Markup When enabled, the measurement lines you draw are added to the PDF. When
disabled, the measurement lines disappear when you measure another object or select another tool.

Turn Ortho On/Off When enabled, measurement lines are orthographic only.

Show/Hide Rulers Show or hide vertical and horizontal rulers on the page. (Has the same effect as choosing View >
Show/Hide > Rulers & Grids > Rulers.)

Snap To Page Content/Don’t Snap To Page Content Turn all Snap Enables on or off.
Export Measurement Markup To Excel Save the information for all the measurements in your PDF to a CSV file.

Preferences Open the Measurement (2D) preferences.

Measuring preferences

Change the 2D Measuring preferences to determine how 2D data is measured.
Note:
In Acrobat Reader, Measuring preferences apply to PDFs that have commenting enabled.

Use Scales And Units From Document (When Present) When enabled, measurements based on the units generated
from the original document, if present, are used. Deselect this option to specify the units of measurements manually.

Use Orthographic Lines When enabled, measurement lines are orthographic only.
Measuring Line Color Specifies the color or the line that appears while drawing.

Enable Measurement Markup When enabled, the measurement lines you draw are added to the PDE. When disabled,
the measurement lines disappear when you measure another object or select another tool. You can use the default
measurement labels or specify your own label.

Use Default Leader Length (Distance Tool only) When deselected, each time you draw a distance measurement, you
move the mouse to determine the leader length.

Default Line Ending (Distance Tool only) Specifies the appearance of the line endings in distance measurements.

Caption Style (Distance Tool only) Specifies whether the distance measurement caption is Inside or on Top of the
measurement line.
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Default Leader Length (Distance Tool only) Specifies the length of the line leader that appears on one side of the
measurement points.

Default Leader Extension Above Line (Distance Tool only) Specifies the length of the leader extension that appears
above the measurement line.

Default Leader Offset From Line Points (Distance Tool only) Specifies the amount of blank space that appears between
the measurement points and the leader.

2D Snap Settings Specify snap behavior. Sensitivity indicates how close the pointer must be to the item being snapped
to. Snap Hint Color specifies the color of the snap line that appears when you hold the pointer over the object.

View cursor coordinates

The Cursor Coordinates show the coordinate position of the pointer within the document pane. The position
numbering begins in the upper-left corner of the document. Cursor Coordinates also shows the width and height of a
selected object as you resize it.

View x and y coordinates
1 Choose View > Show/Hide > Cursor Coordinates.

2 Move the pointer to view x and y coordinates.

Change the Cursor Coordinates measurement units

1 In the Preferences dialog box under Categories, select Units & Guides.

2 Choose a different unit of measurement from the Page & Ruler Units drop-down list.

Flash Player needed | Acrobat, Acrobat Reader

Why an alert about Flash Player?

You need Flash Player to view Flash content in PDFs, PDF Portfolios, and other features. Adobe Reader and Acrobat
no longer include Flash Player, and features that require Flash now leverage the machine’s local copy of Flash. This new
strategy allows users and administrators to manage Flash Player updates independently of Acrobat product updates.

Flash Player installs for end users
1 Visit the Adobe Flash Player Download page - for Windows | for Mac.

2 Click Install Now. The Flash Player installer is downloaded to your computer.
3 Open or double-click the downloaded file to begin the installation.

4 Follow onscreen instructions to complete the installation.

Flash Player installs for IT

Enterprise IT and administrators should download an installer suitable for distibution across their organization by
starting here: Flash Player Distribution.
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System requirements for Flash Player
See Adobe Flash Player Tech specs.
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Display PDF in browser | Acrobat, Acrobat Reader

You can open PDFs on a web page either within your web browser or in Acrobat or Reader. Find instructions specific

to each browser below.

Note:

Each browser has its own settings to control how PDFs open from a web page. Acrobat and Acrobat Reader do not include
a preference setting to open web-based PDFs. To change the display behavior, follow the instructions below for your browser,

or see the browser documentation on how to control plug-ins or add-ons.

Internet Explorer 8 and later

1 Open Internet Explorer, and choose Tools > Manage Add-ons.
2 Under Add-on Types, select Toolbars and Extensions.
3 In the Show menu, select All Add-ons.

Manage Add-ons

View and manage your Internet Explorer add-ons

Add-on Types MName Publisher

|Q : Toolbars and Extensions Adobe Systems, Incorporated

;:,. search Providers

@gcceleratcrs Adobe Acrobat Create PDF Too... Adobe Systems, Incorpo...
QTI'ECEing Protection Adobe PDF Reader Adobe Systems, Incorpo...
Mchfee, Inc.
scriptproxy MchAfee, Inc.
Show Microsoft Corporation
Al add-ons

v
| <

Select an add-on to modify status or view details.

Find more toolbars and extensions...
Learn more about toolbars and extensions

Select All Add-ons from the Show menu in the Manage Add-ons dialog box.

4 1In the list of add-ons, select Adobe PDF Reader.
Note:
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If you do not see the Adobe PDF Reader add-on, try the other options on the menu. For example, on some systems, the
add-on appears when you select Run Without Permission.

5 Click the Enable or Disable button (it toggles depending on the status of the selected add-on):
Enable sets the Adobe PDF Reader add-on to open PDFs in the browser.

Disable turns off the add-on so it does not open PDFs in the browser.

Manage Add-ons “

View and manage your Internet Explorer add-ons

Add-on Types MName Publisher . Status 2
Adobe Systems, Incorporated
Adobe Acrobat Create PDF fro...  Adobe Systems, Incorpo..  Enabled

Adobe Acrobat Create PDF Hel... Adobe Systems, Incorpo..  Enabled

&F Toolbars and Extensions

§2 Search Providers

Gl aceelerstors Adghe Acrohat Create PDF Too.. Adobe Systems, Incorpe...  Enabled
0 Tracking Protection "4 Adobe PDF Reader Adobe Systems, Incorpe...  Enabled
McAfes THE
scriptproxy Mchfee, Inc. Enabled
Show i i
Microsoft Corporation W
All add-ons ¥lle 5

Adobe PDF Reader
Adobe Systems, Incorporated

Version: 15.7.20033.133275 Type: ActiveX Control
File date: Tuesday, March 17, 2015, 1:34 AM Search for this add-on via default search provider
More information

Find more toclbars and extensions...
Close

Learn more about toolbars and extensions

Select Adobe PDF Reader, and click the Enable/Disable button.

For more information, see the Internet Explorer help topic Manage add-ons in Internet Explorer.

Microsoft Edge

Microsoft Windows 10 will ship with two browsers: Internet Explorer 11 and the new Edge browser.

The Edge browser will be the default browser, and Internet Explorer 11 will be available to support legacy workflows.
The new Edge browser will not have any support for ActiveX plug-ins. Therefore, the Acrobat/Reader plug-in won't
work with Edge. For more information, see Change in support for Acrobat and Reader plug-ins in modern web

browsers.

Use Internet Explorer 11 to open PDFs. To enable the Acrobat/Reader plug-in in Internet Explorer, see the steps in the
previous section.

Mozilla Firefox

The Acrobat/Reader plug-in for Mozilla Firefox is based on Netscape Plug-In API (NPAPI), which is supported only
till Firefox version 51. With Firefox version 52, support for NPAPI plug-ins is removed, and hence the current

Acrobat/Reader plug-in will not work.
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Google Chrome

The Acrobat/Reader plug-in for Google Chrome is based on the Netscape Plug-In API (NPAPI) technology. Google
announced that in April 2015 NPAPI plug-in support would be disabled by default in the Google Chrome web browser,
with an override capability for advanced users. In September 2015, NPAPI support in the Google Chrome web browser
was removed entirely.

For more information, see Change in support for Acrobat and Reader plug-ins in modern web browsers.

Apple Safari
Note:
The Acrobat/Reader plug-in for Apple Safari is based on Netscape Plug-In API (NPAPI), which is supported only till Safari

version 11. In Safari 12, support for NPAPI plug-ins is removed, and hence the current Acrobat/Reader plug-in will not
work.

To view PDFs with Safari, you can do one of the following:

« Set Safari preferences to use Adobe Reader plug-in

+ Disable AdobePDFViewer plug-in to use the default Safari PDF viewer

Set Safari preferences to use Adobe Reader plug-in to view PDFs

1 Launch Safari, and then choose Preferences.

EZZ) File Edit View History B

About Safari |
Safari Extensions... |

Preferences... 38,

Clear History and Website Data...

Services »
Hide Safari *H
Hide Others N¥H
Quit Safari ®Q

2 In the Preferences window, choose Security and then click the Website Settings button for Internet plug-ins.

[ ] Security

General Tabs AutoFill Passwords Search Security Privacy Metifications Extensions Advanced

Fraudulent sites: Warn when visiting a fraudulent website

The Geoogle Safe Browsing Service is unavailable.
Mo updates have occurred in 2 days.

Web content: Enable JavaScript
Block pop-up windows
Allow WebGL | Website Settings...

Internet plug-ins: Allow Plug-insf,| Website Settings... ?
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3 Now select Adobe Reader in the list of plug-ins.
Under the option When visiting other Websites, in the drop-down list, choose Allow Always and then click Done.

Adobe Flash Player
Adobe Reader

Allow websites to use this plug-in with the settings below:

AdobeAAMDetect
QuickTime

SharePoint Browser Plug-in

"Adobe Reader” does not support the highest level of security for Safari
- plug-ins.

Websites using this plug-in may be able to access your persenal documents
and data.

When visiting other websites: | Allow Always Aa

Note:

This will set the browser to use the Adobe Reader plug-in to view PDFs.

Disable AdobePDFViewer plug-in to use the default Safari PDF viewer

You must have root user privileges to change Safari plug-ins. To display PDFs using the Safari PDF viewer, you must
disable the Adobe PDF Viewer.

1 Quit Safari.

2 Log in as the root user. The root user privileges aren't enabled by default because the root user can change system
files. For more information and instructions, see one of the following Apple documents: Enabling and using the
"root” user in Mac OS X or OS X Mountain Lion: Enable and disable the root user.

3 Choose Go > Go To Folder.
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W_

Back £
Forward ]
Select Startup Disk on Desktop {r381
= Computer O#C I
% Home {r8H
4 Desktop 4#D |
™ Network O HK
E iDisk »
% Applications o#A |
7 Documents 80
S Utilities 48U
Recent Folders >
Connect to Server... #K

4 Type /Library in the Go to the Folder field, and click Go.

GCo to Folder

Go to the folder:

! [Library

| Cancel || Go |

5 Create a new folder in the Library folder, and name it Internet Plug-ins Disabled.

[ Internet Plug-ins Disabled

a
] T ] TUTS
| O Google Chrome A (5 Applications = 2] Fonts Disabled P
/ ] Library > (] Frameworks »
Macintosh HD » Wopt " [ Graphics >
(& Quarantine 7] Image Capture >
£ . Syst
@ P [ % ufef;m " [ Input Methods ,
[ Internet Plug-Ins P
M Internet Plug-ins Disabled »

[ iTunes P

6 Open the Internet Plug-ins folder, and move both the AdobePDFViewer.plugin and the
AdobePDFViewerNPAPI.plugin into the new Internet Plug-ins Disabled folder.
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[ Internet Plug-Ins
=N Q
(&5 Applications [ [ Filesystems L @ AdobePDFViewer.plugin
(] Library » L Fonts L AdobePDFVi...NPAPI.plugin
Bl opt [ [.Z] Fonts Disabled ! Flash Player.plugin
(@ Quarantine [.] Frameworks ! Y flashplayer.xpt
(38 System [ [ Graphics ! » | JavaAppletPlugin.plugin
[&] Users » L Image Capture L " nslQTScriptablePlugin.xpt
[_'__l Input Methods L Quartz Composer.webplugin
[] Internet Plug-Ins > QuickTime Plugin.plugin
[ Internet Plug-ins Disabled SharePointBr...lugin.plugin
[ Tunes ! SharePointW...in.webplugin
Note:

If both AdobePDFViewer plug-ins are still in the Internet Plug-ins folder, drag them now to the trash. You may be asked
for your name and password.

For more information on disabling or removing plug-ins, see Apple Safari help.

Have trouble displaying PDFs in browsers? Chat with us one-on-one on Facebooko.

Updating Acrobat and using Adobe Digital Editions

Updating Acrobat

Acrobat application files and components can be updated in a variety of ways. Some updates are available when you
open a PDF that triggers the updating process automatically. For example, if you open a form that uses Asian-language
fonts, you are asked whether you want to download the fonts. Other updates are available only from the Help menu,
and must be installed manually. Some updates are available both automatically and manually.

Manually update the software
? Choose Help > Check For Updates, and follow any onscreen instructions.

Change updating preferences
1 Choose Edit > Preferences (Windows) or Acrobat / Adobe Acrobat Reader > Preferences (Mac OS).

2 From the Categories on the left, select Updater.
3 In the Check For Updates section, select one of the following options for installing updates:

Automatically install updates (recommended) (Windows) Acrobat regularly checks for important updates,
downloads them, and installs them automatically. When finished, you are alerted via a small message in the system
tray that your software has been updated. This method is the best way to keep Acrobat up-to-date and more secure.

Automatically download updates, but let me choose when to install them Acrobat regularly checks for important
updates and downloads them. Acrobat prompts you to start the installation.

Notify me, but let me choose when to download and install updates Acrobat regularly checks for important
updates and notifies you. You can choose to download and install the updates at your convenience.
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Do not download or install updates Acrobat doesn't check for updates. Instead, you check for updates yourself
(Help > Check For Updates). This option is the least secure and recommended only for organizations that deploy
updates using other methods.

Manage security settings
If your organization uses server-based security policies, you can set up Acrobat to regularly check for updates to these
policies. Server-based security is set up by an administrator who provides the URL from which to get security updates.

1 In the Preferences dialog box under Categories, select Security.

2 In the Security Settings, select Load Security Settings From A Server.
3 Type the server address in the URL field.

4 Select how often you want to check for security updates.

5 Select Ask Before Installing to receive notification before the server is checked for policy updates.

Adobe Digital Editions

Use the free Adobe® Digital Editions software to read and organize eBooks and other publications.Adobe Digital
Editions is a separate web-based rich Internet application (RIA) that replaces the eBooks features in previous versions
of Acrobat.

When you install Adobe Digital Editions, your existing bookshelf items are automatically imported and available
within the new Adobe Digital Editions bookshelf experience. You can also manually import individual PDFs into your
Adobe Digital Editions bookshelf.

Note:

When you open an eBook for the first time, the Adobe Digital Editions software is automatically installed on your
compulter.

For more information about Adobe Digital Editions and to download the software, see
www.adobe.com/go/learn_acr_digital_en.

Opening PDFs

You can open a PDF in many ways: from within the Acrobat application, from your email application, from your file
system, or on a network from within a web browser.

Note:

The Organizer and Organizer-related commands are not available in Acrobat X and later.

Open a PDF in the application
? Start Acrobat and do one of the following:
+ Open a file from the Home > Recent view.

+ Choose File > Open. In the Open dialog box, select one or more filenames, and click Open. PDF documents
usually have the extension .pdf.
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If more than one document is open, you can switch between documents by choosing the document name from the
Window menu.

Open a PDF from the desktop or within another application

? Do one of the following:

+ To open a PDF attached to an email message, open the message and double-click the PDF icon.

+ To open a PDF linked to an open web page, click the PDF file link. The PDF usually opens in the web browser.
+ Double-click the PDF file icon in your file system.

Note:

In Mac OS, you sometimes cannot open a PDF created in Windows by double-clicking the icon. Instead, choose File >
Open With > Acrobat.

Open a PDF in a web browser

When PDFs open in a web page, they open in Read mode. Read mode displays the PDF without the menus, panes, or
toolbars visible. Near the bottom of the window, a floating toolbar appears with basic functionality for viewing
document.

To show the toolbar, roll your cursor near the bottom of the window.
To page through the PDE, use the navigation buttons in the toolbar.
To close Read mode and display the work area, click the Acrobat icon %= in the toolbar.

To disable Read mode within the browser, open the Acrobat or Reader Preferences (in Windows, choose Edit >
Preferences, in Mac OS, choose Acrobat/ Acrobat Reader > Preferences). Select Internet from the left pane. Deselect
Display In Read Mode By Default.

Note:

If you have more than one Adobe PDF application on your computer, you can specify which one is used to open PDFs. See
the Select Default PDF Handler in General preferences.

About viewing PDFs in a web browser

Options in the web browser control how you view a PDF, either within the browser or directly in Acrobat or Reader. To
change the current display behavior, see the browser documentation on managing add-ons or plug-ins. If you open
PDFs in Acrobat outside the browser, you cannot use the preference Allow Fast Web View in a browser.

Because keyboard commands can be mapped to the web browser, some Acrobat shortcuts cannot be available.
Similarly, you may need to use the tools and commands in the Acrobat toolbar rather than the browser toolbar or menu
bar. For example, to print a PDF document, use the Print button in the Acrobat toolbar rather than the Print command
in the browser. (In Microsoft Internet Explorer, you can choose File > Print, Edit > Copy, and Edit > Find On This Page
on the Internet Explorer toolbar.)

Note:

Having multiple versions of Acrobat or Adobe Reader installed on the same computer is not recommended. Mixed versions
on your system can prevent you from viewing PDFs in a web browser. Examples include Acrobat XI with Adobe Reader
X, or Acrobat 9 with Reader XI, and so on. For more information about coexisting installations, see this TechNote.

Internet preferences
Display In Read Mode By Default Select to display PDFs in the browser without the menus, panes, or toolbars visible.
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Allow Fast Web View Select to allow page-at-a-time downloading for PDFs that have been saved with Fast Web View
enabled. With Fast Web View turned on, a web server can send just the requested page, rather than the entire PDE

Allow Speculative Downloading In The Background Choose to allow the browser to continue downloading PDF pages
from the web, even after the first page displays.

Connection Speed Choose a connection speed from the menu. The connection speed helps Acrobat or other media
provide a smooth display when content is read on the Internet.

Internet Settings [or Network Settings] Click to open the Internet or network connection dialog box or panel for your
computer. For more information, consult your operating system Help, your Internet service provider, or your local
network administrator.

Reopen PDFs from the last Acrobat session

Acrobat can automatically reopen PDFs from the last session on launch. To set the preference, do the following:

1 In Acrobat, go to Edit > Preferences (Windows), or Acrobat > Preferences (Mac).

2 In the left pane, select General, and then select the Open PDFs From Last Session On Acrobat Launch check box.

Categories: Basic Tools

Commenting [[] Use single-key accelerators to access tools
Documents Create links from URLs

Full Screen .

[ Make Hand tool select text & images
Page Display ] Make Hand tool read articles

[ Make Hand tool use mouse-wheel zooming
3D & Multimedia

Accessibility [[] Make Select tool select images before text

Action Wizard Show quick actions on text selection
Adobe Online Services . . .
Catalog []5how online storage when opening files
Color Management Show online storage when saving files
Content Editing

[[] Open PDFs from last session on Acrobat launch
Convert From PDF

Convert To PDF Open documents as new tabs in the same window (requires relaunch)
Email Accounts Prempt before closing multiple tabs
IFdDer;:i?:)r Show Starred files in Recent tab
Internet
3 Click OK.

Asian, Cyrillic, and right-to-left text in PDFs

Asian language PDFs

You can use Acrobat to view, search, and print PDF documents that contain Asian text (Traditional and Simplified
Chinese, Japanese, and Korean). You can also use these languages when you fill in forms, add comments, and apply
digital signatures.

Almost all of the Acrobat features are supported for Traditional and Simplified Chinese, Japanese, and Korean text if
you install the respective Asian language font packs.
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In Acrobat in Windows, you must install the Asian language support files by using the custom installation and selecting
the Asian Language Support options under Create Adobe PDF and View Adobe PDF.

PDFMaker and the Adobe PDF printer automatically embed most Asian fonts in your file when creating PDF files. You
can control whether Asian fonts are embedded.

In Windows, you may be able to view and print files that contain Asian languages without having the necessary Asian
language support installed on your system. If you try to open a PDF file for which language support is required, you are
automatically prompted to install the required fonts.

Cyrillic, Central European, and Eastern European language PDFs

You can work with Adobe PDF files that contain Cyrillic text (including Bulgarian and Russian), Central European
text, and Eastern European text (including Czech, Hungarian, and Polish) if the fonts are embedded in the PDF files.
If the fonts are embedded, you can view and print the files on any system. Fonts do not need to be embedded to use the
Search feature.

Note:

If you open a PDF file in which form fields or text boxes contain these languages but the fonts are not embedded and are
not installed on your system, choosing Help > Check For Updates Now automatically prompts you to download and install
the necessary fonts.

Hebrew, Arabic, Thai, and Vietnamese language PDFs

Acrobat supports the entry and display of Thai and Vietnamese text. In Windows only, Arabic and Hebrew are also
supported. By default, Right-To-Left Language Options is enabled under Arabic and Hebrew regional settings (in
Windows).

Enable right-to-left languages

Enabling right-to-left language options displays the user interface elements for controlling paragraph direction, digit
style, and ligature. When this option is selected, you can specify the writing direction (left-to-right or right-to-left) and
type of digits (Western or Arabic-Indic) used for creating and filling out certain form fields, adding digital signatures,
and creating text box markups.

Enable Right-To-Left Language Options is enabled by default under Arabic and Hebrew regional settings.

1 In the Preferences dialog box under Categories, select Language.

2 Select Enable Right-To-Left Language Options.

Acrobat in Mac OS | Acrobat Pro

Generally, Acrobat works the same for Windows and Mac OS. Some exceptions are noted throughout Help. In addition,
be aware of the following differences:

Common keyboard actions and functions
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Windows Mac OS
Right-click Control-click
Alt Option
Ctrl+[character] Command-+[character]
Ctrl-click Option-click
Ctrl-drag Option-drag
My Computer [disk name]
Windows Explorer Finder

Open the Preferences dialog box
To open the Preferences dialog box in Mac OS, choose Acrobat Pro DC > Preferences.
Expand a nested list

Items such as bookmarks sometimes appear in nested lists that can be expanded or collapsed. To expand a list in Mac
OS, click the right-pointing triangle to the left of the icon. Click the down-pointing triangle to collapse the list. To
expand or collapse all items in a multilevel list, Option-click the triangle.

Access Box files in Acrobat, Acrobat Reader

You can easily store and access files from your Box consumer or business file storage account when you're working in
Acrobat or Acrobat Reader on your desktop.

Add your Box account and access files

1 Choose Home > Add Account, and then click the Add button for Box. (Alternatively, you can also add an account
from the custom open/save dialog.)

The login dialog box is displayed.
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Log in to grant access to Box

B Password

(o)

Use Single Sign On (SS0)

Forgot password

By granting Adobe Acrobat access to Box, you are agreeing to Box's Terms of Service and Privacy Policy.

©2016 Box

2 Provide your Box account’s email address and password, and then click Authorize.

3 In the confirmation dialog box, click Grant access to Box.
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With access to your wws ==
account, Adobe Acrobat can:

+ Read and write all files and folders stored in

-+ Delete a specific file or folder stored in Box

Box

Grant access to Box

Deny access to Box

©2018 Box
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The account is added in the left pane under the Files section. A list of files/folders is displayed. All the actions
specific to the selected file type are available in the right context pane, and also from a custom open/save dialog box.

Home  Tools

Recent

Scans

FILES 2
My Computer
Document Cloud

Box (Personal)

Add an Account

SHARED
For Viewing
For Review

For Signature
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Rave
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Adobe Acrobat Pro DC
PDF

)

Adobe Cloud Services
POF

Adobe Sign White Paper
PDF

ADW1501
POF

Bus Schedule
POF

Complex Machine
PDF

MODIFIED

Today, 5:30 PM

Today. 5:30 PM

Today. 5:31 PM

Today. 5:30 PM

Today. 5:30 PM

Today. 5:31 PM

Search

SIzE

144 KB

307 KB

417 KB

56 KB

917 KB

178 KB

oo © & @

Adobe Cloud Services
PDF « Modified Today, 530 PM

M Share

B Send For Review
™ EditPDF

B Export PDF

#0  Organize PDF
B Comment

4. Fill &sign

Download
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Note:

Search, sort, and filter commands are yet not available in the Home view for Box files.

Remove your Box account

1 In the Home view, click the Edit/Pencil icon next to Files.

Home Tools

Recent

Scans

FILES &
My Computer

Document Cloud

OneDrive (Personal)

Add an Account

2 Click the cross icon next to the account you want to remove, and then click Done next to Files.

Home Tools

Recent

Scans

FILES Done
My Computer

Document Cloud

OneDrive (Persanal) ©

Add an Account

Access Dropbox files in Acrobat, Acrobat Reader

You can store and access Dropbox files when you’re working in Acrobat or Acrobat Reader on your desktop.

Add your Dropbox account and access files
1 Choose Home > Add Account, and then click the Add button for Dropbox.
The Sign In dialog box is displayed.
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Sign in to Dropbox to link with Adobe Acrobat
G

Sign in with Google

Forgot your password?

New to Dropbox? Create an account

2 Provide your Dropbox account’s email address and password, and then click Sign in.
3 In the confirmation dialog box, click Allow

[ x |

Adobe Acrobat DC would like access to the files and
folders in your Dropbox. Lea

Eance m
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The account is added in the left pane under the Files section. A list of files/folders is displayed. All the actions
specific to the selected file type are available in the right context pane, and also from a custom open/save dialog box.

109

Home  Tools

Recent

Dropbox
Scans

a
FILES Vi

My Computer

Document Cloud

)

Box (Personal)

Dropbox (Personal)

Add an Account

B J

SHARED

For Viewing

)

For Review

For Signature

B

NAME

Camera Uploads
FOLDER

Adobe Acrobat Pro DC
POF

Adobe Cloud Services
PDF

Adobe Sign White Paper
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ADW1501

FOF

Bus Schedule
POF

Complex Machine
PDF

MODIFIED

Today, 4:25 PM

Today, 4:25 PM

Today, 425 PM

Today, 4:25 PM

Today, 4:25 PM

Today, 4:25 PM

Q s

144 KB

307 KB

417 KB

917 KB

178 KB
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Modified Today, 4:25 PM
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[
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S
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Share

Send For Review

Edit PDF

Export PDF

Organize PDF

Comment

Fill & Sign

Download

Note:

Search, sort, and filter commands are yet not available in the Home view for Dropbox files.

Remove your Dropbox account

1 In the Home view, click the Edit/Pencil icon next to Files.

Home Tools

Recent

Scans

FILES

My Computer
Document Cloud
OneDrive (Personal)

Add an Account

2 Click the cross icon next to the account you want to remove, and then click Done next to Files.
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Home Tools

Recent

Scans

FILES Done
My Computer

Document Cloud

OneDrive (Personal) [ )

Add an Account

Access OneDrive files in Acrobat, Acrobat Reader

You can easily store and access files from your OneDrive consumer or business file storage account when you’re
working in Acrobat or Acrobat Reader on your desktop.

Note:
Microsoft will decommission Office 365 discovery API on November 1, 2019. Acrobat or Reader and OneDrive business
integration uses Office 365 discovery API. The decommissioning of the Office 365 discovery API will break the integration.

To fix this problem, update your Acrobat/Reader to the latest release — on the Help menu, click Check for updates and
follow the onscreen instructions to complete the update process.

Add your OneDrive account and access files

1 Choose Home > Add an Account, and then click the Add button for OneDrive. (Alternatively, you can also add an
account from the custom open/save dialog.)

The Sign In dialog box is displayed.

Sign in to OneDrive

Email

Cancel

2 Provide your OneDrive account’s email address and click Continue.

3 You may be prompted to choose your account type — personal or business. Click the appropriate button.
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Choose OneDrive Account

neDrive

Sign in with your Microsoft
account

OneDrive for Business

Sign in with your work or
school account

4 Provide your password, and then click Sign in.

Add Digital ID

file using the Security Settings dialog.

File Mame:

Enter a file location and password for your new digital [D file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file location
so that you can copy this file for backup or other purposes. You can later change options for this

Password:

I

I stron

LConfirm Password:

I

Cancel

Frs\p wat\AppData\Roaming\Adobe\Acrobat\DC\Security'JohnDoe.pfx Browse...

< Back

Finish

5 Click Yes in the confirmation dialog box.
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B® Microsoft

Let this app access your
info?
acrobatoauth.adobe.com

Adobe Acrobat needs your permission to:

( . Access your info anytime
““ Adobe Acrobat will be able to see and
update your info, even when you're not
using this app.

j Access your email addresses
Adabe Acrobat will be able to see the email
addresses in your profile.

ﬁ Access OneDrive files
Adobe Acrobat will be able to open and
edit OneDrive files, including files shared
with you.

Accepting these permissions means that you allow this app to use
your data as specified in their terms of service and privacy
statement. The publisher has not provided links to their terms
for you to review. You can change these permissions at
https://microsoft.com/consent. Show details

Sign out o =
The account is added in the left pane under the Files section. A list of files/folders is displayed. All the actions
specific to the selected file type are available in the right context pane, and also from a custom open/save dialog box.
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Home Tools Q, Search Provide Feedback ® ; ’

Recen: OneDrive
Scans
2 NAME SIZE

FILES Z
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My Computer FOLDER
Document Cloud Documents
OneDrive (Personal) StDER
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SHARED PDF » Modified Today, 5:01 PM
Adobe Acrobat Pro DC 144 KB
For Viewing PDF
[l] Share
For Review :
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L] PDF i 4 I'E Send For Review
For Signature
Adobe Sign White Paper AT M EgitPDF
POF
U4 Export PDF
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Fad
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#0 Organize PDF
Juesehedute 917 KB B Comment
POF
A Fill & Sign
Complex Machine T
PDF

1. Download

Note:

Search, sort, and filter commands are yet not available in the Home view for OneDrive files.

Remove your OneDrive account

1 In the Home view, click the Edit/Pencil icon next to Files.

Home Tools

Recent

Scans

FILES

My Computer
Document Cloud
OneDrive (Personal)

Add an Account

2 Click the cross icon next to the account you want to remove, and then click Done next to Files.
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Home Tools

Recent

Scans

FILES Done
My Computer

Document Cloud

OneDrive (Personal) [ )

Add an Account

Access SharePoint files in Acrobat, Acrobat Reader

You can store and access SharePoint files when you're working in Acrobat or Acrobat Reader on your desktop.

Note:

Your SharePoint administrator must configure the SharePoint server to enable editing of PDF documents. See this TechNote
for details.

To access or save to SharePoint resources, you can use the following options:

+ Add a SharePoint account and access files using the account (Connectors) from the Home >
<SharePoint_account_name> view.

+ In the file open and close dialogs, use URL of the document library; for example,
http://mysharepointserver/mysite/mydoclibor

+ (Windows) Mapped network drives

Add your SharePoint account
1 Choose Home > Add Account, and then click the Add button for Microsoft SharePoint.
The Add Microsoft SharePoint Account dialog box is displayed.

Add Microsoft SharePoint Account

Enter Account Name

My SharePoint Account]

Enter URL

https://<Server Name> W

Continue Cancel

2 Enter a name for the account in the Enter Account Name box.
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Enter the URL of the SharePoint server in the Enter URL box. This is usually the URL that you see in the browser's
address bar when you are logged in and your SharePoint site's home is open in the browser.

3 Click Continue. The account is added in the left pane under the Storage section.

Check out a file from SharePoint

The safest way to work on a PDF file that resides on a SharePoint Server is to check out the file. Other users cannot edit
the file while you're working on it.

1 To check out a PDF file, do one of the following:

+ (Windows) Using Internet Explorer, navigate to the PDF file on the SharePoint portal. Click the document or
choose Edit Document from the file pop-up menu.

« In Acrobat or Acrobat Reader:

- Choose a file from Home > [Connector / Account Name].

- You can provide the URL of the document library or complete path to the file in the Open and Save dialogs
if you have the following preferences disabled:

Edit > Preferences > General > Show online storage while opening files: disable by default.
Edit > Preferences > General > Show online storage while saving files: enabled by default.

- Using connectors: If you have above preferences enabled, you can access the file locations using the
[Connector Name] from the left pane.

2 A dialog box displays the filename and location. Click one of the following:
+ Check Out and Open
« Open, to open the file without checking it out

Note:

If you are required to sign in to the SharePoint server, enter your user name and password when prompted.

Cancel checkout

You can discard the checked-out version of a PDF file if you don't want to save your changes.

1 Choose File > SharePoint Server > Discard Check Out.
2 A confirmation message appears. Click OK.

Note:

You cannot edit a document offline.

Prepare document properties

You can specify the document’s SharePoint properties from within Acrobat or Acrobat Reader.
1 Choose File > SharePoint Server > Prepare Document Properties.

2 Double-click the property to edit. The Edit dialog box appears. Enter a value and click OK.
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Checkin

When you complete your edits, you can check the file into the SharePoint server. Other users can see the changes. If
versioning is enabled, SharePoint also manages version history for the file.

1 Choose File > SharePoint Server > Check In. The Check In dialog box appears.

2 If version numbering is enabled, the version information appears. Choose major version, minor version, or
overwrite current version.

3 Enter the Version Comments.

4 Optionally, enable Keep the Document Checked Out After Checking In This Version and click OK.

Remove your SharePoint account

1 In the Home view, click the Edit/Pencil icon next to Storage.

Home Tools

Recent

SharePointl

SharePoint2

test-Account

Add Account

2 Click the cross icon next to the account you want to remove, and then click Done next to Storage.

Home Tools

Recent

My Computer
Document Clowd

SharePointl (]

SharePaint2 [ ]

test-Account °

Add Account

Access Google Drive files in Acrobat

You can easily access and store files from your Google Drive file storage account while working in Acrobat DC on your
desktop.
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Add your Google Drive account in Acrobat DC and access files

1 Choose Home > Add an Account, and then click the Add button for Google Drive. The Sign In dialog box is
displayed.

a.) Provide Google account's email address and click Next.

Google

Sign in with your Google Account

Email or phone

Find my account

b.) Enter the account's password and click Sign in.

Google

Sign in with your Google Account

< f8
@

username(@gmail.com

Password

Forgot password?

2 In the confirmation dialog box, click Allow.
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Go g|e username(@gmail com -

~ Adobe Acrobat would like to:
L View and manage the files in your Google Drive @

; View your basic profile info @

By clicking Allow, you allow this app and Google to use your information in
accordance with their respective terms of service and privacy policies. You can
change this and other Account Permissions at any time

The account is added in the left pane under the Files section, and the listing of files/folders is displayed in the right
pane. Now all the actions specific to the selected file type are available for you from here, and also from a custom
open/save dialog box.

Recent Google Drive
Scans
O NAME size
FILES
4 Joel-Greenblatt-Class 1.9 MB -
My Computer el
Document Cloud JS017 fin
- 43 KB
r = csv
Google Drive (My Dr...
Add an Account J5017_LEDGER 49 KB
PDF
SHARED
0w JSO17_LEDGER 95 KB
For Viewing s
For Review T Lead_Content_N_Community-Job-Description 31KB
. DOC
For Signature
Li Lu - Foreword to Poor Charlie's AlImanack 47 KB
PDF
Marc_Andreessen_on_Why Software |s_Eating_the... 79 KB
PDF -

Remove your Google Drive account from Acrobat DC

1 In the Home view, click the Edit/Pencil icon next to Files.
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Home Tools

Recent

Scans

FILES

My Computer
Document Cloud
Google Drive (My Dr...

Add an Account

2 Click the cross icon next to the account you want to remove, and then click Remove in the confirmation dialog box.

Home Tools

Recent

Scans

My Computer

Document Cloud

Google Drive (My Dr... @

Add an Account

Enable thumbnail preview of PDFs in Windows Explorer

The PDF Shell component in Acrobat and Acrobat Reader allows you to see the thumbnails of PDF documents in
Windows explorer, on both 64-bit and 32-bit versions of Windows. By default, this feature is OFF. You can enable it
using a specific setting available in the preferences.

Note:

For Acrobat XI and Reader X1, the thumbnails of PDFs are automatically shown in Windows Explorer on Windows 32-bit
systems. However, the same is not supported on Windows 64-bit systems.

Steps
1 Open Acrobat or Acrobat Reader. On the Edit menu, choose Preferences.

2 In the Preferences dialog box, choose General in the Categories list, and then select the Enable PDF thumbnail
previews in Windows Explorer check box.
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Preferences
Categories: Basic Tools
Cemmenting [[] Use single-key accelerators to access tools
Documents [ Create links from URLs
Full Screen
m [ Make Hand tool select text & images
Page Display ] Make Hand tool read articles

[] Make Hand tool use mouse-wheel Zooming
3D & Multimedia

Accessibility [ Make Select tool select images before text

Action Wizard Show online storage when opening files
Adobe Online Services sk line st h ing fil
Catalog ow online storage when saving files
Color Management Open documents as new tabs in the same window (requires restart)
Content Editing

Convert From PDF
Convert To PDF [ Use fixed reselution for Snapshot tool images: 72 7 pixelsfinch

p g - P
Email Accounts

[] Prompt before closing multiple tabs.

Forms [JEnable PDF thumbnail previews in Windows Explorer

Identity

Internet Touch Mode: | Aute-Detect w~

JavaSeript

Language Scale for screen resolution (restart required): (@) Auto-Detect (O Mo Scaling
Note:

If you don't see the Enable PDF thumbnail previews in Windows Explorer checkbox, update your Acrobat DC or
Acrobat Reader DC to the latest version. To automatically update from the product, choose Help > Check for updates
and then follow the steps in the Updater window to download and install the latest updates.

3 Click OK.
4 Wait for a few seconds while Acrobat is configured to show thumbnail previews in Windows Explorer.
Note:

In Acrobat Reader, you see a prompt asking for the feature to be added to the current installation. Click Yes to confirm.

Document Cloud notifications

Acrobat notifications are typically updates about any change in the status of the documents that you shared for viewing,
reviewing, and signing. It alerts you for any action taken on a document including all the incoming and outgoing
requests for documents shared by you, or with you. Both the sender and the recipient are immediately notified of a
change in document status and activity on the workflow. Also, a daily digest of notifications is sent to you over email.

Notification bell icon

The bell icon is located next to the Profile menu in the upper-right corner of the Acrobat DC desktop app, the Acrobat
Reader mobile app, and the Document Cloud web interface. If you have new notifications, the bell icon displays a red
badge. You can click the icon to view all the notifications.
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File Edit View Window Help

Home  Tools Provide Feedback @ E ﬂ

Recent Recent = o

SeanS NAME OPENED SIZE

10cmguidelines_2017 _final
SHARED + 0 of 1 Viewed

FILES

Just now —

My Computer
= Share and track PDFs online :: Help page for re... R
DoaimaniiEolid = REVIEW - Sent by Prabhat Singh e S ALY -

Note:

Creative Cloud members can also see the notifications in the Creative Cloud desktop app.

OS notifications

Notifications on Windows
In Windows 10, Action Center is a unified place for all system notifications and quick actions. Acrobat DC or Acrobat
Reader DC notifications are also visible in the Action Center.

When you click the notification in Action Center, Acrobat DC or Acrobat Reader DC is launched and the associated
action is taken. For example, clicking on a review notification opens the review file in Acrobat DC or Acrobat Reader
DC.

ACTION CENTER

Notification Manager for Adobe Acrobat

Sample page.pdf

Sample page.pdf

Note:

Acrobat DC or Acrobat Reader DC notifications in Action Center is supported on Windows 10 RS1 or higher.

Notifications on macOS

Notification Center on macOS provides an overview of alerts from applications. It displays notifications until the user
completes an associated action. All Acrobat DC or Acrobat Reader DC notifications are visible in the Notification
Center.

When you click the notification in the Notification Center, Acrobat DC or Acrobat Reader DC is launched and the
associated action is taken. For example, clicking on review notification will open the review file in Acrobat DC or
Acrobat Reader DC.
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1 Gy Thu21a AM Q=

Desktop Beta 7 Delivered Featu

Note:

Acrobat DC or Reader DC notifications in Action Center is supported on macOS v10.11, 10.12, and 10.13.

Notification panel

When you click the bell icon, your notifications are displayed in the Notification panel. The new notifications are
highlighted so that you can easily find the new ones since your last visit. Each notification is displayed as a card and

includes the details you need.

The notifications displayed for different workflows are listed in the tables below.

Review workflow
Workflow Notification
Document sent or shared: (invitation to review) Take action

@mention tags

Take action (for the named reviewer)

Recipient comment activity: comments and replies added, modified,
resolved, or deleted

Task completed

The recipient clicks Done to indicate that the review is finished

Task completed

Deadline reminders: triggered based on the schedule set by the Take action
initiator
Share and track
Workflow Notification
Document shared or sent: delivered Take action

Recipient activity: document viewed

Task completed
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Sign workflow

Workflow

Notification

Document sent for signature

Take action (for the recipient)

Signer either approves, declines, delegates, accepts, fills, or
acknowledges the agreement

Task completed (for the sender)

Reminder to take action (Sign or Approve)

Take action

Signer viewed email

The document was opened by signer (for the sender)

Document sent to signer email bounced

Email to signer bounced. Check email address (for the sender)

Agreement expired

The deadline for the document has expired (for both sender and the
signer)

Note:

+ Acrobat desktop - Sign notifications for enterprise users are not currently available.

+ Acrobat Reader Mobile - Sign notifications for agreements that you send for signature using the mobile app is not
currently available. However, you receive notifications for sign agreements that you receive for signing.

Fill, sign, and send workflow

Workflow

Notification

Document shared/sent

Take action (for recipient)

Recipient views the document

Task completed (for the sender)

Last updated 11/28/2019
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Chapter 3: Creating PDFs

Create PDFs with PDFMaker (Windows)

About Acrobat PDFMaker

PDFMaker is an Acrobat feature that operates within many business applications, such as Microsoft Office applications,
AutoCAD, and Lotus Notes. When you install Acrobat, PDFMaker controls appear in the work area of the authoring
application.

Note:

Some PDFMaker features are not available in certain versions of the authoring applications. For a comparison chart, see
Compatible web browsers and PDFMaker applications | Acrobat, Reader.

Using PDFMaker within an authoring application is a simple, one-click procedure. It involves clicking an Acrobat
PDFMaker toolbar button or choosing a command on the Adobe PDF menu. It is not necessary to open Acrobat.

Convert a file to PDF using PDFMaker

In Windows, Acrobat installs both an Acrobat PDFMaker toolbar and an Adobe PDF menu in many popular authoring
applications. You can use either the toolbar buttons or the Adobe PDF menu (the Action menu in Lotus Notes) to
create PDFs, but the menu also provides access to conversion settings. Although many of the conversion options are
common to all authoring applications, a few are application-specific.

For Microsoft Office 2010 and later applications such as Word, Excel, and PowerPoint, the options for creating PDFs
are available from the Acrobat ribbon.

Note:

If you don'’t see the PDF toolbar buttons in an application, you must show or activate the PDF toolbar. For other
troubleshooting issues, see Troubleshoot Acrobat PDFMaker Problems.

Show or activate PDFMaker in Microsoft Office and Lotus Notes

If the PDF toolbar buttons don’t appear in your Microsoft Office or Lotus Notes application, use one of the following
methods to show or activate PDFMaker.

For Lotus Notes 8 or later, choose File > Preferences. In the dialog box that appears, choose Toolbar > Toolbars, and
select the Visible option for Acrobat PDFMaker.

For Office 2010, follow these steps:

1 Do the following:
+ (Office 2010 applications) Click the File tab, and then click Option.
2 Click Add-Ins on the left side of the dialog box.
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3 Do one of the following:

« If PDFMOutlook or Acrobat PDFMaker Office COM Add-in is not listed, choose COM Add-Ins from the
Manage pop-up menu and click Go.

+ If PDFMOutlook or Acrobat PDFMaker Office COM Add-in is listed under Disabled Application Add-ins,
select Disabled Items from the Manage pop-up menu and click Go.

4 Select PDFMOutlook or Acrobat PDFMaker Office COM Add-in and click OK.
5 Restart the Office application.

Convert a file to PDF
1 Open the file in the application used to create it.

2 Click the Convert To Adobe PDF button »= on the Acrobat PDFMaker toolbar.

For Microsoft Office 2010 applications, such as Word, Excel, and PowerPoint, click the Create PDFbutton Zon
the Acrobat ribbon.

3 Enter a filename and location for the PDF and click Save.

4 (Optional) Check View Result to open the PDF or enable Protect PDF to specify the Security settings for the PDE

Create a PDF as an email attachment
1 Open the file in the application used to create it.

2 Choose Adobe PDF > Convert To Adobe PDF And Email.

For Microsoft Office 2010 applications, such as Word, Excel, and PowerPoint, click the Create And Attach To
Emailbutton * on the Acrobat ribbon.

When the conversion has finished, a blank message with the new PDF included as an attachment automatically
opens in your default email application. You can then address and complete the message and either send it or save
it as a draft.

Attach a file as PDF (Outlook)
1 In the Outlook email Message window, click the Attach As Adobe PDF button.

Note:

If the Attach As Adobe PDF button isn’t visible, choose Adobe PDF > Change Conversion Settings, and then select
Show Attach As Adobe PDF button.

2 Select a file to attach, and click Open.

Convert files to a secured PDF and attach it to an email message (Outlook)
1 In the Outlook email Message window, click the Attach As Secured Adobe PDF button e

Note:

The Attach As Secured Adobe PDF button appears only after you've configured an Adobe LiveCycle® Rights
Management Server using the Tools > Protection > More Protection > Security Settings dialog box.

2 Click Browse, select a file to convert, and click Open.
3 Specify the users that can open the PDF, and then click OK:

+ To specify only users that receive the PDF, select Restrict Access Only To People In This Message’s To:, Cc:,
And Bcc: List. In this case, the PDF isn’t secured until you send the email message.

Last updated 11/28/2019



126
Creating PDFs

« To specify only users that are specified by a security policy, select Restrict Access By Applying The Following
Security Policy, and then select a security policy in the list. In this case, the PDF is secured before it is attached
to the email message.

4 If prompted, enter your user name and password to log in to the Adobe LiveCycleRights Management Server.

Create a PDF and send it for review
1 Open the file in the application used to create it.

2 Click the Convert To Adobe PDF And Send For Review button * on the Acrobat PDEMaker toolbar, or (if
available) choose Adobe PDF > Convert To Adobe PDF And Send For Review.

For Microsoft Office 2010 applications such as Word, Excel, and PowerPoint, click the Create And Send For
Reviewbutton “~ on the Acrobat ribbon.

3 When the Identity Setup dialog box appears, enter the appropriate information about yourself, and click Complete.

4 TFollow the directions in the wizard that appears, as described in Start an email-based review.

Create a PDF and run an action

1 Open the file in the application used to create it.

2 Click the Convert To Adobe PDF And Run Action button on the Acrobat PDFMaker toolbar, or (if available)
choose Adobe PDF > Convert To Adobe PDF And Run Action.

For Microsoft Office 2010 applications such as Word, Excel, and PowerPoint, click the Create PDF And Run Action
button on the Acrobat ribbon.

3 Click an action to from the button menu, and follow the onscreen prompts to save the files.

4 The PDF opens in Acrobat. Click Start in the right-hand pane to process the file.

View PDFMaker conversion settings

PDFMaker conversion settings vary according to file types. For example, the options available for PowerPoint files
aren’t the same as the options available for Outlook files. Once you've selected conversion settings, those choices apply
to all subsequent PDFs you create from that file type. It’s a good idea to review the settings occasionally.

1 Open a PDFMaker-enabled application (such as Word or Excel).

2 Do one of the following:
+ (Lotus Notes) Choose Actions > Change Adobe PDF Conversion Settings.
+ (Office 2010 applications) In the Acrobat or Adobe PDF ribbon, click Preferences.
+ (All other applications) Choose Adobe PDF > Change Conversion Settings.

3 (Optional) To revert to the original default settings, click Restore Defaults on the Settings tab.

Settings tab of the Adobe PDFMaker preferences
The settings available for PDFMaker depend on the application in which you’re using PDFMaker.

Conversion Settings Specifies the standard by which the PDF will be optimized. When you choose an item in the
menu, a description of that preset appears immediately below it.

View Adobe PDF Result Opens the converted document directly into Acrobat. (Exception: when you choose Convert
To Adobe PDF And Email.)
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Prompt For Adobe PDF File Name Lets you enter a custom filename for the resulting PDE Deselect this option to save
the file in the same folder as the source file, using the same name but with a .pdf extension.

Convert Document Information Adds document information from the Properties dialog box of the source file. This
setting overrides the printer preferences and settings in the Advanced panel of the Adobe PDF Settings dialog box.

Note:

The Advanced Settings button opens the Adobe PDF Settings dialog box, which contains many additional conversion
options. These conversion settings apply to all Acrobat features that create PDFs, such as Acrobat Distiller, PDFMaker, and
the Acrobat application itself.

PDF/A Compliance Creates the PDF so that it conforms to the selected ISO standard for long-term preservation of
electronic documents.

Security tab of the Adobe PDFMaker preferences
The settings available for PDFMaker depend on the application in which you’re using PDFMaker.

Require A Password To Open The Document When selected, makes the Document Open Password option available,
where you enter a password that users must use to open the document.

Restrict Editing And Printing Of The Document When selected, makes the other Permissions options available.

Change Permissions Password Specifies a password you set that users must use in order to do any allowable printing
or editing.

Printing Allowed Specifies whether users who use the Permissions Password can print the document and at what
resolution.

Changes Allowed Specifies what changes users who use the Permissions Password can make.
Enable Copying Of Text, Images, And Other Contents Prevents or allows users from copying from the PDE.

Enable Text Access For Screen Reader Devices For The Visually Impaired Prevents or allows screen reader devices to
read text. (Selected by default.)

Enable Plaintext Metadata Specifies whether the search engine can read the document metadata. Available only when
the PDF-compatibility is set to Acrobat 6.0 (PDF 1.5) or later.

Convert Microsoft Word, PowerPoint, and Excel files to PDF

When creating a PDF from Microsoft Word, PowerPoint, or Excel, you can set conversion options for the current file.
You can also select a range of content in the file to convert. The conversion options that you can set in the following
steps are some of the most commonly used settings from the Acrobat PDFMaker dialog box. Any changes you make
to the conversion options apply to the current conversion only.

In Acrobat Pro, PDFMaker includes an option to embed many types of multimedia files in Microsoft Word and
PowerPoint files. The files are converted to FLV format files. When you convert the document to PDE, the PDF includes
a playable FLV file.

Convert Excel files to PDF
1 Open afile in Excel.

2 Optionally, select the cells to convert.
3 Do one of the following:
+ (Office 2010) From the Acrobat ribbon, select one of the Create options.
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In the Acrobat PDFMaker dialog box, select a Conversion Range, then click Convert To PDF.
In the Save Adobe PDF File As dialog box, specify a filename and location for the PDE

Optionally, click the Options button to change the conversion settings.

N & u b

Click Save to create the PDE.

Convert Word and PowerPoint files to PDF

1 Open a file in Word or PowerPoint.
2 Optionally, select objects and text (Word) or slides (PowerPoint), as needed.

3 (Office 2010) From the Acrobat ribbon, select Create PDF, Create And Attach to Email, or Create And Send For
Review.

4 In the Save Adobe PDF File As dialog box, specify a filename and location for the PDE
5 Optionally, click the Options button to change the conversion settings.

6 Selecta Page Range (Word) or Slide Range (PowerPoint). The Selection option is available only if you have selected
content in the file.

7 Click OK, then click Save to create the PDE.

Embed multimedia files into Word and PowerPoint documents (Acrobat Pro)
1 (Office 2010) In the Acrobat ribbon, click Embed Flash.

In the Insert Flash dialog box, choose a multimedia file from the menu, or click Browse to locate and select the file.
(Optional) To select a video frame to use as a poster, click Set Poster Image From Current Frame.

2

3

4 Choose a media player skin from the menu.

5 Click OK. Acrobat converts the file to FLV format and inserts it into the document.
6

When you are ready to create a PDF, follow the steps to create a PDF as usual. (PowerPoint only) In the Save Adobe
PDF File As dialog box, click Options and make sure that the Convert Multimedia option is selected.

Convert email messages to PDFs

You can use PDFMaker to convert one or more Microsoft Outlook or Lotus Notes email messages or entire folders of
messages to a merged PDF or PDF Portfolio. Within a PDF Portfolio, each email message appears as a separate PDF
file.

The Acrobat PDFMaker Conversion Settings dialog box contains the option that determines whether email messages
are merged into one continuous PDF or assembled into a PDF Portfolio.

The controls that activate an email conversion to PDF appear in two places within the email application: on the Acrobat
PDFMaker toolbar and on a menu. In Outlook, the menu is called Adobe PDF and appears to the right of the Outlook
Help menu. In Lotus Notes, PDF commands appear under the Actions menu.

You can convert one currently open email message to PDF (not to a PDF Portfolio) by choosing File > Print, and selecting
Adobe PDF as the printer in the Print dialog box. The PDFMaker conversion settings do not affect this process.
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Specify whether email messages become merged PDFs or PDF Portfolios
1 Do one of the following:

+ (Outlook) Choose Adobe PDF > Change Conversion Settings.
+ (Lotus Notes) Choose Actions > Change Adobe PDF Conversion Settings.
2 Do one of the following:

+ To convert and merge email messages into a PDF as sequential pages of one document, deselect Output Adobe
PDF Portfolio When Creating A New PDF File.

+ To assemble converted email messages as components of a PDF Portfolio, select Output Adobe PDF Portfolio
When Creating A New PDF File.

Convert an open email message to PDF (Outlook)
? Choose Adobe PDF > Convert To Adobe PDF.

You can also convert a different file to PDF from within an open Outlook email message if the Attach As Adobe PDF
toolbar is shown. Clicking this button opens a series of dialog boxes for selecting and saving the new PDF and also starts
Acrobat, if it is not already running. The resulting PDF is attached to the open email message.

Convert email messages to a new PDF
1 In Outlook or Lotus Notes, select the individual email messages.

2 Do one of the following:
+ (Outlook) Choose Adobe PDF > Convert Selected Messages > Create New PDF.
+ (Lotus Notes) Choose Actions > Convert Selected Messages To Adobe PDF.
3 In the Save Adobe PDF As dialog box, select a location, type a filename, and click Save.

Add email messages or folders to an existing PDF

1 In Outlook or Lotus Notes, select the individual email messages or folders.
2 Do one of the following:

+ (Outlook) Choose Adobe PDF > Convert Selected Messages > Append To Existing PDF, or Adobe PDF >
Convert Selected Folders > Append To Existing PDF.

Note:

If you have already created one or more PDF Portfolios, you can choose from recently created PDF Portfolios in
addition to the Append To Existing PDF option.

+ (Lotus Notes) Choose Actions > Append Selected Message(s) To Existing Adobe PDF, or Actions > Append
Selected Folder(s) To Existing Adobe PDF.

3 Locate and select the PDF or PDF Portfolio to which you want to add the converted emails, and click Open.
Note:

Do not type a new name for the PDE. If you do, a warning message appears telling you that the PDF was not found.
Click OK, and select a PDF without changing its name.
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4 (Outlook only) If a message appears, alerting you that the existing PDF was created using an earlier version of
PDFMaker, do one of the following:

+ To create a PDF Portfolio from the original PDF archive, click Yes, and select a name and location for the new
archive. (The default name adds _Portfolio to the original PDF filename.) When the conversion is complete and
the Creating Adobe PDF dialog box closes, the new archive opens in Acrobat.

+ Click No to cancel the process.

Note:

For PDF Portfolios of email converted or migrated in Acrobat 8 or later, only new messages—that is, messages that are not
already part of the PDF Portfolio—are appended.

Convert email folders to a new PDF
PDFMaker can convert multiple folders to PDF in one procedure. It is not necessary to select the folders at the
beginning of the process because you can select them in a dialog box that appears automatically.

1 Do one of the following:
+ (Outlook) Choose Adobe PDF > Convert Selected Folders > Create New PDF.
+ (Lotus Notes) Choose Actions > Convert Selected Folder(s) To Adobe PDF.

2 In the Convert Folder(s) To PDF dialog box, select the folders. Then select or deselect the Convert This Folder
And All Sub Folders option.

3 In the Save Adobe PDF File As, select a location and name for the PDF Portfolio.

When the conversion is complete, the new PDF opens in Acrobat.

Set up automatic email archiving

1 Do one of the following:
+ (Outlook) Choose Adobe PDF > Setup Automatic Archival.
+ (Lotus Notes) Choose Actions > Setup Automatic Archival.

2 On the Automatic Archival tab of the Acrobat PDFMaker dialog box, select Enable Automatic Archival. Then
select options for Frequency and the time of day at which automatic archiving occurs.

3 Select other options, according to your needs:
Maintain Log Of Archival Creates a record of each archiving session.
Choose File Specifies the name and location of the archiving log.

Embed Index For Faster Search Creates an index that you can search to find specific words or characters instead of
having to search each individual document.

4 Click Add, and select the email folders and subfolders. Then select or deselect the Convert This Folder And All
Sub Folders option, as preferred, and click OK.

5 In the Save PDF Archive File As dialog box, select a name and location for the archived email PDE Then click
Open.

6 Review the settings and the archive folder names listed in the Acrobat PDFMaker dialog box, and do any of the
following:

« To add other email folders to the list, click Add and select the folder.

« To remove folders from the list, select the folders and click Delete.
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+ To change an archive file, select any folder name from the list, click Change Archive File, and specify the name
and location.

« To start archiving email immediately, click Run Archival Now.

Create PDFs from Word mail merges

Mail merges from Word generate documents like form letters—for one common example—that are personalized with
information like the names and addresses of the recipients. With Acrobat PDFMaker, you can save steps by using a
Word mail merge document and corresponding data file to output mail merges directly to PDE You can even set up
PDFMaker to attach those PDFs to email messages that are generated during the PDF-creation process.

Note:
For information on setting up files for the Word Mail Merge feature, see Microsoft Office Word Help.

1 In Microsoft Word, open the template that you have created as the basis of your mail merge, or create the file using
the Word Mail Merge toolbar and Mail Merge wizard, as needed.

Note:

Do not complete the mail merge in Word. Instead, set up and preview the mail merge as usual, so that you can verify
that the merge will work correctly.

2 Do one of the following:

« Choose Adobe PDF > Mail Merge To Adobe PDF.

« Click the Mail Merge To Adobe PDF button on the Mail Merge toolbar (View > Toolbars > Mail Merge).
3 In the Acrobat PDFMaker - Mail Merge dialog box, select the options you want:

« To specify which records in the data file will be imported into the merged files, select All or Current, or enter a
range of pages by typing in the From and To boxes.

+ To name the PDF that will be created, type in the Specify PDF File Name box.
Note:

The PDF will be named using this text plus a series of numbers. For example, if you type JulyLetter in the Specify PDF
File Name box, the mail-merged PDFs might appear as JulyLetter_0000123, JulyLetter_0000124, JulyLetter_0000125,
and so forth.

4 For Automatically Send Adobe PDF Files By Email, do one of the following:
+ To create and save merged PDFs for printing or sending later in email, leave the option deselected, and click OK.

+ To create merged PDFs and attach each one to an email message to the appropriate recipient, select this check
box, and fill in the other Email options.

5 When the Browse For Folder dialog box appears, navigate to the location you want to use and click OK.

Status indicators appear as PDFMaker generates the individual PDFs,

6 Ifyou selected Automatically Send Adobe PDF Files By Email, a dialog box appears asking for your email profile.
Enter the appropriate information and click OK.

When the job has finished, a message appears, telling you that the process was successful.
Email options for PDF mail merges

To Use the pop-up menu to select the field or column in the associated data file that contains the email addresses in
each individual’s record.
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Subject Line Type the text that you want to appear in the subject line of each message.

Message Type to add or edit text that you want to appear in the body of the email messages.

PDFs from Microsoft Project (Acrobat Pro)

There are specific differences to be aware of when you create PDFs from files authored in Microsoft Project.

You can create PDFs of only the current selected view. Views designated as non-printable in Project cannot be
converted to PDE

Convert Visio files to PDF (Acrobat Pro)

PDFs created from Visio files preserve page sizes and support layers, searchable text, custom properties, links,
bookmarks, and comments, depending on the conversion settings. To specify the properties

« (Visio 2010) From the ribbon choose Acrobat > Preferences

When you convert your Visio file, only shapes and guides that are printable and visible in the Visio drawing are
converted and appear in the PDE Shapes are converted regardless of their protection or behavior. Shape custom
properties can be converted to PDF object data.

When you convert the Visio file to a PDFE, you can preserve all or just some layers, or you can flatten all layers. If you
flatten layers, the PDF will look like the original drawing, but won't contain any layer information. When flattened, the
contents of only visible and printable layers will appear in the converted PDE.

Convert Visio files
1 If you want to change the PDFMaker conversion settings, do the following. (For information about a setting, place
the pointer over the setting to display a tool tip below.)

« (Visio 2010) Choose Acrobat > Preferences

2 If you want to convert each page in the Visio file to a bookmarked page in the PDF file, choose Adobe PDF >
Convert All Pages In Drawing. If this option is deselected, only the current page is converted.

3 Do one of the following:
« (Visio 2010) Choose Acrobat > Create PDF.
« (Visio 2010) Choose Acrobat > Convert To Adobe PDF.

+ (Visio 2010) Choose Acrobat > Create and Attach To Email. The PDF file attaches to a new email message in
your default email application.

« (Visio 2010) Choose Acrobat > Create and Send For Review. The file converts to an Adobe PDF file, and an
email-based review process begins.

4 If you want to include the custom properties of shapes, select that option.
5 Click Continue.
6 Select a layers option to retain or flatten layers in the resulting PDEF, and click Continue.

Note:
If you select Retain Some Layers In The Selected Page, you’ll be prompted to choose which Visio layers to include.

7 Click Convert To Adobe PDF, specify a location and filename, and click Save.
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Select Visio layers to convert (Acrobat Pro)

You can convert a Visio drawing that contains layers to a PDF and retain some or all of the layers in the resulting PDE,
or you can flatten the layers. You can also organize the Visio layers in layer sets, which are folders in the Acrobat Layers
panel.

1 With the multilayered file open in Visio, click a button in the Adobe PDF toolbar, and select Retain Some Layers
In The Selected Page.

Note:

If the Retain Some Layers In The Selected Page option is not available, deselect the Convert All Pages In Drawing
option.

2 Select one or more layers in the Layers In Visio Drawing list.

3 To add the selected Visio layers to the list of layers to convert to the PDF file, do one of the following:

+ To convert the selected Visio layers to individual PDF layers within a PDF layer set, click Create Layer Set, and
optionally, type a layer name.

« To convert the selected Visio layers to individual layers (but not grouped under a layer set), click the Add
Layer(s) button.

Note:

The name of a layer in the Layers In Visio Drawing list is unavailable if that layer is included in the Layers In PDF
list. When you select that layer in the Layers In PDF list, a bullet appears next to the layer’s name in the Layers In Visio
Drawing list.

4 Optionally, do any of the following:
+ To reorder the layers in the Layers In PDF list, drag an item up or down in the list.

+ To include a visibility property that can be switched on or off in Acrobat, deselect Locked On adjacent to the
PDF layer; to lock the resulting PDF layer’s visibility on, select Locked On.

+ To save the current settings of Visio layers selected, click Save PDF Settings, and click OK. These settings are
used the next time you convert the current Visio file to a PDF file.

5 Click Convert To PDF, specify a folder in the Save In box in which to save the PDF file, type a filename, and then
click Save.

Note:

Visio layers that were selected for conversion and that have Visio settings for visible, printable, or lock are converted to
PDF layers; the visible and printable properties are included in the resulting PDF layers. If the Visio file contains a
background page, header, or footer, the PDF file automatically has PDF layers named for those items.

Convert AutoCAD files to PDF (Acrobat Pro for Windows)

Use PDFMaker to convert AutoCAD files from within the AutoCAD application. You can also use the Batch
Conversion feature to convert many AutoCAD files in one operation. Even if you don’t have AutoCAD, you can convert
AutoCAD files to PDF from Acrobat.

Acrobat PDFMaker allows you to preserve selected layers and layouts when converting AutoCAD files to PDE.

Last updated 11/28/2019



134
Creating PDFs

Convert AutoCAD files when AutoCAD is not installed

The default Acrobat installation installs Autodesk filters. These filters allow you to convert files in DWG, DWE, DST,
DWT, and DXF format into PDF, without the native application installed.

1 In Acrobat, choose File > Create > PDF From File.

2 (Optional) From the Files Of Type menu, select Autodesk AutoCAD, then click the Settings button and change
the conversion settings as needed. The settings are the same as the AutoCAD-specific Acrobat PDFMaker settings,
with the following additions:

Convert Model Space To 3D When selected, the model space layout is converted to a 3D annotation in the PDE.
Click Choose 3D Settings to specify 3D conversion options.

Configuration Preferences Click this button to specify resource directories for SHX font files, plot configuration
files, and plot style tables for AutoCAD drawings. If an SHX Font File Search Path is not specified, all SHX fonts
are replaced with MyriadCAD in converted PDFs.

Always Show This Dialog During Conversion When selected, this dialog box appears during the conversion process.
3 Locate and select the AutoCAD file.

4 Ifthe Adobe PDF Settings For Autodesk AutoCAD Documents dialog box appears, specify the settings as needed,
and click OK.

Convert AutoCAD files when AutoCAD is installed

When converting individual AutoCAD files, you don't usually need to change page size and plotting settings.
PDFMaker uses the appropriate layout page size and plotting information to create a correctly sized PDF file.

1 To change the PDF conversion settings, choose Adobe PDF > Change Conversion Settings in AutoCAD.
2 Do one of the following:
+ Clickabutton in the Adobe PDF toolbar: Convert To Adobe PDF "= or Convert To Adobe PDFAnd Send For
Review
+ Choose Adobe PDF > Convert To Adobe PDF.
+ Choose Adobe PDF > Convert To Adobe PDF And Email.
+ Choose Adobe PDF > Convert To Adobe PDFAnd Send For Review.

3 Inthe Choose Layouts dialog box, add or remove layouts as needed. To reorder the layouts, select a layout from the
Layouts In PDF list, and click Move Up or Move Down.

4 To determine how the AutoCAD layers are converted, select one of the following, and then click Continue:

« Flatten All Layers. When layers are flattened, only those entities belonging to layers that are not frozen and are
printable appear in the converted PDE

+ Retain All Or Some Layers. In the next dialog box, specify the layers to include in the resulting PDE.

5 Specify a filename and location in the Save As dialog box, and click Save.

Select AutoCAD layers to convert

If you choose to retain all or some AutoCAD layers when converting to PDF, you can specify which layers are preserved
in the PDE.

1 In AutoCAD, start to convert an AutoCAD file and select the Retain All Or Some Layers option.
2 To show specific AutoCAD layers in the Layers In Drawing list, do any of the following:

+ Choose an option from the Named Layer Filters menu to list all layers that fit that criterion.
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+ Select the Invert option to list all layers except those layers that are described by the selected choice in the Named
Layer Filters menu.

+ To change the sort order of the layers, click the headings.
Note:

To change the On, Frozen, or Plot properties for a layer, click Cancel, change the properties in the AutoCAD drawing,
and restart the procedure.

3 To select the AutoCAD layers to convert, do any of the following:
+ Choose a previously saved set of layers from the PDF Layer Settings menu.
+ Select one or more layers from the Layers In Drawing List.
+ To convert all of the layers in the drawing, click Add All Layers, and go to step 5.
4 To add the selected AutoCAD layers to the Layers In PDF list, do one of the following:

« To convert the selected AutoCAD layers to individual layers within a PDF layer set, click Create Layer Set. This
action creates a folder of layers in the Layers navigation pane in Acrobat.

+ To convert the selected AutoCAD layers to individual layers, click Add Layer(s).
5 Optionally, do any of the following in the Layers In PDF list:
+ To reorder layers, drag an item up or down in the list.

« To include a visibility property that can be switched on or off in Acrobat, deselect Locked On for the PDF layer.
To lock the resulting PDF layer’s visibility on, select Locked On.

+ To save the current list of selected AutoCAD layers, click Add PDF Setting. Later, you can retrieve this list from
the PDF Layer Settings menu.

6 Click Convert, specify a filename and location, and then click Save.

Convert AutoCAD files in batches
1 Choose Adobe PDF > Batch Conversion.

2 Specify your preferences for layers, page size, plot style, and output PDFs. Click Conversion Settings to specify the
Acrobat PDFMaker settings.

3 Inthe DWG List, do any of the following:
+ Click Add Folder or Add Files, and then specify the folder or files.
+ Toload a previously saved list of files, click Append List, and then specify the list.

+ Asneeded, expand individual files and select or deselect the items you want, such as model space and layouts. To
exclude or include all model space, click the associated buttons.

+ To exclude a file from the conversion, deselect the file box. As needed, select or deselect all of the files in the list,
change the order of the files, remove files, or clear the list.

+ To show the complete file paths, select Expand File Name(s).

+ To save the DWG list for later use, click Save List. This action saves the list in its current state, including the file
order and file selections. You can retrieve this list at any time by clicking Append List.

4 Click Convert.

5 Once the conversion has finished, you can click Save Details to save a log file of the conversion.

Last updated 11/28/2019



136
Creating PDFs

Application-specific PDFMaker settings

Sometimes the conversion settings in one PDFMaker-enabled application are different from the settings in a different
application.

Some PDFMaker settings are common to several or most applications. Some options are unique to a specific
application.

Settings tab options available from within most applications
The following settings appear on the Settings tab available from within most PDFMaker-enabled applications.

Attach Source File Includes the document being converted as an attachment to the PDE

Create Bookmarks Converts certain elements in original Office documents to PDF bookmarks: Word headings, Excel
worksheet names, or PowerPoint titles. Selecting this option overrides any settings on the Bookmarks tab of the
Conversion Settings dialog box.

Add Links Includes active links and hypertext in the PDE
Note:

If this option is deselected, but the recipient of the PDF has the create Links From URLs preference selected, URLs in the
PDF are still active.

Enable Accessibility And Reflow With Tagged Adobe PDF Embeds tags in the PDE

Excel-specific options on the Settings tab
Convert Comments Converts user-created Excel comments to notes and lists them in the Acrobat Comments panel.

Actual Size Uses actual size specified in the worksheet. Worksheets are not resized.

Fit Worksheet To A Single Page Adjusts the size of each worksheet so that all the entries on that worksheet appear on
the same page of the PDFE.

Fit To Paper Width Adjusts the width of each worksheet so that all the columns on that worksheet appear on one page
in the PDE.

Prompt For Selecting Excel Sheets Opens a dialog box at the beginning of the file conversion process. In this dialog
box, you can specify which worksheets are included in the PDF and the order in which the sheets appear in the PDE.

PowerPoint-specific options on the Settings tab
Convert Multimedia Converts linked audio-video files to an FLV file and embeds it in the PDFE.

Preserve Slide Transitions Converts PowerPoint slide transition effects to PDF transition effects.

Convert Hidden Slides To PDF Pages Converts any PowerPoint slides that are not seen in the usual playing of the
presentation to PDF pages.

Convert Speaker Notes Converts any speaker notes for the PowerPoint presentation into Text notes in the PDE.

Email-specific options on the Settings tab
The following options appear when you open the PDFMaker settings from within Microsoft Outlook or Lotus Notes.

Compatibility Sets the compatibility level of the PDF. Use the most recent version (in this case, version 1.7 ADBE-3) to
include all the latest features and functionality. If you're creating PDFs that are distributed widely, choose an earlier level
to ensure that all users can view and print the document.

Attachments Indicates whether all files attached to email messages are included in the PDE
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Output Adobe PDF Portfolio When Creating A New PDF File When selected, always converts individual messages as
component files of a PDF Portfolio. When deselected, merges individual messages as separate pages of a PDE.

Do Not Include Folder Name Information When selected, excludes mail folder names from PDFs.

Embed Index For Faster Search Creates an embedded index, which speeds up searches, especially when you convert
large numbers of email messages or message folders.

Block Download Of External Content When selected, prevents the downloading of any external Internet content, such
as images, CSS, and JavaScript.

Page Layout options Specifies page properties, like the properties found in the Print dialog box: page dimensions,
orientation, and margins.

Show This Number Of Recent Archives (Outlook only) When converting email messages and folders, the Adobe PDF >
[Convert Selected Messages and Convert Selected Folders] menus can list recently created PDFs to append. This
option specifies the maximum number of PDFs to list in the menus.

Show “Attach As Adobe PDF” Buttons If selected, the Attach As Adobe PDF button appears in the Outlook email
message window.

AutoCAD-specific options on the Settings tab (Acrobat Pro)
The following options appear when you open the PDFMaker settings from within Autodesk AutoCAD.

Compliance Standard Specify the PDF/A or PDF/E compliance standard, or none.
Open Layers Pane When Viewed In Acrobat Shows the layers structure when a PDF is opened in Acrobat.
Embed Scale Information Preserves drawing-scale information, which is usable with the Acrobat measurement tools.

Do Not Convert Model Space To 3D When selected, the model space layout is not converted to a 3D annotation in the
PDE

Choose Layout Option Specifies whether Current Layout, All Layouts, or Selected Layouts are included in the PDE.

Exclude Model Space (Available only when Convert All Layouts Without Prompting is selected from Choose Layout
Option.) When selected, all layouts except the model space are included in the PDF.

Choose Layer Option Specifies whether All Layers, Selected Layers, or No Layers are included as layers in the PDE

Visio-specific options on the Settings tab (Acrobat Pro)
The following options appear when you open the PDFMaker settings from within Microsoft Visio.

Include Visio Custom Properties As Object Data In The Adobe PDF Indicates whether custom properties of the Visio
image are included as object data in the new PDE

Exclude Visio Objects With No Custom Properties Indicates whether the new PDF excludes Visio objects without
custom properties.

Convert Comments To Adobe PDF Comments Indicates whether the comments in the Visio file are converted to PDF
comments in the new PDE

Always Flatten Layers In Adobe PDF Specifies if the layers are flattened. If you flatten layers, the PDF looks like the
original drawing, but doesn’t contain any layer information. All shapes in the Visio drawing are converted, regardless
of their protection or behavior, and shape custom properties can be converted to PDF object data.

Open Layers Pane When Viewed In Acrobat Shows the layers structure when a PDF is opened in Acrobat.
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Word tab settings (Microsoft Word)
Convert Displayed Comments To Notes In Adobe PDF Changes any Word comment entries to PDF comments. If the
currently open Word document contains comments, more options appear in the Comments list on this tab:

Reviewer Lists the names of reviewers who have entered comments in the current Word document.
Include When deselected, does not include the comments in the PDFE.

Notes Open Specifies whether the PDF comment windows automatically open or are closed for that reviewer’s
comments.

Color Shows the color for that reviewer’s comment icons. Clicking the color icon repeatedly cycles through a limited
set of available colors.

# Of Comments Shows the number of comments that the reviewer made.
Convert Footnote And Endnote Links Integrates these into the PDE
Convert signature fields specified by pdfmarks Converts signature fields indicated by pdfmarks.

Enable Advanced Tagging Integrates this into the PDE

Bookmarks tab settings (Microsoft Word)

The options you specify on this tab determine which items are converted into PDF bookmarks in the PDE.
Note:

To include bookmarks in the conversion process, you must select the Add Bookmarks To Adobe PDF option on the Settings
tab. If you deselect that option, you override any options you select on this tab, and no bookmarks are created.

Convert Word Headings To Bookmarks Selects all the headings in the Elements list for conversion to PDF bookmarks.

Convert Word Styles To Bookmarks Selects all the text styles in the Elements list for conversion to PDF bookmarks
(deselected by default).

Convert Word Bookmarks Converts any user-created Word bookmarks to PDF bookmarks.
Element list Specifies which Word headings and styles are converted to PDF bookmarks.

Element Lists the names of all available Word headings and styles. The icons for Headings = and Styles 1l indicate
the element types.

Type Also indicates whether the element is a heading or style in the Word document.

Bookmark Displays Xs, indicating whether individual elements are converted to PDF bookmarks. Clicking an
individual Bookmark option changes the selection status for that element.

Level Specifies where the element fits in the hierarchy structure of the PDF Bookmarks panel. Clicking an individual
Level number opens a menu that you can use to change the value.

Note:

When some but not all of the available Word headings and styles are selected for conversion to PDF bookmarks, the marker
in the corresponding check boxes at the top of the tab change. If all elements of the type are selected, a check mark appears.
If only some of the elements of that type are selected, a colored square appears. Otherwise, the check box is empty.
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Print to PDF

Instead of a physical printer, you can select Adobe PDF in almost any Windows or Mac OS application. Print to PDF
creates an electronic copy of your file that you can save to disk.

Note: Printing a file to PDF using the Adobe PDF printer flattens the file.
Note:

Ensure that Acrobat is installed on your computer, otherwise, the Adobe PDF printer or the Save As Adobe PDF option
won't appear. Don’t have Acrobat? Try Acrobat for free.

Video tutorial: Print to PDF

Watch this video tutorial to use the Adobe PDF Printer to create PDFs from almost any application.

Print to PDF (Windows)

1 Open afile in a Windows application.
2 Choose File > Print.
3 Choose Adobe PDF as the printer in the Print dialog box.

To customize the Adobe PDF printer setting, click the Properties (or Preferences) button. (In some applications, you
may need to click Setup in the Print dialog box to open the list of printers, and then click Properties or Preferences.)

4 Click Print. Type a name for your file, and click Save.

For more information on Adobe PDF printer settings, see Using the Adobe PDF printer.

Print to PDF (Mac OS)

The Adobe PDF printer is not available on Mac. However, you can use the Save As Adobe PDF option to print a file to
PDF on Mac.

Note:

In macOS Mojave (v10.14), when you try to print a document to PDF using the System Print Dialog > Save As Adobe PDF,
the following error message is displayed: "This workflow contains the action Save As Adobe PDE, which is provided by a
third party. Third party actions must be explicitly enabled.”

To resolve this error, see Error in saving as Adobe PDF | macOS Mojave 10.14.
1 Open a file in a Mac OS application.

2 Click the PDF button and choose Save As Adobe PDF.

3 Choose the Adobe PDF Settings and click Continue.

4 Type a name for your file, and click Save.

Have trouble printing to PDF? Chat with us one-on-one on Facebookﬁ.
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Scan documents to PDF

Scan a paper document to PDF and use Acrobat to turn it into a smart, searchable PDF with selectable text.

Scan a paper document to PDF

You can create a PDF file directly from a paper document, using your scanner and Acrobat. On Windows, Acrobat
supports TWAIN scanner drivers and Windows Image Acquisition (WIA) drivers. On Mac OS, Acrobat supports
TWAIN and Image Capture (ICA).

In Windows, you can either use the Autodetect Color Mode and let Acrobat determine the paper document’s content
type, or use other presets (Black & White Document, Grayscale Document, Color Image, and Color Document)
based on your judgment. You can configure the scanning presets or use the Custom Scan option to scan with the
settings of your choice.

Note:

Preset scanning is available only for scanner drivers that support Hide Scanner’s Native Interface mode. The scanning
presets are not available on Mac OS.

In Windows, if a WIA driver is installed for your scanner, you can use the Scan button on your scanner to create a PDE.
Press the Scan button, and then in Windows, choose Adobe Acrobat from the list of registered applications. Then, in
the Acrobat scan interface, select a scanner and a document preset or Custom Scan.

To scan a paper document to PDF using Acrobat, go to Tools > Create PDF. The Create a PDF from any
format interface is displayed. Choose Scanner to see the options available.

On Windows:
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Create PDF - 4
-~
Create a PDF from any format
; . Scanner
Single File
Please select a scanner -
Multiple Files
Select a file * | Browse
Scanner
Scan using
Web Page (® Default Settings f e
Black and White, Letter Size, 300 DPI, Front Sides
Clipboard Or use a predefined scan setting
Autodetect Color Mode
Blank Page O
O Black and White Document
O Color Document
O Grayscale Document
O Color Photograph
b4

Create PDFs from Scanner interface; clicking the settings or gear icon shows all the settings for the selected option.

On Mac:
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E Create PDF ~ X

Create a PDF from any format

Select your scanner and press next

Single File
to complete your scan

Multiple Files Please select a scanner v
Screenshot
‘Scanner
Web Page
Clipboard

Blank Page

Create PDFs from Scanner interface; choose a scanner and then click Next to see the settings for the selected Scanner.

Scan a paper document to PDF using Autodetect Color Mode (Windows)
1 Choose Tools > Create PDF > Scanner > Autodetect Color Mode.

%

If you want to append the document, which you'll scan, to an existing file, do the following:

1 Choose the Append to Existing File check box.

2 Ifyou've the files open in Acrobat, select an appropriate file Irop-down list, or click Browse and then
select an appropriate file.

If you want to scan multiple files into a PDF, click the Settings icon. The Custom Scan interface is
displayed. Select the Prompt to scan more pages check box.

3 Click Scan.

4 If prompted to scan more pages, select Scan More Pages, Scan Reverse Sides, or Scan Is Complete, and click OK.

Scan a paper document to PDF using a preset (Windows)

1 Choose Tools > Create PDF > Scanner > [document preset].

%
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If you want to append the document, which you'll scan, to an existing file, do the following:

1 Choose the Append to Existing File check box.

2 Ifyou've the files open in Acrobat, select an appropriate file Irop-down list, or click Browse and then
select an appropriate file.

If you want to scan multiple files into a PDF, click the Settings icon. The Custom Scan interface is
displayed. Select the Prompt to scan more pages check box.

3 Click Scan.

4 If prompted to scan more pages, select Scan More Pages, Scan Reverse Sides, or Scan Is Complete, and click OK.

Scan a paper document to PDF without presets
1 Choose Tools > Create PDF > Scanner > Default Settings or My Custom Settings.

¢

If you want to append the document, which you'll scan, to an existing file, do the following:

1 Choose the Append to Existing File check box.

2 Ifyou've the files open in Acrobat, select an app1 : from the drop-down list, or click Browse and then
select an appropriate file.

3 Ifyou want to change the settings, click the Settings icon. The Custom Scan interface is displayed. Select
scanning options as needed.

If you want to scan multiple files into a PDE, select the Prompt to scan more pages check box.
Note:

If you specify that you want to use the Show scanner’s user interface instead of the Acrobat user interface, other
windows or dialog boxes appear. Consult the scanner documentation information on available options. In Mac OS, the
scanner user interface is always shown.

4 Click Scan.

5 If prompted to scan more pages, select Scan More Pages, Scan Reverse Sides, or Scan Is Complete, and click OK.

Enhance or optimize a scanned PDF

1 Open a PDF created from a scanned document.
2 Choose Tools > Enhance Scans > Enhance > Scanned Do«

3 Select options in the Secondary toolbar - click the Settings icon and choose appropriate options in the
Enhance Scanned PDF dialog box, and click OK.

For more information on the options displayed in the dialog box, see Optimize Scanned PDF dialog box.

Configure scanning presets (Windows)
1 Choose Tools > Create PDF > Scanner.

2 Selecta preset: Aut olor Mode, Black and White Document, Color Document, Grayscale Document, or
Color Photograpl
3 Click the Settings icon next to the preset. Depending on your selection, the Custom Scan or Configure

Predefined Settings for interface is displayed.
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4 Adjust the settings as needed.

If you want to scan multiple files into a PDF, select the Prompt to scan more pages check box.

5 Click Save Settings to save the preset, and then click the Cross button (X) to close.

Scanning options
After you select a scanner, you can choose or adjust its various scanning options as per your requirements.
+ Click here to see all the scanning options
Scanner Selectan installed scanner. You must have the manufacturer scanning software installed on your computer.

In Windows only, click the Options button to specify scanner options.

Show Scanner's User Interface Select this option only if you want to see the settings using the windows and dialog
boxes provided by the scanner manufacturer. When the option is not selected, scanning starts directly with the
settings specified in the Custom Scan or Configure Predefined Settings interface.

Pages Specify single or double-sided scanning. If you select Both Sides and the settings of the scanner are for only
one side, the scanner setting overrides the Acrobat settings.

Note:

You can scan both sides of pages even on scanners that do not themselves support two-sided scanning. When Both Sides
is selected, a dialog box appears after the first sides are scanned. You can then reverse the original paper documents in
the tray, and select the Scan Reverse Side (Put Reverse Of Sheets) option in that dialog box. This method produces a
PDF with all pages in the proper sequence.

Color Mode (Windows only) Select a basic color mode (Autodetect, Color, Black and White, or Grayscale) that
your scanner supports. This option is enabled if your Scanner Options are set to use the Acrobat scanning dialog
box instead of the scanner application.

Resolution (Windows only) Select a resolution that your scanner supports. This option is enabled if your Scanner
Options are set to use the Acrobat scanning dialog box instead of the scanner application.

Note:

If you select a Color Mode or Resolution option not supported by your scannet, a message appears and your scanner
application window opens. Select different options in the scanner application window.

Paper Size (Windows only) Select a paper size or specify a custom Width and Height.

Prompt to Scan More Pages When selected, a dialog box prompting you to scan additional pages appears after every
scanning session.

Quality > Optimize Image Select this option to run the optimization prc e PDE This option is used to
compresses and filter the images in the scanned PDE Click the Settings icon to customize optimization
with specific settings for file compression and filtering.

Quality > Optimize Image > Small Size/High Quality Drag the slider to set the balance point between file size and
quality.

Output > Append To Existing File Adds the converted scan to an existing PDF. Select an opened file from the drop-
down, or browse and select the PDF file.

Output > Create New PDF Creates a PDE

Output > Save Multiple Files Creates multiple files from multiple paper documents. Click the Settings
icon and specify whether to create a PDF Portfolio of the files, the number of pages for each file, and a filename
prefix.
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Recogni: R) Select this option to convert text images in the PDF to searchable and selectable text. This
option aj :al character recognition (OCR) and font and page recognition to the text images. Click the
Settings icon specify settings in the Recognize Text - Settings dialog box. See Recognize text in scanned
documents.

Add Metadata When selected, the Document Properties dialog box appears after scanning. In the Document
Properties dialog box, you can add metadata, or information about the scanned document, to the PDF file. If you
are creating multiple files, you can enter common metadata for all the files.

Make PDF/A Compliant Select this option to make the PDF conform to ISO standards for PDF/A-1b.

Optimize Scanned PDF dialog box

The Enhance Scanned PDF dialog box controls the image settings of how scanned images are filtered and compressed
for the PDE Default settings are suitable for a wide range of document pages, but you may want to customize settings
for higher-quality images, smaller file sizes, or scanning issues.

+ Click here to see all the image optimization options

Apply Adaptive Compression Divides each page into black-and-white, grayscale, and color regions and chooses a
representation that preserves appearance while highly compressing each type of content. The recommended

scanning resolutions are 300 dots per inch (dpi) for grayscale and RGB input, or 600 dpi for black-and-white input.

Color/Grayscale Scans When scanning color or grayscale pages, select one of the following:

JPEG2000 Applies JPEG2000 compression to the colored image content. (This setting is not recommended when
creating PDF/A files. Use JPEG instead.)

ZIP Applies ZIP compression to the colored image content.
JPEG Applies JPEG compression to the colored image content.
Note:

The scanner uses either the selected Color/Grayscale option or the selected Monochrome option. Which one is used
depends on the settings you select in the Acrobat Scan dialog box or in the scanner’s TWAIN interface, which may open
after you click Scan in the Acrobat Scan dialog box. (By default, the scanner application dialog box does not open.)

Monochrome Scans When scanning black-and-white or monotone images, select one of the following:

JBIG2 (Lossless) & JBIG2(Lossy) Applies the JBIG2 compression method to black-and-white input pages. Highest-
quality levels use the lossless method; at lower settings, text is highly compressed. Text pages typically are 60%
smaller than CCITT Group 4 compressed pages, but processing is slow. Compatible with Acrobat 5.0 (PDF 1.4) and
later.

Note:
For compatibility with Acrobat 4.0, use a compression method other than JBIG2.

CCITT Group 4 Applies CCITT Group 4 compression to black-and-white input page images. This fast, lossless
compression method is compatible with Acrobat 3.0 (PDF 1.2) and later.

Small Size/High Quality Sets the balance point between file size and quality.

Deskew Rotates any page that is not square with the sides of the scanner bed, to make the PDF page align vertically.
Choose On or Off.

Background Removal Whitens nearly white areas of grayscale and color input (not black-and-white input).

Note:
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For best results, calibrate your scanner’s contrast and brightness settings so that a scan of a normal black-and-white page
has dark gray or black text and a white background. Then, Off or Low should produce good results. If scanning off-white
paper or newsprint, use Medium or High to clean up the page.

Descreen Removes halftone dot structure, which can reduce JPEG compression, cause moire patterns, and make
text difficult to recognize. Suitable for 200-400-dpi grayscale or RGB input or, for Adaptive Compression, 400-
600-dpi black-and-white input. The On setting (recommended) applies the filter for 300 dpi or higher grayscale and
RGB input. Select Off when scanning a page with no pictures or filled areas, or when scanning at a resolution higher
than the effective range.

Text Sharpening Sharpens the text of the scanned PDF file. The default value is low and suitable for most
documents. Increase it if the quality of the printed document is low and the text is unclear.

Recognize Text - Settings dialog box
Document Language By default the OCR language is picked from default locale. To change the language, click Edit and
choose a different language.

Output Either Searchable Image or Editable Text and Images.

Scanning tips
+ Acrobat scanning accepts images between 10 dpi and 3000 dpi. If you select Searchable Image or ClearScan for

PDF Output Style, input resolution of 72 dpi or higher is required. Also, input resolution higher than 600 dpi is
downsampled to 600 dpi or lower.

+ Lossless compressions can only be applied to monochrome images. To apply lossless compression to a scanned
image, select one of these options under the Optimization Options in the Optimize Scanned PDF dialog box:
CCITT Group 4 or JBIG2 (Lossless) for monochrome images. If this image is appended to a PDF document, and
you save the file using the Save option, the scanned image remains uncompressed. If you save the PDF using Save
As, the scanned image may be compressed.

+ For most pages, black-and-white scanning at 300 dpi produces text best suited for conversion. At 150 dpi, OCR
accuracy is slightly lower, and more font-recognition errors occur; at 400 dpi and higher resolution, processing
slows, and compressed pages are bigger. If a page has many unrecognized words or small text (9 points or smaller),
try scanning at a higher resolution. Scan in black and white whenever possible.

+ When Recognize Text Using OCR is disabled, full 10-to-3000 dpi resolution range may be used, but the
recommended resolution is 72 and higher dpi. For Adaptive Compression, 300 dpi is recommended for grayscale
or RGB input, or 600 dpi for black-and-white input.

« Pages scanned in 24-bit color, 300 dpi, at 8-1/2-by-11 in. (21.59-by-27.94 cm) result in large images (25 MB) before
compression. Your system may require 50 MB of virtual memory or more to scan the image. At 600 dpi, both
scanning and processing typically are about four times slower than at 300 dpi.

+ Avoid dithering or halftone scanner settings. These settings can improve the appearance of photographs, but they
make it difficult to recognize text.

« For text printed on colored paper, try increasing the brightness and contrast by about 10%. If your scanner has the
color-filtering capability, consider using a filter or lamp that drops out the background color. Or if the text isn't crisp
or drops out, try adjusting scanner contrast and brightness to clarify the scan.

« Ifyour scanner has a manual brightness control, adjust it so that characters are clean and well-formed. If characters
are touching, use a higher (brighter) setting. If characters are separated, use a lower (darker) setting.
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Troubleshoot scanner issues

To resolve scanner errors or issues, see the following troubleshooting documents:

« Error: Acrobat could not access the recognition service.

« Error: Acrobat could not perform recognition (OCR) on this page because this page contains renderable text.

« Troubleshoot other scanner issues.

Recognize text in scanned documents

You can use Acrobat to recognize text in previously scanned documents that have already been converted to PDE
Optical character recognition (OCR) software enables you to search, correct, and copy the text in a scanned PDEF. To
apply OCR to a PDE, the original scanner resolution must have been set at 72 dpi or higher.

Note:

Scanning at 300 dpi produces the best text for conversion. At 150 dpi, OCR accuracy is slightly lower.

Recognize text in a single document
1 Open the scanned PDE.

2 Choose Tools > Enhance Scans > Recognize Text > In This File.
The Recognize Text options are displayed in the Secondary toolbar.
3 In the Secondary toolbar, select a page range and language for text recognition.
4 Optionally, click Settings to open the Recognize Text dialog box, and specify the options as needed.

5 Click Recognize Text. Acrobat creates a layer of text in your PDF that can be searched — or copied and pasted into
anew document.

Recognize text in multiple documents
1 Choose Tools > Enhance Scans > Recognize Text > In Multiple Files.

2 In the Recognize Text dialog box, click Add Files, and choose Add Files, Add Folders, or Add Open Files. Then
select the files or folder.

3 In the Output Options dialog box, specify a target folder for output files, and filename preferences.
4 In the Recognize Text - General Settings dialog box, specify the options, and then click OK.

Acrobat creates a layer of text in your PDF that can be searched — or copied and pasted into a new document.

Recognize Text - General Settings dialog box
Document Language Specifies the language for the OCR engine to use to identify the characters.

Output (PDF Output Style) Determines the type of PDF to produce. All options require an input resolution of 72 dpi or
higher (recommended). All formats apply OCR and font and page recognition to the text images and convert them to
normal text.

Searchable Image Ensures that text is searchable and selectable. This option keeps the original image, deskews it as
needed, and places an invisible text layer over it. The selection for Downsample Images in this same dialog box
determines whether the image is downsampled and to what extent.

Searchable Image (Exact) Ensures that text is searchable and selectable. This option keeps the original image and places
an invisible text layer over it. Recommended for cases requiring maximum fidelity to the original image.
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Editable Text & Images Synthesizes a new custom font that closely approximates the original, and preserves the page
background using a low-resolution copy.

Downsample To Decreases the number of pixels in color, grayscale, and monochrome images after OCR is complete.
Choose the degree of downsampling to apply. Higher-numbered options do less downsampling, producing higher-
resolution PDFs.

Correct OCR text in PDFs

When you run OCR on a scanned output, Acrobat analyzes bitmaps of text and substitutes words and characters for
those bitmap areas. If the ideal substitution is uncertain, Acrobat marks the word as suspect. Suspects appear in the

PDF as the original bitmap of the word, but the text is included on an invisible layer behind the bitmap of the word.

This method makes the word searchable even though it is displayed as a bitmap.

Note: If you try to select text in a scanned PDF that does not have OCR applied, or try to perform a Read Out
Loud operation on an image file, Acrobat asks if you want to run OCR. If you click OK, the Text Recognition dialog
box opens and you can select options, which are described in detail under the previous topic.

1 Choose Tools > Enhance Scans > Recognize Text > Correct Recognized Text.

Acrobat identifies suspected text errors and displays the image and text side by side in the Secondary toolbar. (All
suspect words on the page are enclosed in boxes.)

2 Click the highlighted object or box in the document, and then correct it in the Recognized As box in the Secondary
toolbar. Click Accept.

The next suspect is highlighted. Correct mistakes as needed. Click Accept for each correction.

3 Click Close in the Secondary toolbar when the task is complete.

Have trouble scanning a document to PDF or editing a scanned PDF? Chat with us one-on-one on Twittero.

Overview of PDF creation

What’s the best way to create a PDF?

You create a PDF by converting other documents and resources to Portable Document Format. You can usually choose
from several PDF creation methods, depending on the type of file you start with and your requirements for the PDF.

You can create PDFs from documents printed on paper, Microsoft Word documents, InDesign® files, and digital
images, to name just a few examples. Different types of sources have different tools available for PDF conversion. In
many applications, you can create PDFs by selecting the Adobe PDF printer in the Print dialog box.

If a file is open in its authoring application (such as a spreadsheet that is open in Microsoft Excel), you can usually
convert the file to PDF without opening Adobe Acrobat. Similarly, if Acrobat is already open, you don’t have to open
the authoring application to convert a file to PDE

Every PDF strikes a balance between efficiency (small file size) and quality (such as resolution and color). When that
balance is critical to your task, youll want to use a method that includes access to various conversion options.
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For example, you can drag files to the Acrobat icon to create PDFs. In this case, Acrobat applies the most recently used
conversion settings without providing access to those settings. If you want more control over the process, you’ll want
to use another method.

PDF creation methods by file type

Refer to the following lists to determine the methods available for the different types of files.

Most files

These methods can be used for documents and images in almost all file formats.

File > Create menu or Tools > Create PDF Within Acrobat, by choosing PDF from File.
Adobe PDF printer Within most applications, in the Print dialog box.

Drag and drop On the desktop or from a folder.

Context menu On the desktop or in a folder, by right-clicking.

Paper documents

Requires a scanner and a hard copy of the document.

Create menu or Tools > Create PDF Within Acrobat, by choosing PDF from Scanner. Or, for previously scanned paper
documents, by choosing PDF from File.

Microsoft Office documents
PDFMaker (Windows only) Within the authoring application, in the Acrobat PDFMaker toolbar and on the Adobe
PDF menu. For Microsoft Office 2010 or later applications, in the Acrobat or Adobe PDF ribbon.

Save As Adobe PDF (Mac 0S) Within the authoring application, choose File > Print > PDF > Adobe PDF.
Adobe PDF printer (Windows only) Within the authoring application, in the Print dialog box.
Drag and drop On the desktop or from a folder.

Context menu (Windows only) On the desktop or in a folder, by right-clicking.

Email messages
PDFMaker (Windows only) Within Microsoft Outlook or Lotus Notes, by clicking Acrobat PDFMaker toolbar
buttons. Or by choosing commands in the Adobe PDF menu (Outlook) or the Actions menu (Lotus Notes).

Adobe PDF printer (Windows only) Within the email application, in the Print dialog box. Creates a PDF (not a PDF
Portfolio).

Context menu (Outlook 2010 or later) On an email folder or selection of messages, by right-clicking.

Web pages
File > Create menu or Tools > Create PDF Within Acrobat, by choosing PDF from Web Page.
PDFMaker (Windows only) Within Internet Explorer, Google Chrome, or Firefox, or when editing in a web-authoring

application that supports PDFMaker, such as Word. Also, in the Acrobat PDFMaker toolbar and on the Adobe PDF
menu.

Adobe PDF printer (Windows 7) Within a web browser or when editing in a web-authoring application, such as Word;
in the Print dialog box.
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Drag and drop On the desktop or from a folder, dragging the HTML file.

Context menu (HTML files) On the desktop or in a folder, by right-clicking the HTML file.

Content copied on the clipboard
File > Create menu Within Acrobat, by choosing PDF from Clipboard.

AutoCAD files (Acrobat Pro for Windows only)
File > Create menu or Tools > Create PDF Within Acrobat, by choosing PDF from File.

PDFMaker Within AutoCAD, in the Acrobat PDFMaker toolbar or in the Adobe PDF menu.
Adobe PDF printer Within AutoCAD, in the Print dialog box.
Drag and drop On the desktop or from a folder.

Context menu On the desktop or in a folder, by right-clicking.

Adobe Photoshop (PSD), Adobe Illustrator (Al), and Adobe InDesign (INDD) files
File > Create > PDF from File or Tools > Create PDF (single file) Within Acrobat, by choosing PDF from File.

Drag and drop From the desktop or a folder on to the Acrobat window or icon.

PostScript and EPS files

Drag and drop On the desktop or from a folder, by dragging to the Acrobat Distiller icon or into the Acrobat
Distiller® window.

Double-clicking (PostScript® files only) On the desktop or in a folder.
Open command Within Acrobat Distiller, in the File menu.
Create menu Within Acrobat, by choosing PDF from File.

Context menu On the desktop or in a folder, by right-clicking.

3D files (Acrobat Pro)
File > Create menu or Tools > Create PDF Within Acrobat Pro, by choosing PDF From File.

Drag and drop On the desktop or from a folder.

Adobe PDF Within Microsoft PowerPoint, choose Adobe Presenter > Publish.

Balancing PDF file size and quality

You can select various settings to ensure that your PDF has the best balance between file size, resolution, conformity to
specific standards, and other factors. Which settings you select depends on your goals for the PDF that you are creating.
For example, a PDF intended for high-quality commercial printing requires different settings than a PDF intended only
for onscreen viewing and quick downloading over the Internet.

Once selected, these settings apply across PDFMaker, Acrobat, and Acrobat Distiller. However, some settings are
limited to specific contexts or file types. For example, PDFMaker options can vary among the different types of
Microsoft Office applications.

For convenience, you can select one of the conversion presets available in Acrobat. You can also create, define, save, and
reuse custom presets that are uniquely suited to your purposes.
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For scanned documents, you can choose from Autodetect Color Mode or several scanning presets that are optimized
for scanning documents and images in color or black and white. You can modify these presets, or use your own custom
scanning settings.

Using the Adobe PDF printer

Create PDFs by printing to file

In many authoring applications, you can use the Print command with the Adobe PDF printer to convert your file to
PDE. Your source document is converted to PostScript and fed directly to Distiller for conversion to PDF, without
manually starting Distiller. The current Distiller preference settings and Adobe PDF settings are used to convert the
file. If you’re working with nonstandard page sizes, create a custom page size.

Note:

(Windows) For Microsoft Office documents, the Adobe PDF printer does not include some of the features that are available
from PDFMaker. For example, you cannot create bookmarks and hyperlinks using the Adobe PDEF printer. If you're creating
a PDF from a Microsoft Office document and you want to use these features, use PDFMaker.

The Adobe PDF printer creates untagged PDFs. A tagged structure is required for reflowing content to a handheld
device and is preferable for producing reliable results with a screen reader.

Create a PDF using the Print command (Windows)

1 Open the file in its authoring application, and choose File > Print.
2 Choose Adobe PDF from the printers menu.

3 Click the Properties (or Preferences) button to customize the Adobe PDF printer setting. (In some applications, you
may need to click Setup in the Print dialog box to open the list of printers, and then click Properties or Preferences.)

4 In the Print dialog box, click OK.
Note:

Your PDF is saved in the folder specified by the setting of the Adobe PDF Output Folder in the Preferences dialog box;
the default location is My Documents. If you specify Prompt For Adobe PDF Filename, then a Save As dialog opens
when you print.

Create a PDF using the Print command (Mac OS X)
The method for creating PDFs using the Print command changed in Mac OS v10.6 Snow Leopard with Acrobat 9.1
and later. The following procedure describes the method in both Snow Leopard and earlier versions of Mac OS X.

1 Open the file in its authoring application, and choose File > Print.
2 Choose Save As Adobe PDF from the PDF menu at the bottom of the dialog box.

3 For Adobe PDF Settings, choose one of the default settings, or customize the settings using Distiller. Any custom
settings that you have defined are listed.

For most users, the default Adobe PDF conversion settings are adequate.
4 For After PDF Creation, specify whether to open the PDE
5 Click Continue.
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6 Select a name and location for your PDF, and click Save.

Note:

By default, your PDF is saved with the same filename and a .pdf extension.

Adobe PDF printing preferences (Windows)

Printing preferences apply to all applications that use the Adobe PDF printer, unless you change the settings in an
authoring application by using the Page Setup,Document Setup, or Print menu.

Note:

The dialog box for setting printing preferences is named Adobe PDFPrinting Preferences, Adobe PDF Printing Defaults,
or Adobe PDFDocument Properties, depending on how you access it.

To access printing preferences:

+ Open the Printers window from the Start menu. Right-click the Adobe PDF printer, and choose Printing
Preferences.

+ Inan authoring application such as Adobe InDesign, choose File > Print. Select Adobe PDF as the printer, and click
the Properties (or Preferences) button. (In some applications, you may need to click Setup in the Print dialog box to
access the list of printers, and then click Properties or Preferences to customize the Adobe PDF settings.)

PDEF-specific options appear on the Adobe PDF Settings tab. The Paper Quality tab and Layout tab contain other
familiar options for the paper source, printer ink, page orientation, and number of pages per sheet.

Note:

Printing Preferences are different from printer Properties. The Preferences include Adobe PDF-specific options for the
conversion process; the Properties dialog box contains tabs of options that are available for any type of printer.

Adobe PDFConversion Settings Select a predefined set of options from the Default Settings menu or click Edit to view
or change the settings in the Adobe PDF Settings dialog box.

Adobe PDF Security To add security to the PDF, choose one of the following options, or click Edit to view or change
the security settings:

Reconfirm Security For Each Job Opens the Adobe PDF - Security dialog box each time you create a PDF using the
Adobe PDF printer. Specify settings in the dialog box.

Use The Last Known Security Settings Uses the same security settings that were used the last time a PDF was created
using the Adobe PDF printer on your computer.

Adobe PDF Output Folder Choose an output folder for the converted PDF, or click Browse to add or change the output
folder. Choose Prompt For Adobe PDF Filename to specify a location and filename at the time of conversion.

Adobe PDF Page Size menu Select a custom page size that you have defined.
View Adobe PDF Results Automatically starts Acrobat and displays the converted document immediately.
Add Document Information Includes information such as the filename and date and time of creation.

Rely On System Fonts Only; Do Not Use Document Fonts Deselect this option to download fonts when creating the
PDE. All your fonts will be available in the PDF, but it will take longer to create it. Leave this option selected if you are
working with Asian-language documents.

Delete Log Files For Successful Jobs Automatically deletes the log files unless the job fails.

Ask To Replace Existing PDF File Warns you when you are about to overwrite an existing PDF with a file of the same
name.
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Set Adobe PDF printer properties (Windows)

In Windows, you can usually leave the Adobe PDF printer properties unchanged, unless you have configured printer
sharing or set security.

Note:

Printing Properties are different from printer Preferences. The Properties dialog box contains tabs of options that apply to
any type of printer; the Preferences include conversion options specifically for the Adobe PDF printer.

Set Adobe PDF printer properties
1 Open Devices and Printers from the Start menu, and right-click the Adobe PDF printer.

2 Choose Properties.

3 Click the tabs, and select options as needed.

Reassign the port that the Adobe PDF printer uses
1 Quit Distiller if it is running, and allow all queued jobs to the Adobe PDF printer to complete.

2 Open Devices and Printers from the Start menu.

3 Right-click the Adobe PDF printer, and choose Printer Properties.
4 Click the Ports tab, and then click Add Port.
5

Select Adobe PDF Port (Windows XP) or Adobe PDF Port Monitor (Vista/Windows 7) from the list of available
port types, and click New Port.

)]

Select a local folder for PDF output files, and click OK. Then click Close to quit the Printer Ports dialog box.
7 Inthe Adobe PDF Properties dialog box, click Apply, and then click OK.

For best results, select a folder on the same system where Distiller is installed. Although remote or network folders are
supported, they have limited user access and security issues.

Delete a folder and reassign the Adobe PDF printer to the default port
1 Quit Distiller if it is running, and allow a few minutes for all queued jobs to Adobe PDF to complete.

Open Devices and Printers from the Start menu.

Right-click the Adobe PDF printer, and choose Printer Properties.

2

3

4 Click the Ports tab.
5 Select the default port, Documents, and click Apply.

6 Select the port to delete, click Delete Port, and then click OK to confirm the deletion.
7

Select the Documents port again and click Close.

Create and use a custom page size

It's important to distinguish between page size (as defined in the source application’s Document Setup dialog box for
your document) and paper size (the sheet of paper, piece of film, or area of the printing plate you’ll print on). Your page
size might be U.S. Letter (8-1/2-by-11 in. or 21.59-by-27.94 cm), but you might need to print on a larger piece of paper
or film to accommodate any printer’s marks or the bleed area. To ensure that your document prints as expected, set up
your page size in both the source application and the printer.
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The list of paper sizes available to Acrobat comes from the PPD file (PostScript printers) or from the printer driver
(non-PostScript printers). If the printer and PPD file you've chosen for PostScript printing support custom paper sizes,
you see a Custom option in the Paper Size menu. For printers capable of producing very large print areas, Acrobat
supports pages as large as 15,000,000 in. (38,100,000 cm) by 15,000,000 in. (38,100,000 cm).

Create a custom page size (Windows)

1 Do one of the following:

+ Open Devices and Printers or Printer And Faxes window from the Start menu. Right-click the Adobe PDF
printer, and choose Printing Preferences.

+ Inan authoring application such as Adobe InDesign, choose File > Print. Select Adobe PDF as the printer, and
click the Properties button. (In some applications, you may need to click Setup in the Print dialog box to open
the list of printers, and then click Properties or Preferences to customize the Adobe PDF settings.)

2 In the Adobe PDF Settings tab, click the Add button next to the Adobe PDF Page Size menu.

3 Specify the name, width, height, and unit of measurement. Click Add/Modify to add the custom page size name to
the Adobe PDF Page Size menu.

Create a custom page size (Mac OS)
1 Inan authoring application such as Adobe InDesign, choose File > Page Setup.

2 In the Paper Size pop-up menu, select Manage Custom Sizes.
3 Click the + button.

4 Specify the name, height, width, and margins. The unit of measurement depends on the system language.

Use the custom page size
1 Choose File > Print.

2 Click the Page Setup button.

3 Select the new custom page size from the Paper Size menu.

Have a problem using the PDF printer? Chat with us one-on-one on Facebookﬁ.

Converting web pages to PDF

Web pages and PDFs

The core of a web page is a file written in Hypertext Markup Language (HTML). Typically, the HTML file includes
associations with other files that either appear on the web page or govern how it looks or works.

When you convert a web page to PDF, the HTML file and all associated files—such as JPEG images, Adobe FLA files,
cascading style sheets, text files, image maps, and forms—are included in the conversion process.
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The resulting PDF behaves much like the original web page. For example, the images, links, image maps, and most
media files appear and function normally within the PDE (Animated GIF files appear as still images, showing the last
frame of the animation.)

Also, the PDF functions like any other PDE. For example, you can navigate through the file by scrolling or using
bookmarks; users can add comments to it; you can add security, form fields, and other features that enhance it.

In preparing to convert web pages to PDF, consider the following factors, which affect how you approach the conversion
process:
« How much do you want to convert?
If you want to convert only selected areas of the currently open web page, use PDFMaker from within Internet
Explorer. If you want to convert several levels or all of a multipage website to PDF, work within Acrobat.
+ Do you want to create a new PDF from the web pages or to append the converted pages to an existing PDF?
You can do both in either Acrobat or Internet Explorer, but you choose different buttons or commands to
accomplish these things.

Note:

To convert Chinese, Japanese, and Korean (CJK) language web pages to PDF on a Roman (Western) system in Windows,
you must have installed the CJK language support files while installing Acrobat. Also, it is preferable to select an appropriate
encoding from the HTML conversion settings.

Convert web pages to PDF in Internet Explorer, Google Chrome, and Firefox
(Windows)

Acrobat installs an Adobe PDF toolbar in Internet Explorer (version 8.0 or later), Google Chrome, and Firefox. Using
the commands on this toolbar, you can convert the currently displayed web page to PDF in various ways. For example,
you can convert the entire web page or selected areas of it. Or, you can create a PDF or append the converted web page
to an existing PDE The toolbar has additional commands that initiate further actions after conversion, such as
attaching the new PDF to a new email message or printing it.

See the video Creating PDF Files from a Web Browser for additional information.

@Con\rer‘t - [ Select
%Y Convert Web Page to PDF...
& Add Web Page to Existing PDF...
& Print Web Page...
€2 Convert Web Page and Email...

v View Adobe PDF Result
Relayout

Preferences...

A menu on the PDF toolbar provides easy conversion and print capabilities.

Convert a web page to PDF
To convert a webpage to PDE, do the following:

1 Go to the web page.
« For Windows, use Internet Explorer, Firefox, or Chrome.

« For Mac, use Firefox.
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2 Using the Convert menu on the Adobe PDF toolbar, do one of the following:

+ To create a PDF from the currently open web page, choose Convert Web Page To PDF. Then select a location,
type a filename, and click Save.

+ To add a PDF of the currently open web page to another PDF, choose Add Web Page To Existing PDF. Then
locate and select the existing PDEF, and click Save.

+ (Internet Explorer and Firefox only) To create and print a PDF from the currently open web page, choose Print
Web Page. When the conversion is complete and the Print dialog box opens, specify options and click OK.

+ (Internet Explorer and Firefox only) To create a PDF from the currently open web page and attach it to a blank
email message, choose Convert Web Page And Email. Then specify a location and filename for the PDF, and
click Save. Type the appropriate information in the email message that opens after the conversion is complete.

« For any of these options, to open the output PDF after conversion, select View Adobe PDF Results.
Note:

The Adobe Create PDF icon gets added to the supported browsers when you install Acrobat. If youre unable to see the
Create PDF icon, do the following:

+ In Internet Explorer, choose View > Toolbars > Adobe Acrobat Create PDF Toolbar.

« InFirefox, choose Tools > Add-ons > Extensions, and then enable the Adobe Acrobat - Create PDF extension. (For
more information, see Enable Create PDF extension for Mozilla Firefox.)

+ In Google Chrome, choose Customize menu > Settings and then click Extensions from the left pane. Enable the
Adobe Acrobat - Create PDF extension. (For more information, see Enable Create PDF extension for Google
Chrome.)

Convert part of a web page to PDF (Internet Explorer and Firefox)

1 Drag the pointer to select text and images on a web page.
2 Right-click on the selected content and choose one of the following:

« To create a new PDF, choose Convert To Adobe PDF or Convert Web Page To Adobe PDF (Internet Explorer)
or Convert Selection to Adobe PDF (Firefox). Then select a name and location for the PDE

+ Toappend the selected content to another PDEF, choose Append To Existing PDF (Internet Explorer) or Append
Selection to Existing PDF (Firefox). Then locate and select the PDF to which the selection will be added.

Convert selected areas in a web page to PDF (Internet Explorer only)

You can use the Select option to select specific areas on a web page to convert. You can use this option to convert
meaningful content on a web page and omit unwanted content, such as advertisements.

1 On the Adobe PDF toolbar, click Select (next to Convert).

2 As you move the pointer around the web page, a red dotted line indicates areas of the web page that you can select.
Click the areas to convert. Selected areas appear in blue boxes. To deselect an area, click it again.

3 Proceed with conversion as usual.

4 To deselect all areas and exit the select mode, click Select again.

Convert a linked web page to PDF
? In the open web page, right-click the linked text and choose one of the following:

+ To add the linked web page to an existing PDF, choose Append Link Target To Existing PDF. Then locate and
select the existing PDF, and click Save.
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+ To convert the linked web page to a new PDEF, choose Convert Link Target To Adobe PDF.
Note:

The right-click menu also includes the options Append To Existing PDF and Convert To Adobe PDEF. If you select either
of these options, the currently open web page, not the selected link, is converted.

Convert web pages to PDF in Acrobat

Although you can convert an open web page to PDF from Internet Explorer, Google Chrome, or Firefox, you get
additional options when you run the conversion from Acrobat. For example, you can include an entire website in the
PDF or just some levels of a website.

Convert a web page to PDF
1 Choose File > Create > PDF from Web Page. Alternatively, choose Tools > Create PDF > Web Page.

2 Enter the complete path to the web page, or click Browse and locate an HTML file.

3 To change the number of levels in the website to convert, click Capture Multiple Levels. Enter the number of levels
to include, or select Get Entire Site to include all levels from the website.

Note:

Some websites have hundreds or even thousands of pages. Converting a large website can make your system slow and
unresponsive, and can even use up available hard drive space and memory, causing a system crash. It’s a good idea to
begin by downloading one level of pages and then go through them to find particular links to download.

4 If Get Only N Level(s) is selected, select one or both of the following options:
Stay On Same Path Downloads only web pages subordinate to the specified URL.
Stay On Same Server Downloads only web pages stored on the same server.

5 Click Settings/Advanced Settings , change the selected options in the Web Page Conversion Settings dialog box
as needed, and click OK.

6 Click Create.
Note:

You can view PDF pages while they are downloading; however, you cannot modify a page until the download process is
complete.

You do not need to wait for the conversion to complete before adding more requests. While a conversion is in progress,
you can convert another page to PDF and that gets added to the queue. The number of requests in the queue are
indicated by the Pending Conversions field in the Download Status dialog box.

Add an unlinked web page to an existing PDF
Use this procedure to append pages to a writable PDE. If the original PDF is read-only, the result will be a new PDF
rather than new pages in the existing PDE

1 Open the existing PDF in Acrobat (the PDF to which you want to append a web page).
2 Choose Tools > Organize Pages > Insert > Insert from Web Page.

3 Enter the URL to the web page you want to append and select options, as described for converting web pages to PDF,
and then click Add.

4 Once the web page is converted to PDF, you see the Insert Page dialog box. Choose exactly where you want to add
this page in the existing PDF, and then click OK.
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Add a linked web page to an existing PDF
1 Open the previously converted PDF in Acrobat. If necessary, scroll to the page containing links to the pages you
want to add.

2 Right-click the web link, and choose Append To Document.
Note:

After pages have been converted, links to these pages change to internal links, and clicking a link takes you to the PDF
page, rather than to the original HTML page on the web.

Convert a linked web page to a new PDF
1 Open the previously converted PDF in Acrobat. If necessary, scroll to the page containing a web link you want to
convert.

2 Right-click the web link, and choose Open Weblink As New Document.
Note:

In Windows, you can also convert a linked page from a web page displayed in Internet Explorer, Google Chrome, or
Firefox, using a similar right-click command.

Copy the URL of a web link
Use this procedure to copy the path for a web link to the clipboard, to use it for other purposes.

1 Open the previously converted PDF in Acrobat. If necessary, scroll to the page containing links to the pages you
want to copy.

2 Right-click the web link and choose Copy Link Location.

Change web page conversion options

The settings for converting web pages to PDF apply to the conversion process. The settings changes do not affect
existing PDFs.

1 Do one of the following:
+ From Internet Explorer, Google Chrome, or Firefox, in the Adobe PDF toolbar, choose Convert > Preferences.
+ From Acrobat, choose File > Create > PDF from Web Page, and then click Settings.
+ From Acrobat, choose Tools > Create PDF > Web Page, and then click Advanced Settings.

2 On the General tab, select options under Conversion Settings and PDF Settings, as needed. Click the Settings
button to see additional options for the selected File Type.

3 On the Page Layout tab, select options for page size, orientation, and scaling, as needed.

Web page conversion options

The Web Page Conversion Settings dialog box is available from within Internet Explorer, Google Chrome, Firefox,
and Acrobat.

General tab
Conversion Settings Specifies the conversion settings for HTML and Text. Choose a file type and click Settings to select
the font properties and other characteristics.
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Create Bookmarks Creates a tagged bookmark for each converted web page using the page title (HTML Title element)
as the bookmark name. If the page has no title, the URL is used as the bookmark name.

Create PDF Tags Stores a structure in the PDF that corresponds to the HTML structure of the web pages. This structure
lets you create tagged bookmarks for paragraphs, list elements, and other items that use HTML elements.

Place Headers And Footers On New Page Places a header and footer on every page. Headers show the web page title, or
if no title is available, the web page URL or file path. Footers show the web page URL or file path, and the date and time
of the download.

Page Layout tab

The Page Layout options specify a selection of page sizes and options for width, height, margin measurements, and
page orientation.

The Scaling options are as follows:

Scale Wide Contents To Fit Page Rescales the contents of a page, if necessary, to fit the width of the page. If this option
is not selected, the paper size adjusts to fit the contents of the page, if necessary.

Switch To Landscape If Scaled Smaller Than Changes the page orientation to landscape if the new version of a page is
less than the specified percentage of the original size. Available only if you selected portrait orientation.

HTML Conversion Settings

This dialog box opens when you select HTML on the General tab of the Web Page Conversion Settings dialog box and
then click the Settings button.

Default Encoding Lets you specify the following options:
Default Encoding Sets the input encoding of the file text from a menu of operating systems and alphabets.

Always Ignores any encoding that is specified in the HTML source file and uses the selection shown in the Default
Encoding option.

When Page Doesn’t Specify Encoding Uses the selection shown in the Default Encoding option only if the HTML
source file does not specify a type of encoding.

Language Specific Font Settings Use these settings to change the language script, body text typeface, and base typeface
size.

Default Colors Sets the default colors for text, page backgrounds, and web links. Click the color button to open a palette
and select the color. To use these colors in the PDE, select Force These Settings For All Pages. When this option is
unselected, the default colors are applied only for pages that don't have a specified color scheme.

Multimedia Content Determines whether to disable multimedia capture, embed multimedia files when possible, or
link to multimedia (such as SWF files) by URL.

Retain Page Background Specifies whether to display colors and tiled images in page backgrounds and colors in table
cells. If options are deselected, converted web pages sometimes look different than they do in a web browser, but are
easier to read when printed.

Convert Images Includes images in the conversion to PDE.
Underline Links Underlines textual web links on the pages.

Expand Scrollable Blocks Expands scrollable blocks to include complete information on the converted PDE

Text Settings
Input Encoding Sets the input encoding of the text for a file.
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Language Specific Font Settings Use these settings to change the language script, body text typeface, and base typeface
size.

Default Colors Sets the default colors for text and page backgrounds. Click the color button to open a palette, and select
the color.

Wrap Lines At Margin Inserts a soft return when the text reaches the edge of the text area on the page.

PDF fonts

Font embedding and substitution

A font can be embedded only if it contains a setting by the font vendor that permits it to be embedded. Embedding
prevents font substitution when readers view or print the file, and ensures that readers see the text in its original font.
Embedding increases file size only slightly, unless the document uses CID fonts. a font format commonly used for Asian
languages. You can embed or substitute fonts in Acrobat or when you export an InDesign document to PDE

You can embed the entire font, or just a subset of the characters used in the file. Subsetting ensures that your fonts and
font metrics are used at print time by creating a custom font name. That way, for example, your version of Adobe
Garamond®, not your service provider’s version, can always be used by the service provider for viewing and printing.
Type 1 and TrueType fonts can be embedded if they are included in the PostScript file, or are available in one of the font
locations that Distiller monitors and are not restricted from embedding.

When a font cannot be embedded because of the font vendor’s settings, and someone who opens or prints a PDF does
not have access to the original font, a Multiple Master typeface is temporarily substituted: AdobeSerifMM for a missing
serif font, and AdobeSansMM for a missing sans serif font.

The Multiple Master typeface can stretch or condense to fit, to ensure that line and page breaks in the original
document are maintained. The substitution cannot always match the shape of the original characters, however,
especially if the characters are unconventional ones, such as script typefaces.

Note:

For Asian text, Acrobat uses fonts from the installed Asian language kit or from similar fonts on the user’s system. Fonts
from some languages or with unknown encodings cannot be substituted; in these cases, the text appears as bullets in the file.

If characters are unconventional (left), the substitution font will not match (right).

If you have difficulty copying and pasting text from a PDE, first check if the problem font is embedded (File > Properties >
Font tab). For an embedded font, try changing the point where the font is embedded, rather than sending it inside the
PostScript file. Distill the PDF without embedding that font. Then open the PDF in Acrobat and embed the font using the

Preflight fixup.
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Accessing and embedding fonts using Distiller

When converting a PostScript file to PDF, Distiller needs access to the file’s fonts to insert the appropriate information
in the PDE. Distiller first searches the PostScript file for Type 1, TrueType, and OpenType fonts. If the font isn’t
embedded in the PostScript file, Distiller searches additional font folders. Distiller searches the following font folders
in Windows:

+ /Resource/Font in the Acrobat folder
+ /Program Files/Common Files/Adobe/Fonts
Distiller searches the following font folders in Mac OS:
+ /Resource/Font in the Acrobat folder
+ /Users/[user name]/Library/Fonts
+ /Library/Fonts
« /System/Library/Fonts

The Acrobat installation includes width-only versions of many common Chinese, Japanese, and Korean fonts,
therefore Distiller can then access these fonts in Acrobat. Make sure that the fonts are available on your computer.
(In Windows, choose Complete when you install Acrobat, or choose Custom and select the Asian Language
Support option under the View Adobe PDF category. In Mac OS, these fonts are installed automatically.)

For information on including fonts in a PostScript file, see the documentation that came with the application and
printer driver you use to create PostScript files.

Note:
Distiller does not support Type 32 fonts.

To specify other font folders for Distiller to search, in Acrobat Distiller, choose Settings > Font Locations. Then in the
dialog box, click Add to add a font folder. Select Ignore TrueType Versions Of Standard PostScript Fonts to exclude
TrueType fonts that have the same name as a font in the PostScript 3 font collection.

Note:

To provide Distiller with access to a font folder that has been moved, use this dialog box to remove the folder listed in its
old location and add it in its new location.

Preview PDFs without local fonts

You can create a printable preview of your document that substitutes default fonts for any text formatted in fonts that
are available on your local computer but are not embedded in the PDE. This preview can help you decide whether to
embed those local fonts in the PDE, to achieve the look you want for your document.

? In the Preferences dialog box under Categories, select Page Display, and then deselect Use Local Fonts.

Note:

If a font cannot be substituted, the text appears as bullets, and Acrobat displays an error message.

Find PostScript font names

If you need to enter a font name manually on the Fonts panel of the Adobe PDF Settings dialog box, you can use a PDF
to find the exact spelling of the name.

1 Use any application to create a one-page document with the font.
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2 Create a PDF from the document.
3 Open the PDF in Acrobat, and choose File > Properties > Fonts.

4 Write down the name of the font, using the exact spelling, capitalization, and hyphenation of the name as it appears
in the Font Info dialog box.

Creating PDFs with Acrobat Distiller

Acrobat Distiller overview

In Acrobat Distiller, you can select settings used to convert documents to PDFs, security options, and font
information. You also use the Acrobat Distiller window to monitor the jobs you've lined up for PDF conversion.
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