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INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp, Inc.’s Mastering Acrobat Made
Easy™ v.Pro DC course. This course introduces the studenl\to
Adobe Acrobat Pro DC, a powerful program that creates an itS
PDF documents. PDF stands for “portable document at.”
Because PDF documents can be viewed by anyone @o has
installed the free Adobe Reader application, it is not Ggassary for
a user to have the same application which ed a PDF
document to see the contents of the PDF do nt. PDF files
preserve the integrity of graphics and te nd render them
accurately when viewed on another deq% egardless of the
settings or preferences of the device.? S can contain many
different types of information, from nd photographs to sound
clips and video. ¢ O

This part of the course is ighed to give a student with little
or no knowledge of the prcK a firm skills base in using Adobe

Acrobat Pro DC.
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GETTING ACQUAINTED WITH ACROBAT

1.1- Introduction to Adobe Acrobat Pro and PDFs:

Adobe Acrobat is a powerful program that creates and edits PDF documents. PDF standxo;
“portable document format.” Because PDF documents can be viewed by anyone who has installed theyfr

Adobe Reader application, it is not necessary for a user to have the same application which cr he
PDF document to see the contents of the PDF document. PDF documents preserve the integrit cs
and text and render them faithfully when viewed on another device, regardless of t tings or
preferences of the device. PDFs can contain many different types of information, from text a otographs

to sound clips and video. @

Many software applications can save documents as PDF files. Microsoft W el, PowerPoint,
and Adobe Photoshop are a few common programs that will let you save a file F. However, many
people agree that Adobe Acrobat is the best program to use for creating , because Acrobat is
specifically designed for working with PDFs and because Adobe is the com that originally developed
the PDF file format. Acrobat is a powerful, versatile application that lets y e new PDFs, edit existing
PDFs, and convert many other file types to PDFs. Acrobat can also be collect data from people who
view a PDF through the use of interactive forms within the PDF.

There are three Adobe applications that relate primarily : Reader, Acrobat Standard, and
Acrobat Pro. Adobe Reader is a free application that can be quic ownloaded from the Internet. Reader
is the most limited in terms of what the program can do. e name suggests, it is used primarily for
viewing PDF documents. Adobe Reader lets users view, ch, and print PDF files. Adobe Reader also
lets users comment on files using sticky notes and maf|

Adobe Acrobat Standard does everything t obe Reader can do, and much more. Acrobat
Standard lets users create, modify, and convert % ocuments. Using Acrobat’'s Standard version, you

i

can build a PDF document from the ground up dit an existing PDF. Acrobat Standard also lets you
create PDF files from within other softw plications. For example, Microsoft Word, Excel, and
PowerPoint files can all be converted to with ease without ever opening the Acrobat application.

Acrobat can even do a bit of the reverﬁx ating Word files and Excel spreadsheets from PDFs. Acrobat
DC Standard is capable of performimgyoptical character recognition, or OCR, on scanned text. Acrobat DC
Standard is also able to capture ages as interactive PDF files that can be viewed offline. In other
words, Acrobat is able to recognize text found in documents such as images. This powerful application even
allows the user to initiater s @ d*document reviews, where comments can be imported and exported as
data sets. One concern lec users is that, although Adobe Reader and Adobe Acrobat Pro DC are
available for Mac operating Systems, Acrobat Standard DC is only available for Windows. So, if you're a
Mac user, your only, n if you want to work with Adobe Acrobat DC is to get the Pro version.

Adobe Axu ro DC does everything that Acrobat Standard DC can do, and much more. Notably,
Acrobat Pro D sers easily convert PDF documents into PowerPoint presentations, Word documents,
and Excel fj ?robat Pro DC also lets you scan or photograph images containing text and then instantly
edit the sihg’fonts that match the original image. Acrobat Pro DC also includes improved support for
Mac NAcrobat Pro DC also lets users create and edit PDFs using mobile devices like iPads and cell

e or example, by using the mobile Acrobat Pro DC application, a user can instantly convert an

iled text document into an interactive PDF form. Using only a smart phone, the form can then be
completed, signed, and returned to the sender without the need for printing or scanning. Mobile users of
Acrobat Pro DC can streamline workflows, reduce the need for paper documents, and work with documents
more quickly than ever before.

©TeachUcomp, Inc. Introductory Acrobat Pro DC 7



GETTING ACQUAINTED WITH ACROBAT

1.2- The Acrobat Environment:

If you are new to Adobe Acrobat, you should begin by familiarizing yourself with Acrobat's WO&E
environment. Start by learning the names and locations of the various tools that you will need to createya

edit PDFs. Acrobat Pro DC has three different views: The Home view, the Tools view, and the I& nt
view. The Home view is the initial view that appears when you first launch Acrobat Pro DC and@@ have

a document open

The first object to examine is the Title Bar, which appears at the very top of the appli@n window.
To the left of the Title Bar is an Acrobat icon. To the right of the Acrobat icon is the na f the open PDF
document. If no document is open, this area displays the name of the application. ight of the Title
Bar is the “Minimize” button, the “Restore Down/Maximize” button, and the “Close”. m

Immediately below the Title Bar is the Menu Bar. The Menu Bar con e “File” “Edit” “View”
“Window” and “Help” menu commands. Clicking any of these commands o @ts drop-down menu. The
Menu Bar appears in the same place in all of Acrobat’s three views.

Just below the Menu Bar is the Tabbed Documents Bar, whichalet u switch between Acrobat’s
three views. Like the Menu Bar, the Tabbed Documents Bar appears t me in all of Acrobat’s views. At
the left end of the Tabbed Documents Bar, the “Home” button a Tools” button appear. Clicking the
“Home” button displays Acrobat’s “Home” view below the Tab ocuments Bar. Clicking the “Tools”
button display Acrobat’s “Tools” view below the Tabbed D entSBar. If no PDF is opened in Acrobat,
the Tabbed Documents Bar does not display the “Doc " view tab. However, if you open a PDF in
Acrobat, a tab appears which displays the documen &? . These tabs appear to the right of the “Tools”

t

button. Clicking the tab shows Acrobat’s “Documen below the Tabbed Documents Bar. If you open
multiple documents, the Tabbed Documents Bar s multiple tabs. Clicking the name of any tabbed
document in the Tabbed Documents Bar sh wib ocument” view of that PDF.

To the right of the Tabbed Documer&n Is a “Share Feedback” button, a “Learn Adobe Acrobat”
button, and a “My Account” drop-do u. The “Share Feedback” button lets Acrobat users

communicate directly with Adobe. Yq equest a feature or report a software bug using the “Share
Feedback” button. Clicking the “Le be Acrobat” button launches an Adobe website where users can
access Acrobat tutorials, user guid nd online community forums. The “My Account” drop-down menu

lets users access and manage their Adobe accounts.
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GETTING ACQUAINTED WITH ACROBAT

1.3- The Acrobat Home View:

After you initially open Acrobat or after clicking the “Home” button in the Tabbed Documents Baﬁz‘
“Home” view appears onscreen under the Tabbed Documents Bar. The “Home” view workspace is divi
into two sections. On the left side of the screen is the Home Panel. This panel contains text butto let
you access various file lists and storage information. The Home Panel offers three “File Lists” d
three “Storage” buttons. By default, the “Home” view shows the “Recent Files” view.

To the right of the Home Panel, the Home screen displays information related to Which button in
the Home Panel is clicked. For example, clicking the “Sent” button in the Home Pane@yws information

about PDFs sent to others. g’
1.4- The Acrobat Tools View: O

This is Acrobat Pro DC’s “Tools” view. The “Tools” view is very di from the “Home” view. In the
“Tools” view, under the Tabbed Documents Batr, is a “Search for tools™ ré& You can find all of Acrobat’s
tools by typing search terms into the text field next to the magnig: ss. Below the “Search for tools”

feature, the Tools screen displays all of Acrobat’s tools in one pl ou can access any feature in Acrobat

Pro DC from this screen.
The Tools screen divides Acrobat’s tools into five % categories. The categories are: tools for
creating and editing PDFs; tools for reviewing and appro Fs; tools for forms and signatures; tools for
protecting and standardizing PDFs; and tools for cu& PDFs. You can use the scroll bar to the right
of the Tools screen to access all categories of NAt the far-right side of the Tools screen, Acrobat
provides a Tools pane with shortcuts to comm ed tools, like the “Create PDF” command. You can
customize the Tools pane by adding, removi rearranging the tool shortcuts. You can also collapse
the Tools pane by clicking the small trian% e left of the pane. Clicking the triangle again expands the
Tools pane.
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GETTING ACQUAINTED WITH ACROBAT

1.5- The Acrobat Document View:

If you double-click a PDF file to open the PDF in Acrobat, the “Document” view will automatica&)f
displayed. If you launch the Acrobat software without opening a PDF file, the “Home” view will be dis%I%‘
h

To access the Document view from the Home view, simply double-click on any recently-ope F

document listed in the Home view. The PDF is displayed in the Document view window, and a e
PDF file name appears in the Tabbed Documents Bar. Acrobat’'s Document view can be di as two
different interfaces: The “Single Document Interface” is displayed when only one PDF is ope n Acrobat.

The “Multiple Document Interface” is displayed when more than one PDF is opened in %téat at the same
time. In the “Multiple Document Interface” view, you can click between tabs in the T, ocuments Bar
to view open PDFs. @

Just below the Tabbed Documents Bar, Acrobat's Document view pr a single toolbar. This
toolbar is where all toolbars, other than the toolbars opened through the “To ane or “Tools” view, will
appear. We will examine the button groups and toolbars that appear Wi% main toolbar in separate

a

lessons of this chapter. gd

To the left of the main document window is a collapsible and@ le panel. This panel is called
the “Navigation Pane.” When expanded, this vertical pane contad ee buttons. Clicking any of these
buttons expands the pane and clicking the same button again c@ses the pane. You can also collapse
the pane by clicking the “Close” button in the upper-right cor f thepane. We will examine the Navigation
Pane more closely in a later lesson. For now, know t mavigation Pane is useful for finding and
managing different types of PDF content, like pages, m& ks, signatures, and more.

To the right of the main document window, ill see Acrobat’'s Task Pane displaying the “Tools”
panel. Notice that the top of the panel displays a your tools here” search feature. You can type the
name of any tool into the search field to ea iI)@ Acrobat features. Below the search tool, you will see
shortcut buttons to common tools. By defauN ools panel displays some of Acrobat’s most commonly-
accessed tools, such as the “Create P ol. You can also customize the Tools panel by adding,

removing, and rearranging buttons. Clic ny button in the Tools panel will display that tool’'s options in
the PDF and also adds a toolbar fop= Is under the main toolbar within the “Document” view. You can
easily close this toolbar by click the ¥X”putton at its right end.

1.6- The Menu Bar: @

Acrobat’s Bar appears the same regardless of which view is displayed. The Menu Bar
contains five dr menus: The “File” menu; the “Edit” menu, the “View” menu, the “Window” menu,

and the “Help’ . Clicking on any menu displays its drop-down command options. As you explore the
Menu Bar, at some drop-down menu options are “greyed-out,” and cannot be selected. Whenever
a menu @n appears in grey, it indicates that the command cannot be executed by Acrobat at the
time. ample, if you haven't made any changes to an open PDF, the “Save” command in the “File”

- menu will not be selectable.
d%The “File” drop-down menu in the Menu Bar provides several important commands related to
mamaging PDF files. You can open existing PDFs, create new PDFs, save changes to a PDF, or print PDFs
using commands from the “File” drop-down menu. You will also notice that the drop-down menus found in
the Menu Bar often display keyboard shortcuts that can be used to perform the same task. For example,
notice that the “Open” command in the “File” drop-down menu displays “Ctrl+O” to the right of the
command. This means that you can open a PDF by either selecting “Open” from the “File” drop-down menu,

©TeachUcomp, Inc. Introductory Acrobat Pro DC 10



GETTING ACQUAINTED WITH ACROBAT

1.6- The Menu Bar- (cont’d.):

or you can press the Control key and the “O” key simultaneously on your computer keyboard. N

The “Edit” drop-down menu provides commands related to making changes to PDFs in Acrobat!
can cut, copy, paste, and delete PDF elements using commands found in the “Edit” menu. The “Edit nu
also contains supplementary editing tools that allow you to check spelling, look up a word, or logat ic
text within a PDF document. Notice that most of the commands listed in the “Edit” me display
keyboard shortcuts to the right of the command.

The “View” drop-down menu provides commands related to the way that A@at is displayed
onscreen. The commands found in the “View” drop-down menu do not make chan PDF, they only
change the appearance of the PDF as it is displayed. You can rotate the vie DF, choose from
various page displays, and adjust the zoom level of a PDF. The “View” drop- menu also provides
commands for changing the way that Acrobat’s workspace looks. For exam @ by selecting the “Display
Theme” command from the “View” drop-down menu, you can adjust the appearance of the Acrobat display.
Notice that some commands display a small triangle (rather than a k ard shortcut) to the right of the
command. This means that the command has more than one opti
you hover your mouse over the “Rotate View” command, a sec

menu prompts you to select from
shortcuts for “Rotate Clockwise” and

The “Window” drop-down menu provides comma ated to managing windows in Acrobat. Using
commands in the “Window” drop-down menu, you ¢ r* crobat in a new window, cascade windows on
your computer screen, and split the screen display. the case with the commands found in the “View”
drop-down menu, the commands found in the “W, drop-down menu do not make changes to PDFs,

The “Help” drop-down menu provide ral commands. These commands let you access Adobe
online support, manage your account, an for updates to Acrobat. The “Help” drop-down menu also
provides a command that lets you sign,o our current user account.

they only change the appearance of Acroba’%’nk e onscreen.

S

1.7- Toolbars in Acrobat: K

Unlike previous \@ of Acrobat, toolbars only appear within the “Document” view. All the
toolbars that are NOT opened by using either the “Tools” pane or “Tools” view appear within a single toolbar
underneath the@{Documents Bar, by default. Toolbars added to the “Document” view from the

“Tools” pane or Jview instead appear as yet another toolbar beneath the main toolbar in “Document”
view.

By after opening the “Document” view, you will see the main toolbar appear under the
Tabbed s Bar. The buttons within this toolbar appear within three groups, by default. The button
group eparated by dividing lines within the main toolbar. The two button groups at its left end contain

t are collectively called the “Common Tools” toolbar buttons. These two button groups contain
nly-used buttons in Acrobat. We will look at customizing the buttons within the “Common Tools”
tool¥ar in a later lesson of this chapter.

To the right of the “Common Tools” toolbar buttons are the “Page Controls” toolbar buttons. These
buttons control commonly-used page navigation features. Unlike the other buttons in the main toolbar, you
can click the “Move page controls out of toolbar” button at the right end of this button group to pop these
buttons out of the main toolbar and then have them appear over the bottom of the PDF in the “Document”
view. When over the PDF, this toolbar disappears after a while if you don’t move your mouse pointer

©TeachUcomp, Inc. Introductory Acrobat Pro DC 11
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GETTING ACQUAINTED WITH ACROBAT

1.7- Toolbars in Acrobat- (cont'd.):

onscreen. You can move your mouse pointer onscreen to make it reappear again, if needed. To place grsi
buttons back into the main toolbar, click the “Move page controls into toolbar” button at its right end.
buttons within the “Page Controls” toolbar cannot be customized.

There are two other toolbars that you can choose to show in the main toolbar. They ar@\ ck
Tools” toolbar and the “Recently Used Tools” toolbar. One way to show these toolbars is to rj ick in the
blank or “empty” area towards the right end of the main toolbar to open a pop-up, or “conte ,” menu of
choices. Alternatively, select “View| Show/Hide| Toolbar Items” from the Menu Bar. Ah@erforming either
task, then click either the “Show Quick Tools” or “Show Recently Used Tools” com rom the pop-up
menu to add the respective toolbar to the right end of the main toolbar. r@

To hide these two toolbars from the main toolbar, right-click in the blan @mty" area towards the
right end of the main toolbar to open a pop-up, or “contextual,” menu of choic@lternaﬁvely, select “View|

Tools” or “Hide Recently
olleéar from the main toolbar.
s to this toolbar for the features

k Tools toolbar is discussed in a
your most recently used tools. This

Show/Hide| Toolbar Items” from the Menu Bar. Then click either the “Hi
Used Tools” commands from the pop-up menu to remove the respectiv

The “Quick Tools” toolbar is fully customizable. You can add,b
and functions you want to always have available. Customizing
separate lesson. The “Recently Used Tools” toolbar simply sh
toolbar changes as you select tools, but is not otherwise cus .

Apart from the main toolbar, you will see toolbar ar under the main toolbar for tool sets that
you open from either the “Tools” pane or the “Tools” vi en opening any of these toolbars, they appear
under the main toolbar and replace the previous tooNe5 oolbar shown, if any were previously opened. At
the left end of the toolbar is the icon and name of | set. Towards the right end are the buttons within
that tool set, followed by an “X” button that yo ick to close the toolbar. To switch the tool set toolbar
shown, click the current tool set name at th nd of the toolbar and then select the tool set to show in
the toolbar from the drop-down menu. To to the document and close the toolbar, select the “Back to
Document” command from the same d% n menu, instead.

You cannot customize the shown in the tool set toolbars, but you can show or hide button
labels for the currently displayed tmt toolbar. To do this, right-click in the blank or “empty” area of the
tool set toolbar to show a pop-up menu. Then select the “Show All Labels” command in the pop-up menu to
toggle the display of the & abels on or off. Alternatively, you can select “View| Show/Hide| Button
gle the display of button labels in the current tool set toolbar on or off.

e Main Toolbar
Q’ The Main Toolb
- . - Fit to View file
Sf?llve Find Show Pagesnm Click | [Zoom e e mend
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1.8- The Common Tools Toolbar:

The left end of the toolbar that appears under the Tabbed Documents Bar in the “Documents"ﬁw
contains the “Common Tools” toolbar. The Common Tools toolbar is a collection of commonly-used bu S,
grouped by different button set categories. This lesson examines the default toolbar buttons th&{ ar
within this toolbar at the left end of the main toolbar in the “Document” view. Q

At the far-left end is a “Save file” button, which lets you save changes to the currentl ed PDF.
To the right is the “Save files to Adobe Document Cloud” button, which lets you upload the cn@tly opened
PDF to Adobe’s Document cloud so you can access it from anywhere with a connecte ice. Continuing
to the right is the “Print file” button, which you can click to print the currently opene&Aﬂer that is the
“Send file as an email attachment” button, which lets you send the current PDF fil itional email or by
using Acrobat’'s “Send and Track” feature. The last button in this button group®i§ the “Find text” button.
Clicking this button let you locate specific text within the current PDF.

Next is a button dividing line that separates the file management ing buttons from the page
navigation and display buttons. To the right of the dividing line are thel' previous page” and “Show
next page” buttons, which are marked with up and down arrows. Thes tons let you move to the next or
previous pages of the current PDF. Continuing to the right is a boxeti number in it, followed by a forward
slash and then another number. The number inside the box i current page number. The second
number, after the forward slash, is the total number of pages™q the“current PDF. To view a specific page,
click into the box and type the page number to view. Thenpess your keyboard's “Enter” key.

The buttons that appear to the right of the n @ g line are actually part of the separate “Page
Controls” toolbar. As mentioned earlier, this toolbar €an“either appear to the right of the “Common Tools”
toolbar in the main toolbar area or floating over tk@ m of the PDF window by clicking the button at its
right end to toggle its position onscreen.

While the buttons that were just N ed are the buttons that appear by default within the
“Common Tools” toolbar, they are not the uttons available. You can also add or remove buttons from
the “Common Tools” toolbar. We will dis ustomizing the Common Tools toolbar in a separate lesson.

1.9- Customizing the CommoQooIs Toolbar:

You can easily ac&% emove buttons from the Common Tools toolbar. This is the toolbar shown
at the left end of the main todtbar under the Tabbed Documents Bar in the “Documents” view. The Common
Tools toolbar is a ¢ on of commonly-used buttons, grouped by different button set categories.

The butt&xa categories that can appear in the Common Tools toolbar are “File Tools,” “Edit
Tools,” “Page tion Tools,” “Page Display Tools,” and “Select & Zoom Tools.” Buttons added to this
toolbar fro %Ie Tools” and “Edit Tools” button set categories appear in the button group to the left of
the divid@ hin this toolbar. Buttons added from the “Page Navigation Tools,” “Page Display Tools,”
and “ Zoom Tools” button set categories appear to the right of the dividing line.

re are two ways to add buttons to and remove buttons from the Common Tools toolbar in Adobe
%t DC. One way is to right-click the blank or “empty” area within the main toolbar to open a pop-up
m of commands. Alternatively, select “View| Show/Hide| Toolbar Items” from the Menu Bar to see the
same menu of commands as a side menu of choices.

After performing either action, the names of the button sets appear in the top section of the menu.
To see the specific buttons available within a button set, roll your mouse pointer over any button set name.
Buttons shown with a checkmark next to their names currently appear in the toolbar. Buttons without a
checkmark do not appear in the toolbar. You can click the name of a button in the side menu of choices for
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1.9- Customizing the Common Tools Toolbar- (cont’d.):

each button set to toggle the checkmark, and thus the button's visibility within the toolbar, on or oNfi
mentioned earlier in this lesson, the buttons appear within their designated “side” of the Comn&d

toolbar. You cannot change the placement or positioning of these buttons within the Common Tool r.

Also, at the bottom of each button set menu is a general “Show All [button set name]’ ¢ 0
add all the buttons within the selected button set to the Common Tools toolbar, select that c d in the
menu. For example, to add all the buttons within the “Edit Tools” button set to the Common s Toolbar,
choose the “Show All Edit Tools” command. %

To reset a button set to its default settings after customizing it, select the “R tton set name]”
command from the button set’'s menu of choices. For example, to reset the buttongsi “Edit” button set to

their default, select the “Reset Edit Tools” command from the button set’s men

1.10- Customizing the Quick Tools Toolbar: K

buttons from the Quick Tools toolbar. You can add buttons to thi bar for the features and functions you
want to always have available. If enabled, the “Quick Tools”leb appears towards the right end of the
n
e

main toolbar under the Tabbed Documents Bar in the “Do " view.
The Quick Tools toolbar only contains two butto

fault. The left button is the “Add sticky note”
button, which you can click to add sticky notes as3%o

If it is shown within the main toolbar in the “Document” can also easily add and remove
O

ents to the currently displayed PDF. The right
button is the “Highlight text” button, which you cm to enable highlighting of text within the currently

displayed PDF.

To customize the Quick Tools toolbax@select “View| Show/Hide| Toolbar Items” from the Menu
Bar to show a side menu of choices or right=@liCk the blank or “empty” area within the main toolbar to open a
pop-up menu. After performing either wthen click the “Customize Quick Tools...” command in the
menu that appears to open the “Cus Quick Tools” dialog box.

File Edit [N Window Help

Home Rotate View

3
Page Navigation
B ¢ e
Page Display v
’

Zoom

Navigation Panes

+ Tools Pane Shift+F4
Taolbar ltems Show Eile Tools
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1.10- Customizing the Quick Tools Toolbar - (cont’'d.):

In the upper-right section of the “Customize Quick Tools” dialog box are four buttons. The first btitton
is the “Add Divider to Toolbar” button. Dividers are nonfunctional elements that help organize button g%

Continuing to the right, the “Move Left” and “Move Right” buttons then appear. The last button to tN is
the “Remove from Toolbar” button.

Below these buttons, the buttons to show in the Quick Tools toolbar appear withi »Tools to
show in Toolbar” section. You can click a button or divider within this section to select it. The ted item’s
background color turns light blue to show it is selected. To modify the selected item, the@e the buttons in
the upper-right corner.

To add a divider to the right of the selected item, click the “Add Divider to @r" button. To move

the selected item one spot to the left, click the “Move Left” button. To move the d item one spot to the
right, click the “Move Right” button. To remove the selected item, click th@zmove from Quick Tools
Toolbar” button.

To add a button to the right of the selected item within the Quickﬁ) oolbar, find the button to add
within the button groupings shown in the “Choose tools to add” sectio u can expand and collapse the
button groups by clicking the title of each grouping. When you fi utton to add in this list, click it to
select it. Then click the “Add to Toolbar” button to the right of the Qw list.

After you have finished customizing the Quick Tools ar, elick the “Save” button at the bottom of
the dialog box to save and apply the customizations. If, you can also instead click the “Cancel”

(]

button within the dialog box to cancel any changes e made to the Quick Tools toolbar. Then just
click the “Yes” button in the confirmation message b x appears to discard the changes you made.

1.11- The Page Controls Toolbar: \\‘ ﬁ

If shown in the main toolbar whe @g the “Document” view of a PDF, the “Page Controls” toolbar
appears to the right of the “Comm s” toolbar and to the left of the “Quick Tools” toolbar, if shown.
This toolbar contains buttons that | u control the navigation and appearance of PDF pages within the
view. You cannot customize thefuttons within this toolbar.

At the left end of this r is the arrow-shaped “Selection tool” button. You can click this button to
activate the Selection to button then turns blue to show it is selected. The Selection tool lets you
select text and images in PDF pages. To the right of the “Selection tool” button, is a button that looks like a
hand. This is the “Pai,t6ol” button. You can click this button to activate the Pan tool. The button then turns
blue to show th& n tool is selected. When examining a magnified PDF page, this tool lets you click

age to move the content onscreen.

and drag withi
: Fit to View file
@ Click Zoom window | | in Read

to pan in width Mode

v v P

*ThePageControIsToolbar A M O® wx - R F =
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1.11- The Page Controls Toolbar- (cont’d.):

Continuing to the right, the “Zoom out” and “Zoom in” buttons appear next. Clicking the “Zoontut
button decreases the magnification of the PDF pages and clicking the “Zoom in” button increases i
magnification. The drop-down to the right of these buttons shows the current magnification level. ote¢an

click the drop-down button to show a drop-down menu of different magnification levels, from whi n
select, to change the PDF page magnification.
To the right of the magnification drop-down is a “Fit to window width and enable scr " button, a

“Fit one full page to window” button, and a “View file in Read Mode” button. You can cli€Ckithese buttons to
change the way Acrobat displays the open PDF pages. If you click the “View file in R e” button, note
that this toolbar moves to the bottom of the PDF page and you can then clic @how main toolbar”
button at its right end to return to the normal PDF view.

To the right of the “View file in Read Mode” button is a “Move pag@ntrols out of the toolbar”
button. When you click this button, the “Page control” toolbar then o:& s a floating toolbar at the
bottom of the PDF window. You can return the toolbar to the main toolbar agg€a by clicking the “Move page
controls into toolbar” button at the far-right end of the floating toolbar

1.12- Resetting All Customizable Toolbars: ? a

You can reset all the customizable toolbars inAc ‘@ C back to their default states, if needed. To
reset all toolbars back to their default states, right-cl%6 blank or “empty” area within the main toolbar or
select “View| Show/Hide| Toolbar Items” from the ar. Then select the “Reset Toolbars” command in
the menu that appears. This resets the appea of the Common Tools toolbar and the Quick Tools
toolbar. It also removes all buttons from the Q‘y Used Tools” toolbar.

1.13- Showing and Hiding All Toolb nd the Menu Bar:

You can show and hide all g’oolbars within Acrobat DC, if desired. You can also show and hide
the Menu Batr, if needed. To or hide all the toolbars, select “View| Show/Hide| Toolbar Items” from the
Menu Bar to show a side r right-click in the blank or “empty” area of the main toolbar to open a pop-
up menu. Then select eithenthe “Hide Toolbars” or “Show Toolbars” command from the menu that appears,
as needed. You can alge press the keyboard shortcut of “F8” on your keyboard to toggle the display of all
the toolbars on @n . This can be useful to note in case you accidentally press the “F8” key on your

keyboard when_u in Acrobat.
You co show or hide the Menu Bar by selecting “View| Show/Hide” from the Menu Bar to show
a side m By right-clicking in the blank or “empty” area of the main toolbar to open a pop-up menu.
Then select the “Menu Bar” command from the menu that appears to toggle its display on or off. Also,
pr s@b “F9” key on your keyboard toggles the display of the Menu Bar both on and off. This is also

emember in case you accidentally press the “F9” key on your keyboard while working in Adobe
Ac t. It also helps to quickly show the Menu Bar after hiding it, as you cannot select the “Menu Bar”
command from the Menu Bar after it is hidden.
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1.14- The Navigation Pane:

The Navigation Pane, which appears as a collapsed pane at the [ = mswmiien Y
left side of the main document window, displays three buttons by default. | ome wois  wunsseimes « +
When clicked, each button opens a different panel within the Navigation ®B8EQ 0 \
Pane. The three buttons shown by default within the Navigation Pane are @ #oemumoes x ||

“Page Thumbnails,” “Bookmarks,” and “Attachments.” In this lesson, you |R & @& OQ
will learn about the functions available within these panels.

You can right-click the button bar at the far-left side of the
Navigation Pane to see a pop-up menu of buttons that represent all the
available panels that can appear within the Navigation Pane. Buttons
within this pop-up menu that show a checkmark next to their names
currently appear within the button bar in the Navigation Pane. Buttons
without a checkmark next to their names do not appear here. You carQ

@ ® S8

click the button names in the pop-up menu to show the associated pan
within the Navigation Pane and add the button to the button bar at the
side of the Navigation Pane. After that, you can then simply gfi
associated button at the left side of the Navigation Pane in the
view the associated panel. To remove the panel buttons yg ve added
to the Navigation Pane, right-click the Navigation Pane a select the
“Reset Panes” command to reset the display of the Nﬁi\ n Pane to its
original three buttons.

Click the “Page Thumbnails” button to di e Page Thumbnails panel. Here, small “thumbnail”
images of each page in the currently displayed, P ppear. You can see each page’s page number below
each thumbnail image. You can click a th i'to display the associated page in the document window

At the top of this panel are ttons. Each panel that appears within the Navigation Pane
contains a toolbar at the top of th . Let's look at the buttons in the toolbar at the top of the “Page
Thumbnails” pane. The “Options” tm is the one with the drop-down menu. This menu contains common
page editing tools. The “Delet& Pages,” “Insert page from another file,” “Rotate Counterclockwise,” and
“Rotate Clockwise” butto to the right. In the upper-right corner of the Navigation Pane, you can

t

pane. You can use the scrollbar at the rig of the panel to scroll through many pages, if needed.

click the “Close” button to he panel you are currently viewing within the Navigation Pane. This button

panel. This panel lets you navigate through bookmarks in a PDF. The leftmost
button in the t at the top of the “Bookmarks” panel is the “Options” button, which contains commands
used to n@ okmarks. There are also buttons that let you delete bookmarks, add a new bookmark, or

appears within all the papels in this pane.
Click th “@?narks” button below the “Page Thumbnails” button in the Navigation Pane to
expand the Boo&

find the eur bookmark. Notice how, when you click on the various bookmarks in the pane, the main
docu indow changes to reflect those bookmark points in the active PDF file. To collapse this pane,
lose” button at the top of the panel.

Click the “Attachments” button underneath the “Bookmarks” button in the Navigation Pane to
expand the Attachments panel. This panel behaves in much the same way as the Bookmarks panel. In the
toolbar at the top of the panel is an “Options” button, which contains commands related to file attachments.
The toolbar also contains buttons for opening, saving, adding new, deleting, and searching for attachments.
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1.15- The Tools Center:

Acrobat’s “Tools” view shows all the software’s tools on one screen. You can use the scroll t&o
the right of the screen to access all the tool categories. Each tool is represented by a labeled button abhove
a drop-down menu. You can access a tool by either clicking its button or by selecting the “Open” € nd

from its drop-down menu.
The Tools Center O

- X
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The first category'%@%eate and Edit” tool group. These tools let you access PDF creation and
t

editing features. The “Cr DF” tool lets you quickly create a PDF document from any format. The
“Combine Files” tool lets yolr combine and arrange multiple files into a single PDF. The “Organize Pages”
tool lets you edit aﬂby deleting, inserting, extracting, and rotating pages. The “Edit PDF” tool lets you
edit images an ithin a PDF file. The “Export PDF” tool lets you convert PDF files into Word

documents, E readsheets, PowerPoint presentations, and more. The “Enhance Scans” tool lets you
convert ph scans of paper documents into “smart” documents with selectable and searchable text.
The “Ric dia” tool lets you incorporate audio, video, and interactive objects into a PDF.

“Review and Approve” category of tools provides several tools that are useful when many
I%st work on the same PDF file. The “Comment” tool lets you add comments to PDF files using
%ﬂs, sticky notes, and other mark-up tools. The “Send for Comments” tool lets you automatically
colléct comments from multiple people in a single PDF. The “Stamp” tool lets you add stamps like
“Approved” or “Draft” to a PDF document. The “Send and Track” tool lets you send documents to others and
track others’ views and downloads of documents. The “Compare Files” tool lets you compare and highlight
differences between two files. The “Measure” tool lets you measure the distance, area, and perimeter of
objects in a PDF.
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1.15- The Tools Center- (cont’'d):

The “Forms and Signatures” category contains several useful tools for working with inter%
documents and forms. The “Fill and Sign” tool lets you fill-in documents and forms electronically an

apply e-signatures to documents. The “Prepare Form” tool lets you quickly convert scanned for rd
documents, and other files into fillable PDF forms. The “Send for Signature” tool lets you ge@ es
from others and track results. The “Certificates” tool lets you apply digital certificates, si es, and
authentication to documents. @

The “Protect and Standardize” category tools let you prepare PDF files for distriw. The “Protect”
tool lets you prevent information in a PDF from being copied, printed, or edited by ot .«Phe “Redact” tool
lets you permanently delete sensitive text, graphics, or hidden data from a PDF. &F Standards” tool
lets you comply with 1ISO standards by creating PDF/A, PDF/E, or PDF/X documehts. The “Optimize PDF”
tool lets you control image and font options for a PDF, reduce the file size o @ DF, and enable fast web
view of a PDF file. The “Print Production” tool lets you preview, preflight, , and prepare a PDF file for
high-end printing. The “Accessibility” tool lets you create and verif files that meet accessibility
standards for people with disabilities.

The “Customize” category contains tools that let you ¢
Custom Tool” feature lets you create a collection of specific A t features to share with others. The
“Action Wizard” tool lets you streamline routine tasks using gtiided Actions. The “Index” tool lets you index
PDF files to quickly search large document collections. avaScript” tool lets you enhance PDF forms
and use JavaScript to connect to databases. ¢

Clicking a tool displays that tool's view. For&a}ple, clicking the “Create PDF” button shows the
“Create PDF” view in the Tools screen, from whic% an make additional selections to create a PDF. To
close the “Create PDF” view, click the “Close Cr DF” button on the far-right side of the “Create PDF”
bar. You can also select the “Back to docu wcommand from the “Create PDF” drop-down menu at the
left side of the “Create PDF” bar. @

On the right side of the Tools%e is the Tools pane. This pane contains shortcuts to some of
Acrobat’s most commonly-used fegtugeS® The Tools pane is customizable. You can add, remove, and
rearrange the shortcuts in the pane% can also collapse the pane by clicking the small triangle to the left
of the Tools pane. Click the tria@a again to expand the pane.

Acrobat’s features. The “Create

gnatures

@ Protect & Standardize

&

PDF Standards Optimize PDF Print Production Accessibility

o =

yyyyyy
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1.16- Customizing the Tools Pane:

You can customize the Tools Pane in Acrobat to suit your needs. The Tools Center displays XO‘}‘
Acrobat’s features in one place. However, the Tools Pane can be adjusted to display only shortcuts tg t
tools you want. Customizing the Tools Pane does not change Acrobat’s ability to perform tasks; ly
helps to improve workflow by putting the features you want “at your fingertips.” You can add shogtc o the
Tools Pane, remove shortcuts from the Pane, and even rearrange shortcuts within the Tools

To add a shortcut to the Tools Pane, first locate the tool in the Tools Center. For exa ,toadd a
shortcut to the “Combine Files” feature to the Tools Pane, click the drop-down arrow %/ the “Combine
Files” tool in the Tools Center. Then select “Add Shortcut” from the drop-down men pears. Acrobat
displays a “Combine Files” shortcut at the bottom of the Tools Pane. Once the s mas been added, it
will always appear in the Tools Pane. If you switch to the Document view, yo %e that the shortcut to
the “Combine Files” tool is available in the Tools Pane. You can now acc@t e “Combine Files” tool

without having to switch to the Tools View.
You can remove a shortcut from the Tools Pane using one of th{n ethods. First, you can simply

right-click the shortcut in the pane and select “Remove Shortcut” fro enu that appears. Second, you
can remove a shortcut from the Tools Pane by clicking the “X” th rs on the right side of the shortcut
button in the Tools Pane when you hover your mouse pointer oveQnally, you can remove shortcuts from
the Tools Pane from within the Tools Center. Click the drop-@@wn of'the tool's shortcut to remove, and then
select the “Remove Shortcut” command. Doing any of thesé\actions removes the shortcut from the Tools

Pane. Keep in mind that removing a shortcut doe ote the tool from Acrobat. Once a shortcut is
removed from the Tools Pane, its associated featureggx;% ill be accessible in the Tools Center.
Create & Ed\o

eate PDF Combine Files Organize Pages
&OOpen - Add - Open | =

Qpen

@f Add Shortcut
Q\ Review & Approve Learn More

an rearrange shortcuts in the Tools Pane using two methods. First, you can simply click and
a%’nortcut button to move the button up or down in the Tools Pane. As you click and drag, a grey bar
%near in the Tools Pane. This bar indicates the spot in the pane where the shortcut button will be
dispfayed. When the grey bar appears in the spot where you want the shortcut, release the mouse button.
The grey bar disappears, and Acrobat moves the shortcut button to your desired location in the pane. You
can also rearrange shortcut buttons by right-clicking on any shortcut and selecting the “Move Up” or “Move
Down” command from the menu that appears. The “Move Up” and “Move Down” commands will move a
shortcut button one space at a time.
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THE ACROBAT ENVIRONMENT:

1. Acrobat Pro DC has three different views: The Home view, the Tools view, and the Document view.ﬁe
Home view is the initial view that appears when you first launch Acrobat Pro DC and do not have a *

document open. $

The Menu Bar contains the “File” “Edit” “View” “Window” and “Help” menu commands. Q

To open any Menu Bar drop-down menu, click the name of the menu in the Menu Bar.

Just below the Menu Bar is the Tabbed Documents Bar, which lets you switch between AQat's views.

To display the “Home” view, click the “Home” button. 6

To display the “Tools” view, click the “Tools” button.

If no PDF is opened in Acrobat, the Tabbed Documents Bar does not display t ument” view tab.

However, if you open a PDF in Acrobat, a tab appears to the right of the “Tg tton and displays the

document’s name.

8. To display Acrobat’s “Document” view, click the tab displaying the me.

9. If you open multiple documents in Acrobat, the Tabbed Documents Bar lays multiple tabs.

10. To view the “Document” view of any open PDF, click the namg o tabbed document in the
Tabbed Documents Bar.

11. To access and manage your Adobe account, click the “MyQunt" drop-down menu located to the
right of the Tabbed Documents Bar.

Noohkown

3
THE ACROBAT HOME VIEW: \\

1. To display the “Home” view, click the “Homnie” utton in the Tabbed Documents Bar.

2. By default, the “Home” view displays “Re es” on the right side of the screen.

3. To open a PDF file listed on the righ of the screen, double-click on the file name.

4. To display a different file list or stokagg’list, click one of the text buttons on the left side of the screen.

THE ACROBAT TOOLS VIEW:

1. To display the “Tools3 , click the “Tools” button in the Tabbed Documents Bar.

2. To find a tool using th&y Search for tools” feature, type search terms into the text field next to the
magnifying glass. o

To access ories of tools, use the scroll bar to the right of the Tools screen.

To collaps ols pane, click the small triangle to the left of the pane.

To expan ools pane, click the triangle again.

3.
4,
5.

THE i%‘ AT DOCUMENT VIEW:

L%access the “Document” view from the Home view, double-click on any recently-opened PDF

ocument listed in the Home view.

2. Acrobat’'s Document view can be displayed as two different interfaces: The “Single Document Interface”
is displayed when only one PDF is opened in Acrobat. The “Multiple Document Interface” is displayed
when more than one PDF is opened in Acrobat at the same time.

3. To view open PDFs in the “Multiple Document Interface” view, click between tabs in the Tabbed
Documents Bar.
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THE MENU BAR:

To display drop-down menus in the Menu Bar, click any Menu Bar command. \
To access commands for opening, editing, and saving PDFs, click the “File” menu. *
To access commands for making changes to PDFs in Acrobat, click the “Edit” menu. $
To access commands related to the way PDFs appear onscreen, click the “View” menu.

To access commands for managing windows in Acrobat, click the “Window” menu.

To access Adobe online support and account management, click the “Help” menu. O

To view keyboard shortcuts for many Acrobat commands, look to the right of th@w Bar

NoohkwhE

commands within the Menu Bar’s drop-down menus. &
TOOLBARS IN ACROBAT: O

1. Toolbars only appear in the “Document” view. All toolbars NOT open@g either the “Tools” pane or
“Tools” view appear within a single toolbar underneath the Tabbed ments Bar.

2. The main toolbar under the Tabbed Documents Bar has butto ided into three groups, separated by
dividing lines within the main toolbar.

3. The two button groups at the left end of the main toolbar’étain ttons that are collectively called the

“Common Tools” toolbar buttons.

To the right of the “Common Tools” toolbar buttons r@
To pop the Page Controls toolbar buttons ouxw& m
over the bottom of the PDF in the “Docume

button at the right end of the button group.

6. To place the buttons back into the ma\o ar, click the “Move page controls into toolbar” button at
its right end.

7. To display the “Quick Tools” toolbfar /or the “Recently Used Tools” toolbar within the main
toolbar, right-click in the blank op. y” area towards the right end of the main toolbar to open a pop-
up menu of choices.

Alternatively, select “View|Show/Hide| Toolbar Items” from the Menu Bar.

9. After performing eithe@ n click either the “Show Quick Tools” or “Show Recently Used Tools”

Page Controls” toolbar buttons.
ain toolbar and then have them appear
, click the “Move page controls out of toolbar”

ok

o

commands from the p enu to add the respective toolbar to the right end of the main toolbar.

10. To hide these two toollars from the main toolbar, right-click in the blank or “empty” area towards the
right end of the rpairftoolbar to open a pop-up menu of choices.

11. Alternativel s@ “View| Show/Hide| Toolbar Items” from the Menu Bar.

12. After perforpmi ither task, click either the “Hide Quick Tools” or “Hide Recently Used Tools”
comma the pop-up menu to remove the respective toolbar from the main toolbar.

13. Toolbars,a r under the main toolbar for tool sets you open. At the left end of the toolbar is the icon
an e’of the tool set, followed to the right by the buttons in the tool set, followed by an “X” button.

itch the tool set toolbar shown, click the current tool set name at the left end of the toolbar and
select the tool set to show in the toolbar from the drop-down menu
16. To return to the document and close the toolbar, select the “Back to Document” command from the
same drop-down menu, instead.
17. To show or hide button labels for the currently displayed tool set toolbar, right-click in the blank or
“empty” area of the tool set toolbar to show a pop-up menu.
18. Then select the “Show All Labels” command in the pop-up menu to toggle button labels on or off.

% e an active tool set toolbar, click the “X” button at its right end.
n
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THE COMMON TOOLS TOOLBAR:

=

To save changes to the currently opened PDF, click the “Save file” button. \

2. To upload the currently opened PDF to Adobe’s Document cloud, click the “Save files to Adobe, “e

Document Cloud” button. ﬁ
To print the currently opened PDF, click the “Print file” button. Q

To send the current PDF file by traditional email or by using Acrobat’s “Send and T ature,

click the “Send file as an email attachment” button.

To locate specific text within the current PDF, click the “Find text” button. %

6. To move to the next or previous pages of the current PDF, use the “Show pre@ age” and

“Show next page” buttons.
7. To view a specific page in the open PDF, click into the current page text@ type the page

hw

o

number to view.
8. Then press your keyboard's “Enter” key.

CUSTOMIZING THE COMMON TOOLS TOOLBAR:
I Qolbar are “File Tools,” “Edit Tools,”

“Page Navigation Tools,” “Page Display Tools,” and “S Zoom Tools.”

2. To add buttons to and remove buttons from the C n Tools toolbar, right-click the blank or
“empty” area within the main toolbar to open a po&hg nu of commands.

3. Alternatively, select “View| Show/Hide| Toolbm " from the Menu Bar to see the same menu of
commands as a side menu of choices.

4. After performing either action, the name§\ utton sets appear in the top section of the menu.

5. To see the specific buttons availabl n a button set, roll your mouse pointer over any button set
name. Buttons shown with a checkm %t to their names currently appear in the toolbar. Buttons
without a checkmark do not app e toolbar.

6. To toggle a button checkmark@i thus the button's visibility within the toolbar, on or off, click
the name of a button in the e menu of choices for each button set.

7. To add all the button the selected button set to the Common Tools toolbar, click the

o

1. The button set categories that can appear in the Commo§3 s

“Show All [button set ption at the bottom of the button set menu.
8. Toreset a button se ts default settings after customizing it, select the “Reset [button set name]”
command from the bfitton set's menu of choices.

QUICK TOOLS TOOLBAR:

ize the Quick Tools toolbar, either select “View| Show/Hide| Toolbar Iltems” from the Menu

1. To
@s ow a side menu of choices or right-click the blank or “empty” area within the main toolbar to
a pop-up menu.
2

er performing either action, then click the “Customize Quick Tools...” command in the menu to open
the “Customize Quick Tools” dialog box.
3. To select a button or divider within the “Tools to show in Toolbar” area of the “Customize Quick
Tools” dialog box, click the divider or button.
4. To modify the selected item, use the buttons in the upper-right corner of the “Customize Quick Tools”
dialog box.
(cont’'d.)
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CUSTOMIZING THE QUICK TOOLS TOOLBAR- (CONT'D.):

To add a divider to the right of the selected item, click the “Add Divider to Toolbar” button \
To move the selected item one spot to the left, click the “Move Left” button. $ *

To move the selected item one spot to the right, click the “Move Right” button.
To remove the selected item, click the “Remove from Quick Tools Toolbar” button.
dnd

©ooNoO

To add a button to the right of the selected item within the Quick Tools toolbar, find tton to
add within the button groupings shown in the “Choose tools to add” section. You can exp

collapse the button groups by clicking the title of each grouping. 6

10. When you find the button to add in this list, click it to select it.

11. Then click the “Add to Toolbar” button to the right of the button list.

12. To save and apply your customizations, click the “Save” button at the bo %the dialog box.

13. To cancel and discard any changes you have made to the Quick TooI ar, if needed, click the
“Cancel” button within the dialog box.

14. Then click the “Yes” button in the confirmation message box that as@

THE PAGE CONTROLS TOOLBAR: Q

1. The “Page Controls” toolbar appears to the right of the “@on Tools” toolbar and to the left of the
“Quick Tools” toolbar in Document view, if shown. @ hi Ibar contains buttons that let you control the

navigation and appearance of PDF pages.

To activate the Selection tool, click the arrow, d “Selection tool” button.

To activate the Pan tool, click the “Pan tool’ n

To decrease the magnification of the X click the “Zoom out” button.

To increase the magnification of th click the “Zoom in” button.

To show a drop-down menu of differént' magnification levels to choose from, click the drop-down

to the right of the zoom buttons.

7. To change the way Acrobat di@ys open PDF pages, use the “Fit to window width and enable
scrolling” button, the “Fit ongffull page to window” button, or the “View file in Read Mode” button.

8. To make the “Page cEnQe oolbar appear as a floating toolbar at the bottom of the PDF

ouhkwn

window, click the “M controls out of the toolbar” button.
9. To return the floating t0elbar to the main toolbar area, click the “Move page controls into toolbar”
button at the far-tighfend of the floating toolbar.

RESETTING m STOMIZABLE TOOLBARS:

1. To reset'all toolbars back to their default states, right-click the blank or “empty” area within the main
0 r select “View| Show/Hide| Toolbar Items” from the Menu Bar.
elect the “Reset Toolbars” command in the menu that appears.
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SHOWING AND HIDING ALL TOOLBARS AND THE MENU BAR:

1. To show or hide all the toolbars, select “View| Show/Hide| Toolbar Items” from the Menu Bar to shgw

a side menu. *
Alternatively, right-click in the blank or “empty” area of the main toolbar to open a pop-up men

2.

3. After doing either action, select either the “Hide Toolbars” or “Show Toolbars” command fro
that appears, as needed.

4. To show or hide the Menu Bar, select “View| Show/Hide| Menu Bar” from the Menu Baro

5. Alternatively, press the “F9” key on your keyboard. 6

6. To restore the Menu Bar, press the “F9” key on your keyboard. @

THE NAVIGATION PANE:

O

1. To see apop-up menu of buttons that represent all the availabl that can appear within
the Navigation Pane, right-click the button bar at the far-left side o Navigation Pane. Buttons within
this pop-up menu that show a checkmark next to their names ¢ appear within the button bar in
the Navigation Pane. Buttons without a checkmark next to theﬁ%nes do not appear here.

2. To show the associated panels within the Navigation e add the button to the button bar
at the left side of the pane, click the button names in @—up menu.

3. After that, you can then simply click the associated»ba the left side of the Navigation Pane in the
future to view the associated panel. \

4. Toremove the panel buttons you have add e Navigation Pane, right-click the Navigation
Pane and then select the “Reset Panes” co %

5. To display the Page Thumbnails paneRCh e “Page Thumbnails” button.

6. To display the associated page of a nail image in the document window pane, click the

the panel.
8. To close the panel you ar§urr ntly viewing within the Navigation Pane, click the “Close” button in

the upper-right corner pof vigation Pane.
9. To expand the Book& anel, click the “Bookmarks” button below the “Page Thumbnails” button in
the Navigation Pane.

10. To expand the Atta€hments panel, click the “Attachments” button underneath the “Bookmarks” button
in the Navigatio ne.

thumbnail.
7. To scroll through many pageséﬂkPage Thumbnails panel, use the scrollbar at the right side of

1. ss the Tools Center from Acrobat’'s Home screen, click the “Tools” button in the Tabbed
ents Bar. Acrobat’s “Tools” view shows all the software’s tools on one screen.
2. access all the tool categories in the Tools Center, use the scroll bar to the right of the screen.

3. To access atool, click its button. You can also access a tool by selecting the “Open” command from its
drop-down menu.

4. To access Acrobat’s PDF creation and editing features, use the “Create and Edit” tool group’s tools.
5. To access Acrobat’s commenting and mark-up features, use the “Review and Approve” tool group’s
tools.
(cont’'d.)
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THE TOOLS CENTER (CONT'D.):

6. To access Acrobat’s tools for working with interactive documents, forms, and signatures, us
tools from the “Forms and Signatures” category. *

7. To access features that prepare PDF files for distribution, use tools from the “Protect and \
Standardize” category.

8. To customize Acrobat’s features, use tools from the “Customize” category.

9. To display atool’s “view,” click the tool from within the Tools Center. O

10. To close a tool’s “view,” click the “Close” button on the far-right side of that view’'s @ndary toolbar.

11. On the right side of the Tools screen is the Tools pane. This pane contains shortr@ ome of

Acrobat’'s most commonly-used features.
12. To collapse the pane, click the small triangle to the left of the Tools pane. %
13. To expand the pane, click the triangle again. O

CUSTOMIZING THE TOOLS PANE: Of ?

1. The Tools Pane can be adjusted to display only shortcuts to t?@)ls you want. Customizing the Tools
Pane does not change Acrobat’s ability to perform tasks; jisgnerelyhelps to improve workflow.
%ﬁe Tools Center.
rtcut” from the drop-down menu.
he shortcut in the pane and select “Remove

2. To add a shortcut to the Tools Pane, first locate the

3. Then click the tool's drop-down arrow and select “

4. To remove a shortcut from the Tools Pane, rig %@
Shortcut” from the menu that appears. @T

5. Alternatively, click the “X” that appears on t side of the shortcut button in the Tools Pane when
you hover your mouse pointer over it. 6

6. Alternatively, to remove shortcuts fr, e Tools Pane from within the Tools Center, click the
drop-down of the tool's shortcut to re %and then select the “Remove Shortcut” command

7. Removing a shortcut does not d e tool from Acrobat. Once a shortcut is removed from the Tools
Pane, its associated feature is s cessible in the Tools Center.

8. To rearrange shortcuts in{e Tools Pane, click and drag any shortcut button to move the button up or
down in the Tools Pang.

9. Asyou click and drag bar will appear in the Tools Pane. This bar indicates the spot in the pane
where the shortcut buttowill be displayed.

10. When the grey barafipears in the spot where you want the shortcut, release the mouse button.

11. Alternativel n also rearrange shortcut buttons by right-clicking any shortcut and selecting the
“Move Up” ve Down” command from the menu that appears..
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Purpose:

1.

To learn the environment of, and be able to view a PDF document within, Adobe Acrobat Pro D\

Exercises:

1.

BO0NO O~

12.

13.
14.

15.
16.

)
19.
20.

$A.

If using the DVD-ROM or digital download versions of this product, you can click th@%TERl-
Samplel” hyperlink in the “Instructional Materials” section of the main interfacesto open the PDF
using your default PDF application. %

If you do not have Adobe Acrobat Pro DC set up as the default applicat sed to open PDF
documents on your computer, first open Adobe Acrobat Pro DC, sel ife] Open...” from the
Menu Bar and then use the “Open” dialog box to navigate to the s included within the
“SAMPLES” folder in the DVD-ROM or unzipped digital download f elect the PDF file named
“CHAPTER1-Samplel.pdf” within this folder and then click the button in the “Open” dialog

Locate the Tabbed Documents Bar within the application.

Display Acrobat’'s “Home” view.

Display Acrobat’s “Tools” view. Q

Display Acrobat’s “Document” view. S

Locate the Common Tools toolbar within the ication.

Locate the Page Controls toolbar buttons.

While in Document view, click the “M%’j%e controls out of toolbar” button to pop the Page

box to open the PDF file.
After opening the file, locate the Menu Bar within the Adot@ t application.

Control buttons out of the toolbar an e them appear over the bottom of the PDF.

Click the “Move page controls into r’ button at the right end of the floating toolbar to place the

buttons back into the main toolba:

Right-click in the blank or “e Jarea towards the right end of the main toolbar to open a pop-up

menu of choices, then click Quick Tools” to display Quick Tools in the main toolbar.

Right-click in the blank Qr“empty” area towards the right end of the main toolbar to open a pop-up
Q&“Show Recently Used Tools” to display the recently used tools in the

menu of choices, the

main toolbar. K

Right-click in the blank or “empty” area towards the right end of the main toolbar to open a pop-up
menu of choices#then click the “Hide Recently Used Tools” command to remove the recently used
tools fro t%in toolbar. The Quick Tools remain in the main toolbar.

Click the=% ext” button in the Common Tools toolbar to display the “Find” dialog box.

rd “globally” into the text field within the “Find” dialog box, and press the “Enter” key on
rd. Acrobat displays the page of the currently-opened PDF where the search term

S.
k the “X” in the upper-right corner of the dialog box to close the search feature.

crobat is currently displaying page 3 of the PDF. Click into the current page text box in the
Common Tools toolbar, click and drag to select the number 3, and then type the number 5 in its
place.

Then press the “Enter” key on your keyboard to display page 5 of the PDF.

Click the “Zoom out” button in the Page Controls toolbar to decrease the magnification of the open
PDF display.

(cont’d.)
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GETTING ACQUAINTED WITH ACROBAT

Exercises- (cont’d.):

21.

22.
23.

24.

25.

26.

27.

28.

29.

30.
31.

32.
33.

34.

35.

36.

37.
38.

39
40

Click the “Zoom in” button in the Page Controls toolbar to increase the magnification of the ®pen

PDF display. <
Select “View| Zoom| Actual Size” from the Menu Bar to display the PDF pages at their actu&V
Select “View| Zoom| Fit Width” from the Menu Bar to display the PDF pages to fit theiu@ ithin

the document area. Q
Click the “Show previous page” button in the Common Tools Toolbar four times to re to the first

page of the PDF.
Select “View| Zoom| Pan & Zoom” from the Menu Bar to display the “Pan " window over
Page 1 of the PDF.

Place your mouse pointer over the upper-right corner of the red rec shown in the “Pan &
Zoom” window until your mouse pointer turns into a double-pointed arr
When it does this, click and drag down and to the right with your m change the size of the red

rectangle until it covers the area of the slide where the “Widget Sﬁ xt is located.

Place your mouse pointer over the top side of the red recta% ithin the “Pan & Zoom” window
until you see the mouse pointer turn into a “hand” icon. W es this, click and drag it up and to
the right to pan around the PDF page. Qﬂ

Click the “X” button in the upper-right corner of the “P Zo

Locate the Navigation Pane within the application
Right-click the button bar at the far-left side o&g

" window to close it

and it to show its button bar, if needed.
igation Pane to see a pop-up menu of buttons
pear in the Navigation Pane. Buttons within this
ir names currently appear within the button bar in

that represent all the available panels that ¢
pop-up menu that show a checkmark nexit
the Navigation Pane. D

Click the “Page Thumbnails” button N y the Page Thumbnails panel.

Click on a thumbnail image in t e Thumbnails panel to display the associated page of a
thumbnail image in the document ow pane.

Click the “Bookmarks” butto the “Page Thumbnails” button in the Navigation Pane to display
the Bookmarks panel. @

Click the “Attachments"Qton underneath the “Bookmarks” button in the Navigation Pane to display

the Attachments n@
Click the “Close”[&n in the upper-right corner of the Navigation Pane to close the panel and

collapse the Navigation Pane.
Locate the “ﬁne Files” tool in the Tools Center.

“Combine Files” tool, click the drop-down arrow below the tool and select “Add

Pane and then select “Remove Shortcut” from the menu that appears.

After loca
Shortc the available commands.
. Loc ‘Combine Files” shortcut button you just added to the Tools pane.
. @u ave located the new shortcut in the Tools pane, right-click the shortcut button in the
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