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INTRODUCTION AND OVERVIEW

Welcome to TeachUcomp, Inc.’s Mastering Acrobat Made
Easy™ v.Pro DC course. This class introduces the student\to
Adobe Acrobat, a powerful program that creates and edit\J F
documents. PDF stands for “portable document format.” e
PDF documents can be viewed by anyone who has ins@ed the
free Adobe Reader application, it is not necessary 69a user to
have the same application which created a PDF ent to see
the contents of the PDF document. PDF fj preserve the
integrity of graphics and text, and render t&@ accurately when
viewed on another device, regardles% f* the settings or
preferences of the device. PDFs can cm@:n many different types
of information, from text and phot@ap s to sound clips and
video. ¢ O

This part of the course is igned to give a student with an
introductory knowledge of ogram an advanced knowledge
of Adobe Acrobat Pro DC.(&
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COLLABORATING

11.1- Methods of Collaborating:

In addition to being a powerful tool for creating PDF documents, Acrobat DC can also be us%tz
collaborate with others. Collaboration is most commonly done as part of a document review proces
matter which of the collaboration tools are used in the review, or how many people are part of th W,
the basic workflow process is the same. A review initiator makes a PDF document availal@ other
participants, the participants review and comment on the PDF, and the comments are c by the
initiator of the review either manually or automatically. @

PDFs can be shared with reviewers using two different methods: email review ared document
review. When you initiate either type of review, Acrobat launches a small progr erally called a
“wizard,” to guide you through the process of sharing the PDF document with ot r@ewers. For server-
based shared document reviews, Acrobat tracks responses received from revi using a feature called
“Tracker.” The “Tracker” feature allows you to manage shared PDF revie nd even lets you set a
deadline for commenting, after which no more comments can be publi ~@ r email review, you must
manually import back into your original PDF any comments made in copies\ef the PDF that you share with
the reviewers. For both methods, reviewers can add comments to the using either Acrobat or Adobe

Reader, as long as the security settings of the document allow addQ ments.

11.2- Sending for Email Review: Q

.

You can send a PDF document to reviewe Qan email-based review process. This type of
document review is most effective when only a fe are reviewing a document. Comments made to a
shared PDF using this method must be manu ported back into the originating PDF by the review
initiator. Before initiating an email documen@ make sure that your email application is configured so
that it works with Acrobat. To start an em%' w, open the PDF to share in Acrobat, and then select the
“Send for Comments” tool from the “ & Approve” section of the Tools Center. The “Send for
Comments” screen is displayed. Cli “Send for Comments by Email” button found in the Send for
Comments toolbar.

The first time you initiatefa shared PDF review in Acrobat, the “Identity Setup” dialog box launches,
and you can enter identifyi mation about yourself so that the reviewers will know who has initiated
the review. At a minimu ust enter a valid email address into the “Email Address” field to proceed.
After entering the identifyinginformation, click the “Complete” button.

In the “Getti rted” screen of the wizard that appears, the file name of the currently opened PDF
is automatically the “Specify a PDF file to Send by Email for Review” drop-down menu. To share a
different PDF i , click the adjacent “Browse...” button to launch an “Open” dialog box where you can
find and sel fferent PDF to share. Then click the “Open” button to add it to the drop-down field. After
selecting@?, lick the “Next” button. The selected PDF becomes the “Master File,” and the “Invite

ese are the email addresses of the reviewers to whom the PDF will be sent. You must enter at

ne valid email address to continue. Many users enter their own email address into the list as well.

This can be helpful when learning to use the document review features in Acrobat, because it will allow you
to see exactly what reviewers receive when invited to participate in a managed email review. To enter
multiple email addresses, enter one e-mail address on a line and then press the “Enter” key on your
keyboard to move to the next line, where you can type the next email address. You then repeat this to enter
one email address on each line. Alternately, you can click the “Address Book” button to open the Address

Revie sCreen is displayed.

%ﬁe “Invite Reviewers” screen, you can type one or more email addresses into the large text field
@ h
le

©TeachUcomp, Inc. Advanced Acrobat Pro DC 6



COLLABORATING

11.2- Sending for Email Review- (cont'd.):

Book for your associated email application, which you can use to select the email addresses o&ws
reviewers, if available. Then click the “To” button to add the selected email addresses. Then click the 9
button in the “Address Book” after selecting your email addresses to add them to the large white t in
the “Invite Reviewers” screen. After entering all of the email addresses of reviewers, click the “Nekt t

In the “Preview Invitation” screen, Acrobat will generate both an email subject title tandard
invitation message. You can highlight the text in either the “Subject” or “Message” fields add to or
replace the default text with your own. You must, however, send the exact same mess%sto all recipients
of the invitation. When you have made your changes, click the “Send Invitation” butto h.

At that point, the “Send Email” dialog box opens so that you can select a z’application to use.
After making your selection, click the “Continue” button. If you selected yQ fault email software
application, then the “Outgoing Message Notification” message box Iaunco signify that the email

invitations have been created. This message box lets you know that base € send and receive settings
of the selected email application, you may need to manually send the 4pvitations. Read the message and
then click the “OK” button to close it. If needed, open your emall ication and manually send the

invitations to the reviewers.
When reviewers receive the email invitations, the PDF is@ded as an email attachment. When a
reviewer opens the PDF using Acrobat or Adobe Reader, it launieh the PDF file and show commenting
tools with reviewing instructions. As reviewers make co s and reply to you via email by clicking the
“Send Comments” button in the PDF, you can ope ﬂ—&/ eived email attachments to import comments
into your master PDF file. In this type of documentm process, participating reviewers cannot see the
comments of other reviewers or interact with other% ers.

11.3- Sending for Shared Review: %:

You can initiate a “shared nt review,” in which all participants can view and respond to
others’ comments. Shared review usually more effective than email reviews if many people will be
participating in the document refiew.

Send for Shared Commenting *

The shared revie m creates a copy of
. . . How do you want to collect comments from your reviewers?
the file on a shared serv ion of your choosing
m

) | Automatically collect comments on my own intemal server -
which allows others to co ent and collaborate on
the shared PDF di ﬂy. The shared file will be Your own nternalserver allows you to
named the sam original, but with a “_review” Distrbute
+  Reviewers can use Adobe Acrobat 1D. Adobe Reader 10, or a later

added to the fi e.
To i Q shared review, open the PDF to _,
share a@e and then select the “Send for ~= R o i A
Com ytool from the “Review & Approve” section I ——
e Center. The “Send for Comments” screen e
[ ayed. Click the “Send for Shared Commenting” - Collect
butteh found in the Send for Comments toolbar. The & " R o e oo e s e
“Send for Shared Commenting” screen is displayed. T e pendsdsnd ubsn ey spended
The “Send for Shared Commenting” wizard
will pose questions to you on each screen. Answer
the questions, make any choices needed, and provide
it with the requested information in each screen. Help Nor > Cancel

L

+ Send your shared review using your wn server location (a SharePeint
subsite”, a web server folder, or & network folder).

Comment

[ I
3 :

rarePoint subsites are the new default review server If you are using
010 or earlier versions, SharePoint workspaces will
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COLLABORATING

11.3- Sending for Shared Review- (cont’d.):

When finished within a screen, click the “Next” button at the bottom of the wizard to proceed %\*e'
next screen. If needed, you can click the “Previous” button to return to a previous screen and change'lyo

answers. When you have finished, click the “Send” button to save the PDF to a shared Iocationx nd
notifications to the selected users to review the file. Note that if you are publishing a document thatalready
contains markups or comments, you will see a message box appear after clicking the “Se tton that
asks if you want to publish the existing comments to the review server as the author. You ca k “Yes” or

“No,” as desired. %

Acrobat will save the setting choices that you make within this wizard 4 sharing server
configuration file that you can select from the drop-down on the first screen of %rd in the future to
share another PDF using the same shared reviewing settings. That way you willénly need to step though
the wizard again if you want to share the file in a new way using a different se @ onfiguration.

To delete a saved server sharing configuration file that y onger use, select “Edit|
Preferences...” from the Menu Bar to open the “Preferences” dialog bo& ect the “Tracker” category at
the left side of the dialog box. Then select the sharing configuratio% lete from the “Remove Custom
Server Locations” drop-down in the area to the right. Then cIick@ move Server Profile” button to the

right of the drop-down and click “Yes” in the message box that ap to delete the selected server sharing
profile. Then click the “OK” button at the bottom of the “Prefe@s” ialog box to save your changes.

>

11.4- Reviewing Documents: \

To review a shared PDF that has bee @6 your email account via an email review, open the
PDF attachment within the email using A(ﬁ\, robat 6 or Adobe Reader 7, or later. Then make any
comments needed within the PDF and cﬂbj e “Send Comments” button to open a “Send Comments”
dialog box. The recipient's email addres default subject and message text will appear within the “Send
Comments” dialog box that launch can click into the message text to add any additional text, if
needed. Then click the “Send” butt@ open a “Send Email” dialog box. Select the email application you
want to use to send the PDF vﬁ;\ this dialog box and then click the “Continue” button to send the email,
with the reviewed PDF at c@ ck to the recipient.

To review a doc& ent for shared review, open the shared review PDF using either Adobe
Acrobat 10 or Adobe Reader 10, or later, to conduct a review. More recent versions of Acrobat and Adobe
Reader will have shared review commenting options, so using the more recent versions is
recommended. W@me PDF is opened, a message box will appear that says, “Click to connect to the
shared revie ared review document name].” Click the “Connect” button within this message box to
connect to wged document.

Ir@x screen, enter the information which will identify you to other reviewers: “Email Address,”
“Namer™ Ntle” and “Organization Name.” The “Email Address” and “Name” are required fields. Then click
t tton. The “Welcome to Shared Review” screen launches, showing you your review status, profile

alist of other reviewers. Click the “OK button.

You can now add comments and markups to the shared document using the “Comments & Markup”
tools within the application you used to open it. You can check for new comments as you are working by
clicking the “Check for New Comments” button in the yellow message bar at the top of the PDF window.
When you are done reviewing the shared document, click the “Publish Comments” button in the yellow
message bar at the top of the PDF window. Adobe will display a message indicating that the comments
were published and they can then be viewed by other reviewers.

©TeachUcomp, Inc. Advanced Acrobat Pro DC 8



COLLABORATING

11.5- Adding Comments and Annotations:

As long as a PDF doesn't have security features applied to restrict commenting, you canﬁg
comments to any PDF file using Acrobat. Usually, comments are added by document reviewe
messages to the author of the PDF. However, some people also use commenting tools to WritN to

themselves while creating PDFs. Q

To access Acrobat's commenting tools, select “Comment” from the “Review & Apprevel section of
the Tools Center. The “Comment” screen is displayed. Commenting tools are found in t Comment”
toolbar. The appearance of the Comment toolbar changes based on whether you eIect@mw or hide the

toolbar’s button labels.

By default, Acrobat does not display button labels. However, if you right-cli l@he “empty” area of
the toolbar, a pop-up menu allows you to check the “Show All Labels” feature. \A the “Show All Labels”
option is checked, the tools that are not immediately visible in the toolbar are @ d in the “Options” button
on the far right of the toolbar. For this lesson, leave the “Show All Label Ure checked, so that button
names appear in the toolbar. &]

In the Comment toolbar, you'll see buttons for adding sticky % ighlights, text effects, drawings,
and even stamps to PDFs. You can even attach files to a PDF us'@s commenting tools, or add an audio

recording as a comment. Most comments added to a PDF co two parts: The icon or markup that
appears on the PDF page, and the text that appears as a p message when the comment is selected.
The panel on the right side of the “Comment” screen disp omments added to the PDF.

The “sticky note” is a tool used to apply a c ﬂ@nywhere you would like to place it within the
PDF pages. To add a sticky note to a PDF, click th sticky note” button in the Comment toolbar. The
pointer will change into a speech bubble tool, and n click in the PDF page at the spot where you want
the sticky note to appear. A pop-up sticky no% n shown onscreen containing your reviewing identity
name, along with the date and time that the\ S created.

Type the text comment for the sti te within the text field shown. You can click and drag the
border of the sticky note to move it withi page. To resize the note, place your mouse pointer over the
bottom corners of the note until yo double-pointed arrow appear, and then click and drag. When
you're done adding text, click back i@he PDF document.

The Comment pane reflécts the addition of the new sticky note. Within the PDF document window,
the sticky note box disappe t the small sticky note markup icon remains on the PDF page to alert
viewers that there is a c relating to this page. They can see the comment appear when they hold
their mouse pointer over the comment in the PDF page. You can double-click the markup icon to display the
sticky note comme again, if needed.

You canx e “Highlight text” tool in the Comment toolbar, and then click and drag over text
within a PDF highlight it.

To L@e text as a commenting markup, click the “Underline text” tool found in the Comment
toolbar, @h ick and drag over text within a PDF to underline text.

ark text that must be removed from a PDF, click the “Strikethrough text” button in the Comment
t ar{{and then click and drag over text within the PDF. The selected text remains part of the PDF, but
ears with a red strikethrough line.

You can also markup text in a PDF that needs to be replaced. To do this, click the “Replace Text”
button found in the Comment toolbar. Next, click and drag over the text in the PDF that will be replaced. A
blue strikethrough line appears over the selected text, and a pop-up note appears onscreen. Type the
replacement text into the note, and then click “Post.”

To make a note about text that must be added to the PDF, click the “Insert Text” button found in the
Comment toolbar. Next, click the spot on the PDF where new text should appear. An “Inserted Text” markup

©TeachUcomp, Inc. Advanced Acrobat Pro DC 9



COLLABORATING

11.5- Adding Comments and Annotations- (cont'd.):

icon appears where you clicked, and a pop-up note appears onscreen. Type the text that should be a%d,

and then click “Post.” *
To add a text comment to a PDF, click the “Add text comment” button found in the CommeN r,
t

and then click the spot on the PDF where you want the comment to appear. Type your commeﬁq n
format the text using the small pop-up toolbar that appears. Unlike a sticky note, text nts are
displayed on the PDF. 0

When you roll your mouse pointer over the comment, you should see a blue b(@ng box appear.
You can click and drag the bounding box to move the text comment within the pa can place your
mouse pointer over the resizing handles that appear on the border of the boundip @and then click and
drag to resize the text box. You can place your mouse pointer directly over the_text within the box and click
into it to edit the text again. You can then click into the PDF page again to stop @ ing the text.

You can also add a text box comment to a PDF. To do this, click t Add text box” button found in
the Comment toolbar, and then click the spot on the PDF where you want theftext box to appear. A text box

with a red outline is placed onto the PDF. Type your comment into the box. Keep in mind that text box
markups cannot be formatted like text comment markups. When a text box comment to a PDF, the
markup appears as red text on a white background.

The “Draw” tool allows you to add freeform marku a F. To use this tool, click the “Draw”
button found in the Comment toolbar. The cursor turns i encil tool, and you can click and drag within

touchscreen device.

If you want to remove drawing markups fr DF, click the “Erase Drawing” button found in the
Comment toolbar. The cursor turns into an r® , and you can click and drag to remove any drawing
markups on the PDF. As you click and draaE reen displays portions of the drawing markup that will be

| W/t

the PDF to make markups on the document. Th% is helpful for those using Acrobat with a

removed from the PDF. When you let go ouse button, the markups are removed.

You can click the “Add stamp” to he Comment toolbar to add a stamp to the PDF page. After
clicking this tool, click the stamp to y scrolling through choices shown in the drop-down menu. You
will then see the stamp appear as @nsparent image when you place your mouse pointer over the PDF
page. Click the desired Iocation% the PDF page to add the stamp to the page. We will discuss using this
tool in more detail in a later | in this chapter.

To add a file as a&( ment to a PDF, select “Add a new attachment| Attach File” from the drop-
down menu that appears, Next, click the spot within the PDF where you want the markup for the attachment

to appear. The “A tachment” dialog box is displayed. Use this dialog box to navigate to, and then
select, the file tO\X . Then click the “Open” button in the “Add Attachment” dialog box to open the “File
s” dialog box.

Attachment Pr,

On %earance” tab, set the “Icon,” “Color,” and “Opacity” of the icon used for the markup. On
the “Ge L tab, you can enter a “Subject” and “Description” for the attached file. Then click the “OK”
butto the markup to the PDF page. A user can double-click the attachment icon to display the

“ dialog box if they want to open the file.
%You can also add an audio recording markup to a PDF. To do this, select “Add a new attachment|
Record Audio” from the drop-down menu that appears. After selecting this tool, click at the place within the
PDF page at which you want the markup for the audio file to appear to launch the “Sound Recorder” dialog
box. Click the “Record” button in this dialog box to start recording the audio you want to add to the PDF.
Then click the “Stop” button to stop the recording when finished.

You can click the “Play” button to play the recording back, if needed. When you are ready to add the
audio, click the “OK” button to open the “Sound Attachment Properties” dialog box. On the “Appearance”
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COLLABORATING

11.5- Adding Comments and Annotations- (cont'd.):

tab, set the “Icon,” “Color,” and “Opacity” of the icon used for the markup. On the “General” tab, yoik¢an
enter a “Subject” and “Description” for the sound file. Then click the “OK” button to add the markup t@ t
PDF page. A user can double-click the audio icon to play the audio recording within the PDF. \

You can delete any annotation in the PDF page by right-clicking the markup icon of the a@@ o' to

remove and then clicking the “Delete” command in the pop-up menu that appears. Alternatel an click
the markup icon to select it and then press the “Delete” key on your keyboard to delete the a tion. Don't
forget to save the PDF in order to preserve comments. 6
11.6- The Comment Pane: %

After markups have been added to a PDF, Acrobat displays a list o tions within the Comment
pane. To display the Comment pane, simply select the “Comment” t the Tools Center or Tools

Pane. Notice that the top of the pane provides a “Search Comment% ield. You can click into this field
and then type text that you want to find within a comment to lo ments. Delete the text within the
field to display all comments again when finished. Q

The total number of comments that have been added gethe PDF is displayed below the search field,
along with three drop-down buttons. You can use the “Sog.Cemments” drop-down button to sort comments
by their page on the PDF, by author, by date added, Q,n pe of comment, by checkmark status, or even

by color.

To the right of the “Sort Comments” drop- ou’ll see
the “Filter Comments” drop-down button. i the “Sort
Comments” feature, which displays all ¢ s, the “Filter 6 Comments v Yr e
Comments” tool allows you to designate omments will be =
displayed in the Comment pane. B)Lsm , Acrobat is set to far ! o
“Show All Comments.” If you don’t ments displayed, you Tiffany
can check the "Hide All CommeRitS’) option within the “Filter This font looks great!
Comments” drop-down. You cﬂalso filter comments in number B
of other ways: You can display only comments made _
by specific reviewers or @only certain types of comments. Tiffany

. . Let's put another logo here!

You can even filter comments based upon their status or color.
However, it's impor, #to keep in mind that filtering comments
only removes t earance of some comments. It doesn't Tiffany
completely re arkups from a PDF. Should we give more information here?

Tot ’Q\ of the “Filter Comments” tool, the Comment 1/23/2018 31 PM
pane prq S “Options” button. You can click this button to Tiffany
acces jtional commenting features. The commands in this Should this image be larger?

- menu allow you to print a summary of all comments, or 232018 3417 PM

%t e comments to another application, such as Microsoft Tiffany
Word. The “Options” drop-down menu also gives you access to & Hiohlioht
Acrobat's commenting preferences, where you can adjust many
aspects of the commenting and markup process, if desired. These .
commands will be discussed in the next lesson in this chapter. Tiffany

You can click a comment within the Comments List panel 'C/___ e
to select that comment within the PDF page. It appears with a '
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11.6- The Comment Pane- (cont’'d.):

blue border in the PDF page. After selecting a comment in the Comments List, you can click the che%
in its lower-left corner to mark it as checked. This can help you keep track of reviewed comments. You

also right-click a selected comment and then roll over the “Set Status” command in the pop-up at
appears. You can then click a status in the side menu of choices shown to set the status of tiie d
comment. This will make filtering comments by their status more effective.

You can also reply to comments within the Comments List panel. To reply to a cor@nt, click to
select the comment in the Comments List panel. The comment is highlighted within th
your reply...” text field appears at the bottom of the comment. You can click into the t
and then click the “Post” button to add the reply to the comment. Notice that a “
top right corner of the comment in the Comment panel. The number that is disp
the number of replies to the original comment. Keep in mind that if you are
process, you will have to email the new file to the comment author before 1@-

el, and a “Type
to type a reply,
on appears at the
ith this icon indicates
g an email-based review
on will see your reply.

11.7- Advanced Comments List Option Commands:
t 2

You can click the “Options” button in the small toolbamat théstop of the Comments List panel in the
Comment pane to display a drop-down of advanced co %mmands. To display the Comment pane,
simply choose “Comment” from the Tools Center or T Ie.

You can expand and collapse the comments 0& e Comments List panel by choosing either the
“Expand All” or “Collapse All” command from the d n menu.

To print the PDF and a content summar that lists the contents of the comments in the PDF,
select the “Print with Comment Summary” c\@d in the drop-down menu to open the “Print” dialog box
where you can set your printing settings a% click the “Print” button.

To create a customized commentys ary, select the “Create Comment Summary” command from
the drop-down menu to open the “C omment Summary” dialog box. Select a layout for the comment
summary by selecting an option bu@n the “Choose a Layout” section. You can select a paper size from
the “Paper Size” drop-down.

You can sort the by making a choice from the “Sort comments by” drop-down. Select a
font size to use by selecﬁ@ desired option button in the “Font Size” section. In the “Include” section,
select the desired option butten to choose which comments to include.

You can cheek @r uncheck the “Pages containing no comments” checkbox to include or exclude
those pages. Y (@Iso specify a page range by entering a page range into the “Pages” section. When
you have ma selections, click the “Create Comment Summary” button to create and display the
comment s as a new PDF.
pert*comments from another PDF into the current PDF, select the “Import Data File...”
the drop-down menu to open the “Import Comments” dialog box. Use this dialog box to
S DF file or FDF file (which is a comments export file type) that contains the comments you want
t%)r and then click the “Open” button. Acrobat automatically imports and embeds comments from the
seleeted file into the Comments List panel. If the comments did not originate in the same document, you
may see a message box asking if you want to import the comments. You can click the “Yes” button to
import the comments anyway.

To export selected comments to an FDF file, select the desired comments to export in the
Comments List panel and then choose the “Export Selected to Data File...” command from the drop-down
that appears when you click the “Options” button in the toolbar at the top of the Comments List panel. Use
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11.7- Advanced Comments List Option Commands- (cont’d.):

the “Export Comments” dialog box that appears to select where to save the file. Type a name for the fiI%to
the “File name” field and then click the “Save” button to save the file as an FDF file, which, as you just a
moment ago, can then be imported into another PDF file, if needed. \n

To export all comments into an FDF file, choose the “Export All to Data File...” comm e
drop-down menu to open the “Export Comments” dialog box. Use the dialog box to select wh ave the
file and type a name for the file into the “File name” field. Click the “Save” button to save the s an FDF

file, which, as you just saw previously in this lesson, can then be imported into another F%ile, if needed.
To export the comments in a PDF to Microsoft Word or to AutoCAD, you mu Microsoft Word
or AutoCAD installed on your computer. You can then select either the “Export to W command or the
“Export to AutoCAD...” command from the drop-down menu to open a wizard tha guide you through the
process of exporting the comments to the selected application. If you would 1&: to review the process of
importing and exporting comments between Word and Acrobat, you can % e lesson titled “Importing
Acrobat Comments in Word” to view the same wizard that you also use t@ eXport comments to Word.

11.8- Enabling Extended Commenting in Acrobat Reader: Q

Acrobat DC. In previous versions of Reader, users only hiad access to the “Sticky Note” and “Highlight Text”
tools unless features had been extended for the PDF% Obat.

If you don’t know which version of Adobe that reviewers will use, it's a good idea to extend
the commenting features of a PDF before % or review. To do this, choose “File| Save As Other|

Newer versions of Adobe Reader include all of tl@kup and commenting tools included with

Reader Extended PDF| Enable Commentin uring” from the Menu Bar. A dialog box will launch and
display information about saving the PDF the information and then click the “OK” button. The “Save
As” dialog box launches, and you can n e new file and designate a save location. It is a good idea to
choose a file name that gives you jcation that it is the enabled PDF. Then click the “Save” button
when you are ready to save the cop@h the extended commenting features enabled.

11.9- Using Drawing To

In addition to the basic “Draw” tool that was demonstrated in the “Adding Comments and
Annotations” lesso lier in this chapter, Acrobat DC provides several other drawing markup tools. You
can add drawing ps that remain visible on a PDF page at all times, even when the Comments List
panel is displ @ ith the exception of the “Add text callout” drawing markup tool, the other drawing

e Sinple shapes that do not contain text comments by default. However, you can easily add a

0 any drawing markup, if desired.
b dccess the drawing markup tools, first click the “Comment” tool in the Tools Center or Tools
a By default, drawing tools appear in the Comment toolbar. However, drawing tools may appear in a
r%r of different places, depending on Acrobat’s settings. For example, if the “Show All Labels” feature is
enabled, the Comment toolbar appears very different. If you don’t see drawing markup buttons in the
Comment toolbar, click the “Options” button found on the right side of the Comment toolbar. When you
move your mouse over the “Drawing Tools” option in the drop-down menu, a side menu of drawing tools
appears. You can select any of these tools to make drawing markups on the PDF. You can also select the
“Expand Drawing Tools” option to move the drawing tools into the main toolbar choices. To return drawing
| tools to their original, separate menu, simply click the “Collapse Drawing Tools” button that appears. To |
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11.9- Using Drawing Tools- (cont’d.):

return drawing markup buttons to the Comment toolbar, right-click the toolbar and then uncheck the "%W

All Labels” option. *

The “Add text callout” tool will draw a text box with an attached arrow that points to sometM he
PDF page. To add a text callout, select “Text Callout” from the Drawing Tools. The pointer;@g to a
crosshair tool. Click the PDF page at the spot that the arrow will point to and then either dra ition the
text box or click once again at another location to position the text box. Once the text box hg@en placed,
you can immediately type the text to add to the drawing markup. You can manipulate th t callout just as
you manipulate other text elements in Acrobat. You can resize the text box by clicki ragging on the
resizing handles, or you can move the text box by clicking and dragging the bor, he box. Note that,
when a text callout is selected, that you can also use the resizing handle end of the arrow to
reposition it within the page, if needed. You will find that you can use these @ techniques to move and
resize all of the drawing markup shapes shown in this lesson. To del drawing markup, click its
border to select it and then press the “Delete” key on your keyboardﬁ t-click the markup and then
choose the “Delete” command in the pop-up menu that appears.

The other drawing markup tools allow you to add shapes documents. Keep in mind that you
can also use the “Draw freeform” and “Erase Drawing” tools fo in the Comment toolbar to draw and
erase freeform images within a PDF. To flip an arrow that have drawn when using the “Draw arrow”
drawing markup tool, you can right-click the arrow and t Qel‘ect the “Flip Line” command in the pop-up
menu to flip the arrow pointer to the other end. ¢ 6

You can right-click a drawing markup in the
pop-up menu that appears to open the “Propertie

appearance of the shape by clicking the “AK

and choose the “Properties...” command in the
g box for the selected shape. You can change the
" tab and then changing the settings shown to adjust
ickness,” and “Fill Color.” Note that the exact properties
elected. Make any changes you want to apply on this tab

settings such as the “Style,” “Color,” “Opacityy’
available will change, depending on the
and then click the “OK” button.

To add a text pop-up note t awing markup, right-click the drawing markup to which you want
to add text and then select the “O op-Up Note” command in the pop-up menu that appears. A small
pop-up text window appears, like the ones associated with the other text annotations. Type the text to

associate with the drawin@ into the pop-up note and then click into the PDF to set the pop-up hote.

11.10- Stamping a eating Custom Stamps:

comes with | preset stamps that are commonly used in business, such as stamps for approving a
documer@ic ting where a user needs to add a signature to a document. You can also create your own
custo ps, if needed.
add a preset stamp to the current PDF page, select “Comment” from the Tools Center or Tools
e.JThe Comment toolbar is displayed. Click the “Add stamp” drop-down button found in the Comment
toolBar. The drop-down menu that appears contains three categories of stamps: Dynamic stamps, stamps
for signing documents, and standard business stamps. When you roll your mouse over one of these three
categories, the available stamps are displayed. Notice that the “Dynamic” stamps all include custom
messaging related to the current time, date, or Acrobat user. The “Sign Here” stamps provide common
messages related to signing and initialing documents. The “Standard Business” stamps include a variety of
messages commonly used in business settings.

The AQ p” tool in the Comment toolbar is used to place a stamp into a PDF page. Acrobat

©TeachUcomp, Inc. Advanced Acrobat Pro DC 14



COLLABORATING

11.10- Stamping and Creating Custom Stamps- (cont’d.):

To add a stamp to a PDF, click to select a stamp from one of the “Add stamp” drop-down categ&se.
The mouse pointer changes to display a semi-transparent image of the stamp. Remember, once placedj t
stamp will appear somewhat opaque. In other words, text or images under the stamp may be diffic
once the stamp is applied. Choose an appropriate spot on the PDF, and click to place the stame
Note that the “ldentity Setup” dialog box will appear and prompt you to ente identity
information, if you haven't entered that information already, after selecting a stamp from “Dynamic”

€,

stamp category %

To add a stamp to the “Favorite” stamps list shown at the top of the drop-d u that appears
when you click the “Add stamp” tool, select the stamp to use in the drop-down Then immediately
select the “Add stamp” tool button again and select the “Add Current Stamp T rites” command in the
drop-down menu.

To create a custom stamp from an existing image file, click th
“Custom Stamps” command, and then choose the “Create...” comman the side menu to open the
“Select Image for Custom Stamp” dialog box. Click the “Browse...” b% find the image file to use for the
custom stamp. Use the file format drop-down in the lower-right C(Q he dialog box to select the type of

k

stamp” tool, roll over the

image files to view, if needed. After finding the image file, click it t ect it and then click the “Open” button
to return to the “Select Image for Custom Stamp” dialog box,€lick the “OK” button in this dialog box to open
the “Create Custom Stamp” dialog box. You can choo add the stamp to one of Acrobat’s existing

stamp categories by selecting one from the “Categ down, or you can create a new category for
your stamp by typing a new category name into thi -down field. Type a name for the stamp into the
“Name” field. Ensure that there is a checkmark in Down sample stamp to reduce file size” checkbox to

You can also create a temporary sta the contents of an image file you have copied to your
Clipboard to create a one-time use type of: in a PDF. To do this, copy the image file you want to apply
as a stamp using your image editin re. Then click the “Add stamp” tool and select the “Paste
Clipboard Image as Stamp Tool” ¢ . Then click into the document at the location at which you want
to stamp the copied image file. O@

ensure the stamp is not too large. When finiah{%‘l the “OK” button to create the custom stamp.

11.11- Importing Chanq@eview:

When you e the reviewer’s copies of the shared PDF sent for an email review, you can
double-click the ents within the received emails to open the PDF that contains the reviewer’'s
markups. Acr | display the “Merge Comments?” message box that lets you know that this is a copy of
a PDF that ed for review and that it may contain markups and comments. It then asks if you would
like to o;@ tfacked PDF and merge any comments and markups from the attachment PDF into the
origin To merge the comments and markups into the original PDF, click the “Yes” button. To only

utton. You can then review the comments and markups received from this reviewer in Adobe

t. When you are satisfied with the comments and markups after reviewing them, you can then click
the “Merge Comments” button in the yellow message bar at the top of the PDF window to merge the
comments into the original, tracked PDF file. Acrobat will then open the original PDF and merge the
comments from the copy into it. After completing the merge, Acrobat will inform you of that fact in a
message box. Click “OK” to close the message box. You can see the merged comments shown in the
“Comments List” panel in the “Comment” pane in the Task Pane. You can then save and close the original

% py so you can review the comments and markups prior to merging, click the “No, open this copy
a
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11.11- Importing Changes in a Review- (cont’d.):

for New Comments” button in the yellow taskbar at the top of the shared document’s PDF window ck
for newly published comments within the shared document. Acrobat will display a summary paog- y
comments that were added or removed to the document and the comments will automaticall ar within
the PDF.

After the review has ended, you may want to save an archive copy of the file. %o this, you can
click the “Save an Archive Copy” button that appears in the yellow taskbar at the t e PDF file only
after the review has ended to open a “Save and Work Offline” dialog box. Use thi g box to select the
location to which you want to save the file. The file name will default to the originakfile name with “_archive”
added to the end of it. You can then click the “Save” button in the dialog box @ ve the archive copy. This
copy will contain all of the comments in the file as of the time the archive Was created. Note that you
can also save an archive copy at any time during the review process§if ded, by clicking the “Server
Status” button in the yellow taskbar at the top of the PDF window agd selecting the “Save as Archive
Copy...” command from the drop-down menu that appears. Q

PDF file in Acrobat. \*
When working with a PDF using the shared document review feature, you simply click the%
f

11.12- Using Tracker to Manage PDF Reviews: Q

.
You can manage all of the documents that % ently have out for review by using the Tracker
feature within Acrobat. To view the Tracker Windom Acrobat and select “Send for Comments” from the
Tools Center. The “Send for Comments” screen tisplays the “Send for Comments” toolbar. Click the “Track
Comments” button found in the “Send Comx oolbar. Alternatively, select “View| Tracker...” from the
Menu Bar to open it. The “Tracker” dialog w n appears.
[

The Tracker window displays ¢ n the right pane for the item selected in the left pane. The
“Latest Updates” item is selected you open this window and shows the latest updates on your
reviewed file in the area to the righ can click the small downward-pointing arrows next to the items in

the left pane to expand and cellapse the sections shown. The items shown in the left pane, from top to
bottom, are “Reviews,” L%Joined,” “Forms,” “Distributed,” “Received,” and “Server Status.” The
documents that you hav@or review will appear under the “Sent” category in the “Review” section.
Reviews you have joined asya reviewer will appear under the “Joined” section of the “Review” section. To
view the updates fg (pecific review you have sent, select the name of the file shown in that section to
display its statu n@ area at the right side of the Tracker window. At the top of the right side of the
window, you ¢ click the “View Comments” or “File Location” hyperlinks to open the PDF and display
it within Acr

F e®t document reviews, you can also click the “Change Deadline” hyperlink in this same
sectio n the “Change Deadline” dialog box. In this dialog box you will see the names of the current
rewi hown in the “To” field. You can edit or add addresses shown in the “To” and “Cc” fields, if
r%i. hen click the “Review Deadline” hyperlink in the lower-left corner of this dialog box to open the
“Chafige Review Deadline” dialog box. You can then select the “New review deadline” option button and
use the adjacent drop-downs to set the new review deadline date and time or you can select the “No
deadline” option button to remove any deadline from the review. Then click the “OK” button to change the
deadline. Then click the “Send” button to email the reviewers regarding the deadline change. You can then
use the “Send Email” dialog box to send the emails and click “OK” in the Change Deadline” message box
that appears.
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11.12- Using Tracker to Manage PDF Reviews- (cont’d.):

To end a shared document review, click the “End Review” hyperlink in the Tracker window fN\;
selected PDF file. Then click “Yes” in the Adobe Acrobat message box that appears to end the review
reading the message. Note that you can restart a review by extending the deadline, if needed.

In the “Reviewers” section at the right side of the Tracker window, you can click th iI“All
Reviewers” hyperlink to email all reviewers of the PDF during a review. To start a new sh cument
review using the same reviewers of the currently selected PDF review, click the “Start Ne view with

Same Reviewers” hyperlink to open the “Send for Shared Review” dialog box. You fill it%is you normally
would, but note that this time the reviewers’ email addresses will already appe you send the
invitations for the PDF review. You may also individually email a reviewer by clicki %r email link shown
in the right pane of the Tracker window.

After a PDF review is closed and you no longer wish to use the Tracandow to track the review,
you can click the PDF review to remove within the left pane of the Tr indow and then click the
“Remove selected files or folders from Tracker” button, which looks likefa h can icon, at the bottom of
the left pane to remove the file from the Tracker window. You n click the “Yes” button in the
confirmation message box that appears to remove the file from th r window.

Note that you can also select a shared document server s in the “Server Status” section of the
left pane of the Tracker window to view the connectivity and ate Status of the servers to which you have
saved shared review documents. If a server name appe re with a yellow exclamation mark icon, that
means that there were connectivity or updating issues’ e server that you should investigate to ensure
that the comments are being published correctly. K

To close the Tracker window when you arefTi ed using it, click the “X” in the upper-right corner of
the window.
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SENDING FOR EMAIL REVIEW:

1. To start an email review, open the PDF to share in Acrobat and then select the “Send for Commegts”
tool from the “Review & Approve” section of the Tools Center. *
Then click the “Send for Comments by Email” button found in the Send for Comments toolbar. \

3. The first time you initiate a shared PDF review in Acrobat, the “Identity Setup” dialog box la , and

you can enter identifying information about yourself so that the reviewers will know who initiated the

review. At a minimum, you must enter a valid email address into the “Email Address” fi proceed.

After entering the identifying information, click the “Complete” button.

4. In the “Getting Started” screen of the wizard that appears, the file name of the ¢ opened PDF is
automatically shown in the “Specify a PDF file to Send by Email for Review” d%z’/n menu.

5. To share a different PDF instead, click the adjacent “Browse...” button to la an “Open” dialog box
where you can find and select a different PDF to share. Then click the ‘ n” button to add it to the

N

drop-down field.

6. After selecting a PDF, click the “Next” button. g

7. In the “Invite Reviewers” screen, you can type one or more emailNaddresses into the large text field
shown. These are the email addresses of the reviewers to w PDF will be sent. You must enter
at least one valid email address to continue. Many users en@eir own email address into the list as
well.

8. To enter multiple email addresses, enter one e-maj ess on a line and then press the “Enter” key

this to enter one email address on each line.

9. Alternately, you can click the “Address Book” 0 open the Address Book for your associated email
application, which you can use to select the | addresses of the reviewers, if available. Then click
the “To” button to add the selected emal sses. Then click the “OK” button in the “Address Book”
after selecting your email addresses them to the large white text box in the “Invite Reviewers”
screen.

10. When you have entered all of th addresses of reviewers, click the “Next” button.

11. In the “Preview Invitation” scr Acrobat will generate both an email subject title and a standard
invitation message. You caﬁghlight the text in either the “Subject” or “Message” fields and add to or

replace the default te \AQ r own.
12. When you have made anges, click the “Send Invitation” button to finish.

13. At that point, the “Send ail” dialog box opens so that you can select an email application to use. After
ion, click the “Continue” button.
14.If you selec r default email software application, then the “Outgoing Message Notification”
message nches to signify that the email invitations have been created. This message box lets
you kn ased on the send and receive settings of the selected email application, you may need
d the invitations. Read the message and then click the “OK” button to close it. If needed,
r email application and manually send the invitations to the reviewers.
: eviewers receive the email invitations, the PDF is included as an email attachment. When a
J%ewer opens the PDF using Acrobat or Adobe Reader, it will launch the PDF file and show
mmenting tools with reviewing instructions. As reviewers make comments and reply to you via email
by clicking the “Send Comments” button in the PDF, you can open their received email attachments to
import comments into your master PDF file.

on your keyboard to move to the next line, Where% type the next email address. You then repeat
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SENDING FOR SHARED REVIEW:

1. To initiate a shared review, open the PDF to share and review and then select the “Senthfor
Comments” tool from the “Review & Approve” section of the Tools Center.
. Click the “Send for Shared Commenting” button found in the Send for Comments toolbar. \O
3. This wizard will pose guestions to you on each screen. Answer the questions, make @ ices
needed, and provide it with the requested information in each screen.
4. When finished within a screen click the “Next” button at the bottom of the wizard to proc@o the next

N

o

screen.

If needed, you can click the “Previous” button to return to a previous screen and r@our answers.

When you have finished, click the “Send” button to save the PDF to a ocation and send

notifications to the selected users to review the file.

7. Note that if you are publishing a document that already contains markups @ omments, you will see a
message box appear after clicking the “Send” button that asks if -% ant to publish the existing
comments to the review server as the author. You can click “Yes” or ¥No¥gés desired.

8. Acrobat will save the setting choices that you make within this Wi@ 0 a sharing server configuration
file that you can select from the drop-down on the first screen izard in the future to share another

»

PDF using the same shared reviewing settings. That way yo only need to step though the wizard
again if you want to share the file in a new way using a di rver configuration.

9. To delete a saved server sharing configuratio that you no longer use, select “Edit|
Preferences...” from the Menu Bar to open the “Pré s” dialog box.

10. Select the “Tracker category at the left side of th g box.

11. Then select the sharing configuration to delet e “Remove Custom Server Locations” drop-down

in the area to the right.
12. Then click the “Remove Server Profile
message box that appears to delete th
13. Then click the “OK” button at the bott

to the right of the drop-down and click “Yes” in the
ted server sharing profile.
the “Preferences” dialog box to save your changes.

6

1. To review a shared x at has been sent to your email account via an email review, open the
PDF attachment W|th|n the email using Acrobat 6 or Adobe Reader 7, or later.

2. Make any com needed within the PDF and click the “Send Comments” button to open a “Send
Comments” @o

3. The recipr‘ mail address and default subject and message text will appear within the “Send

REVIEWING DOCUMENTS:

Comme log box that launches.
4. You @k to the message text to add any additional text, if needed.
5. T ick the “Send” button to open a “Send Email” dialog box.
he email application you want to use to send the PDF within this dialog box and then click the
6%mtinue" button to send the email, with the reviewed PDF attached, back to the recipient.
7 review a document sent for shared review, open the shared review PDF using either Acrobat 10
or Adobe Reader 10 or later to conduct a review.
8. When the PDF is opened, a message box will appear that says, “Click to connect to the shared review
of [shared review document name].”

9. Click the “Connect” button within this message box to connect to the shared document.
(cont'd.)
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REVIEWING DOCUMENTS- (CONT'D.):

10. In the next screen, enter the information which will identify you to other reviewers: “Email Address,”

“Name,” “Title” and “Organization Name.” The “Email Address” and “Name” are required fields. *

11. Then click the “OK” button. \

12. The “Welcome to Shared Review” screen launches, showing you your review status, profile &n ist of
other reviewers.

13. Click the “OK button. O

14. You can now add comments and markups to the shared document using the “CC@ents & Markup”
tools within the application you used to open it.

15. To check for new comments as you are working, click the “Check for Ne @ents" button in the

yellow message bar at the top of the PDF window.

16. When you are done reviewing the shared document, click the “Publish C(@ents” button in the yellow
message bar at the top of the PDF window.

17. Adobe will display a message indicating that the comments WereQ shed and they can then be
viewed by other reviewers.

ADDING COMMENTS AND ANNOTATIONS: Q

1. To access Acrobat’s commenting tools, select*” nt” from the “Review & Approve” section of
the Tools Center. x

2. To add a sticky note, choose the “Add sticky % ol in the Comment toolbar.

3. Click in the PDF page at the spot where you e sticky note to appear. A pop-up sticky note is then
shown onscreen.

4. Type the text comment for the sticky n in the text field shown.

5. To move a sticky note, click and dr order of the sticky note to move it within the page.

6. To resize the note, place your e pointer over the bottom corners of the note until you see a
double-pointed arrow appear, a en click and drag.

7.

When you’re done adding tegt, click back into the PDF document.
8. The Comment pane refl addition of the new sticky note. In the PDF document window, the sticky
note disappears, but

up icon remains to alert viewers that there is a comment on this page.
9. The comment appears when they hold their mouse pointer over the comment in the PDF page.
10. You can double-glick'the markup icon to display the sticky note comment box again, if needed.
11. To highligh , Blick the “Highlight text” tool in the Comment toolbar, and then click and drag over
text within page to highlight it.
12. To und ext as a commenting markup, click the “Underline text” tool found in the Comment
n click and drag over text within a PDF to underline text.
13.To ext that must be removed from a PDF, click the “Strikethrough text” button in the Comment
:ﬂo@', and then click and drag over text within the PDF. The selected text remains part of the PDF, but
14.

ars with a red strikethrough line.
markup text in a PDF that needs to be replaced, click the “Replace Text” button found in the
Comment toolbar, and then click and drag over the text in the PDF that will be replaced.
15. A blue strikethrough line appears over the selected text, and a pop-up note appears onscreen.
16. Type the replacement text into the note, and then click “Post.”
(cont’d.)
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ADDING COMMENTS AND ANNOTATIONS- (CONT'D.):

17. To make a note about text that must be added to the PDF, click the “Insert Text” button found i

Comment toolbar.
18. Then click the spot on the PDF where new text should appear. \
19. An “Inserted Text” markup icon appears where you clicked, and a pop-up note appears ons

20. Type the text that should be added, and then click “Post.”

21. To add a text comment, click the “Add Text Comment” tool in the Comment toolbar.

22. Click the spot on the PDF where you want the comment to appear.

23. Type your comment, and then format the text using the small pop-up toolbar thatﬁ

24. To move atext comment within the page, click and drag the comment’s bo OX.

25. To resize a text box, click and drag the resizing handles that appear on th r of the bounding box.

26. To edit the text in a text comment, place your mouse pointer directly O\éne text within the box and
click into the box.

27. Edit the text in the comment. g(

28. Then click into the PDF page again when you are finished editing@

29. To add a text box comment to a PDF, click the “Add text R ton found in the Comment toolbar
and then click the spot on the PDF where you want the text b(@ippear.

30. A text box with a red outline is placed onto the PDF. Typ r cdmment into the text box.

31. To use the “Draw” tool, click the click the * Dra = tton found in the Comment toolbar. The
cursor turns into a pencil tool.

32. Click and drag within the PDF to make markups c&\document.

33. To remove drawing markups from a PDF, “Erase Drawing” button found in the Comment
toolbar.

34. The cursor then turns into an eraser tool\

35. Click and drag to remove drawing mar% n the PDF

36. As you click and drag, the screen displ portions of the drawing markup that will be removed from the
PDF.

37. When you let go of the mouse b , the markups are removed.

38. To access Acrobat’s stamqing tools, click the “Add stamp” tool in the Comment toolbar.

39. Next, click the stamp y scrolling through choices shown in the drop-down menu.

40. The stamp then app a transparent image when you place your mouse pointer over the PDF

page.
41. Click the desire tion in the PDF page to add the stamp to the page.
42. To add a fil attachment to a PDF, select “Add a new attachment| Attach File” from the drop-

down me ppears

43. Click th Qithin the PDF where you want the markup for the attachment to appear.

44. Use tlfe ttachment” dialog box to find and select the file to attach.

ick the “Open” button in the dialog box.

; e Attachment Properties” dialog box is displayed.

%the “Appearance” tab, set the “Icon,” “Color,” and “Opacity” of the icon used for the markup.

48.70n the “General” tab, enter a “Subject” and “Description” for the attached file, if desired.

49. Then click the “OK” button to add the markup to the PDF page.

50. To add an audio recording markup to a PDF, select “Add a new attachment| Record Audio” from the
drop-down menu that appears.

51. Click at the place within the PDF page at which you want the markup for the audio file to appear.
(cont'd.)
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ADDING COMMENTS AND ANNOTATIONS- (CONT'D.):

52. Click the “Record” button in the “Sound Recorder” dialog box to start recording the audio you WN[O
add to the PDF. *

53. Then click the “Stop” button to stop the recording when finished. \

54. To play the recording back, click the “Play” button.

55. To add the audio after recording, click the “OK” button to open the “Sound Attachm perties”
dialog box.

56. On the “Appearance” tab, set the “Icon,” “Color,” and “Opacity” of the icon used for tl'%arkup.

57. On the “General” tab, enter a “Subject” and “Description” for the sound file.

58. Then click the “OK” button to add the markup to the PDF page. @

59. To delete any annotation in a PDF page, right-click the markup icon of t %tation to remove, and
then click the “Delete” command in the pop-up menu that appears. Alterna@you can click the markup
icon to select it and then press the “Delete” key on your keyboard to d annotation.

=

2. To locate specific comments in the Comment pa into the “Search Comments” text field at
the top of the Comment pane. 23

3. Type text that you want to find within a comment ents containing the text will be displayed in the
comment pane.

4. To display all comments in the Comment after performing a search, delete the text within the
“Search Comments” text field. \66

5. To sort comments in the Commem , use the “Sort Comments” drop-down button within the
pane.

6. To designhate which comment e displayed in the Comment pane, use the “Filter Comments”
drop-down found to the right of “Sort Comments” drop-down.

7. To access additional cogffmenting features and Acrobat’'s commenting preferences, use the
“Options” button found,t ight of the “Filter Comments” drop-down.

8. To printa summary@mments, use the “Options” button in the Comment pane.

9. To export comments tovanother application, use the “Options” button in the Comment pane.

THE COMMENT PANE:
. To display the Comment pane, select the “Comment” t@&e Tools Center or Tools Pane.
li

10. To select a co t within a PDF page, click the comment within the Comments List panel. The
comment wil with a blue border in the PDF page.

11. To mark a ed comment as checked, click the checkbox in the comment’s lower-left corner (after
selectin mment)

12. To sefrthestatus of a comment, first select the comment.
13. Ne% ight-click the selected comment and then roll over the “Set Status” command in the pop-up menu

h ears.
click a status in the side menu of choices shown.
15: reply to comments within the Comments List panel, click to select the comment in the Comments
List panel.

16. Click into the “Type your reply...” text field and type your reply.
17. Click the “Post” button.
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ADVANCED COMMENTS LIST OPTION COMMANDS:

=

oo

10.
11.
12.
13.
14.

15.

16.

17.
. Type a name fo%ile into the “File name” field and then click the “Save” button.
19.

18

20.

21.Cl
%@ort the comments in a PDF to Microsoft Word or to AutoCAD, you must have Microsoft Word
.

23.

To display the Comment pane, choose “Comment” from the Tools Center or Tools Pane. \u
To display a drop-down of advanced comment commands, click the “Options” button in the
toolbar at the top of the Comments List panel in the Comment pane.

To expand and collapse the comments in the Comments List panel, choose either the @

or “Collapse All” command from the “Options” drop-down menu.

To print a PDF with a content summary page that lists the contents of the commen@
select the “Print with Comment Summary” command in the “Options” drop-down mer%

the PDF,

Set print settings using the “Print” dialog box.
Then click the “Print” button. @
To create a customized comment summary, select the “Create Comme mary” command from
the “Options” drop-down menu.
Select a layout for the comment summary by selecting an option n the “Choose a Layout”
section of the “Create Comment Summary” dialog box.
Select a paper size from the “Paper Size” drop-down. Q
ents by” drop-down.

Select a font size to use by selecting the desired option button e “Font Size” section.
Select the desired option button to choose which comme 0 inClude using the “Include” section,.
If desired, specify a page range by entering a page r to the “Pages” section.

If desired, sort the comments by making a choice from the “SCQ

When you have made your selections, click the®4C e Comment Summary” button to create and
display the comment summary as a new PDF. }\

To import comments from another PDF i e current PDF, select the “Import Data File...”
command from the “Options” drop-dow open the “Import Comments” dialog box. Use this
dialog box to select the PDF file or FD& hich is a comments export file type) that contains the
comments you want to import and t ck the “Open” button. Acrobat automatically imports and
embeds comments from the select e into the Comments List panel. If the comments did not
originate in the same docume may see a message box asking if you want to import the

comments. You can click the “Y utton to import the comments anyway.
To export selected commﬁs to an FDF file, select the desired comments to export in the Comments

List panel and then c “Export Selected to Data File...” command from the “Options” drop-down
at the top of the Com ssList panel.
Co

Then use the “Export ments” dialog box to select where to save the file.

To export a
“Options”

ents into an FDF file, choose the “Export All to Data File...” command from the
wn menu.

“Save” button to save the file as an FDF file.

utoCAD installed on your computer. You can then select either the “Export to Word...” command or
e “Export to AutoCAD...” command from the drop-down menu to open a wizard that will guide you
through the process of exporting the comments to the selected application
To review the process of importing and exporting comments between Word and Acrobat, review
the lesson titled “Importing Acrobat Comments in Word” to view the same wizard that you also use to
export comments to Word.
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ENABLING EXTENDED COMMENTING IN ACROBAT READER:

1. To extend the commenting features of a PDF before sending it for review, choose “File| Sa\NAs
Other| Reader Extended PDF| Enable Commenting & Measuring” from the Menu Bar. *

2. A dialog box will launch and display information about saving the PDF. Read the information\ en
click the “OK” button.

3. The “Save As” dialog box launches. Name the new file and designate a save location.
4. Then click the “Save” button. O
USING DRAWING TOOLS: @

1. To access Acrobat’s drawing markup tools, click the “Comment” tool&ools Center or Tools
Pane.

2. To show button labels in the Comment toolbar, right-click the “e art of the toolbar and select
the “Show All Labels” option from the menu that appears. When {gn bels are displayed, drawing
markup buttons appear within the “Options” button found on th t Side of the Comment toolbar.

3. To move the drawing tools into the main toolbar choices button labels are displayed, select
the “Expand Drawing Tools” option in the “Drawing Tools” enu‘ghoices of the “Options” drop-down.

4. To return drawing tools to their original, separate n@click the “Collapse Drawing Tools” button
that appears. IS

5. To return drawing markup buttons to the Con&\ olbar, right-click the toolbar and then uncheck
the “Show All Labels” option.

6. To add a text callout, select “Text Callout” @He Drawing Tools. The pointer turns into a crosshair
tool.

7. Click the PDF page at the spot that th Xw will point to and then either drag to position the text box or
click once again at another location t %on the text box.

8. Once the text box has been plac e the text to add to the drawing markup.

9. To resize atext callout box, cl d drag on the resizing handles.

10. To move a text callout boxgclick®and drag the border of the box.

11. To reposition a select callout box within a PDF page, click and drag the resizing handle at
the end of the arrow. &-ﬂ

12. To delete any drawin arkup, click its border to select it and then press the “Delete” key on your
keyboard. Alter@&, right-click the markup and then choose the “Delete” command in the pop-up

menu that appeeas.
13. To draw a
found in
14. To fli

e freeform images within a PDF, use the “Draw freeform” and “Erase Drawing” tools
mment toolbar.
w drawn using the “Draw arrow” drawing markup tool, right-click the arrow and
‘Flip Line” command in the pop-up menu.

sel
%@sn the “Properties” dialog box for a drawing markup, right-click the markup in the PDF and
6:

e the “Properties...” command in the pop-up menu that appears

1 change the appearance of a markup, click the “Appearance” tab within the markup’s “Properties”
dialog box.

17. Use the “Style,” “Color,” “Opacity,” “Thickness,” and “Fill Color” options to adjust the markup’s
appearance.

18. Then click the “OK” button.
(cont’d.)
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USING DRAWING TOOLS- (CONT'D.):

19. To add a text pop-up note to any drawing markup, right-click the drawing markup to which you&nt
to add text and then select the “Open Pop-Up Note” command in the menu that appears. ; *

20. A small pop-up text window is displayed. Type the text you want to associate with the drawin up
into the pop-up note.

21. Then click into the PDF (outside of the pop-up note) to set the pop-up note. Q

STAMPING AND CREATING CUSTOM STAMPS: 6

1. To add a preset stamp to the current PDF page, select “Comment” from iools Center or Tools
Pane.

2. Click the “Add stamp” drop-down button found in the Comment to ~Fhe drop-down menu that
appears contains three categories of stamps: Dynamic stamps, for signing documents, and

standard business stamps. When you roll your mouse over one @ e three categories, the available

stamps are displayed.

3. Click to select a stamp from one of the “Add stamp” drop-dov@tegories. The mouse pointer changes
to display a semi-transparent image of the stamp.

4. Choose an appropriate spot on the PDF, and click to p Q stamp. Note that the “Identity Setup”
dialog box will appear and prompt you to enter tity information, if you haven't entered that
information already, after selecting a stamp from yhamic” stamp category.

5. To add a stamp to the “Favorite” stamps own at the top of the drop-down menu that
appears when you click the “Add stamp” elect the stamp to use from the drop-down menu.

6. Then immediately select the “Add starﬁ@ button again, and select the “Add Current Stamp To
Favorites” command in the drop-down

7. To create a custom stamp from r%sting image file, click the “Add stamp” tool, roll over the
“Custom Stamps” command, an hoose the “Create...” command within the side menu.

8. Click the “Browse...” button to fi d select the image file to use for the custom stamp.

9. Then click the “Open” buttogfto return to the “Select Image for Custom Stamp” dialog box.

10. Click the “OK” button i t@log box to open the “Create Custom Stamp” dialog box.

11. To add the custom%l to one of Acrobat's existing stamp categories, select one from the
“Category” drop-down. Alternatively, you can create a new category for your stamp by typing a new
category name iptQ #his drop-down field.

12. Type a nam o@ stamp into the “Name” field.

13. Ensure tha Is a checkmark in the “Down sample stamp to reduce file size” checkbox.
14. When fini click the “OK” button to create the custom stamp.
15.To cr témporary, one-time use stamp from the contents of an image file you have copied to

1 ick the “Add stamp” tool.
t the “Paste Clipboard Image as Stamp Tool” command.

18ahen click into the document at the location at which you want to stamp the copied image file.

on ipboard, copy the image you want to apply as a stamp to your computer’s Clipboard.
e
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IMPORTING CHANGES IN A REVIEW:

1. To open an emailed PDF containing reviewers’ markups, double-click the attachment Withi%ﬁ
received email. Acrobat display the “Merge Comments?” message box, which asks if you want to
the tracked PDF and merge any comments and markups from the attachment PDF into the ori .

2. To merge the comments and markups into the original PDF, click the “Yes” button iné e
Comments?” message box.

3. To open the PDF copy and review comments and markup without merging, click the@
copy only” button in the “Merge Comments?” message box.

, open this

4. Then review the comments and markups received from the reviewer in Adobe Ac

5. When you are satisfied with the comments and markups after reviewing }@ click the “Merge
Comments” button in the yellow message bar at the top of the PDF window _tosfierge the comments into
the original, tracked PDF file. Acrobat will then open the original PDF and @ e the comments from the
copy into it.

6. Click “OK" to dismiss the message box that appears after the mergeﬁ on is complete.

7. You can then save and close the original PDF file in Acrobat.

8.

review feature), click the “Check for New Comments” butt the yellow taskbar at the top of the
shared document’s PDF window.
9. Acrobat will display a summary pop-up of any comm at were added or removed to the document

and the comments will automatically appear withi ‘!& F.
10. To save an archival copy of a file after a revieﬁ ended, click the “Save an Archive Copy” button

that appears in the yellow taskbar at the to e PDF file. Note: this operation should only be

To check for newly published comments within a sharedQ ent (using the shared document
0

performed after the review has ended. h
11. Use the “Save and Work Offline” dialog b elect the location to which you want to save the file. The

file name will default to the original file with “_archive” added to the end of it.

12. Then click the “Save” button in the dialog=box.

13. To save an archive copy at a [ during the review process, click the “Server Status” button in
the yellow taskbar at the top e PDF window and then select the “Save as Archive Copy...”

command from the drop-dowin menu that appears.

USING TRACKER TO MANSGE PDF REVIEWS:

To manageag‘ e documents currently out for review, use Acrobat’s Tracker feature.

ker window, open Acrobat and select “Send for Comments” from the Tools Center.
Comments” button found in the “Send Comments” toolbar.
elect “View| Tracker...” from the Menu Bar to open it.

abhwbdE
@)
o
Q
(o d
-

cker window displays content in the right pane for the item selected in the left pane.
efault, the “Latest Updates” item is selected when the window opens, and shows the latest updates
your reviewed file in the area to the right

8. To expand and collapse the Tracker sections shown, click the small downward-pointing arrows next
to the items in the left pane.

9. To view the updates for a specific review you have sent, select the name of the file shown in that
section to display its status in the area at the right side of the Tracker window.
(cont’d.)
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USING TRACKER TO MANAGE PDFE REVIEWS- (CONT'D.):

10.

11.
12.

13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.

29.

o

Then click the “View Comments” or “File Location” hyperlinks at the top of the right side of the WindNto
.

open the PDF and display it within Acrobat.

To change the deadline for a shared document review, click the “Change Deadline” hyperli\

In the “Change Deadline” dialog box you will see the names of the current reviewers shown(in “To
field. You can edit or add addresses shown in the “To” and “Cc” fields, if needed.

Then click the “Review Deadline” hyperlink in the lower-left corner of the dialog on open the

“Change Review Deadline” dialog box. @
Then select the “New review deadline” option button and use the adjacent dro% to set the new

review deadline date and time. Alternatively, you can select the “No deadlin
any deadline from the review. %
Then click the “OK” button to change the deadline. Q
To email reviewers regarding a deadline change, click the “Sen? n in the “Change Review

button to remove

Deadline” dialog box.
Then use the “Send Email” dialog box to send the emails an@ ‘OK” in the Change Deadline”

message box that appears.

To end a shared document review, click the “End Revierperlink in the Tracker window for the
selected PDF file.

Then click “Yes” in the Adobe Acrobat message bo appears to end the review after reading the
message. Note that you can restart a review by extt the deadline, if needed.

To email all reviewers of a PDF during a re Xclick the “Email All Reviewers” hyperlink in the
“Reviewers” section at the right side of the Tra
To start a new shared document revi§v§ i

he same reviewers of the currently selected PDF
review, click the “Start New Review with eviewers” hyperlink.

Then complete the “Send for Shared dialog box as you normally would, but note that this time
the reviewers’ email addresses will_a appear when you send the invitations for the PDF review.

To individually email a revie k the person’s email link shown in the right pane of the Tracker
window.

To remove a completed glj review from the Tracker window, click the PDF review to remove
within the left pane of er window.

Then click the “Remo ted files or folders from Tracker” button at the bottom of the left pane.

Then click the “Yes’}utt in the confirmation message box that appears.

To view the ¢ ctivity and update status of the servers to which you have saved shared
review doc , select a shared document server shown in the “Server Status” section of the left

pane of th er window.
If a sen Qﬂe appears here with a yellow exclamation mark icon, that means that there were
conn ity*or'updating issues with the server that you should investigate.

Tc@. the Tracker when you are finished, click the “X” in the upper-right corner of the window.
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Purpose:

1. To be able to create and manage commenting annotations within a PDF.

Exercises: \i

1. For these exercises, launch Acrobat and open a multi-page PDF containing both text ges

2. Select “Comment” from the “Review & Approve” section of the Tools Center t s Acrobat’s
commenting tools. %

3. Right-click the “empty” area of the Comment toolbar and ensure that the “Sh Labels” option is
checked %

4, Click the “Add sticky note” tool in the Comment toolbar to access the sti e tool.

5. Click a spot on page 1 of the open PDF to place a sticky note onto t ment.

6. Type the words “This is my first sticky note” into the sticky note Id, and then click the “Post”
button.

7. Click the X-shaped “Close” button on the sticky note to clos @alog box.

8. After closing the dialog box, hover your mouse cursor ov sticky note icon on the PDF page to
see a pop-up message containing the comment you just typ

9. Double-click on the sticky note icon to reopen its dial@x onscreen.

10. Click into the dialog box text field, and changg t sage so that it says, “This is my first sticky

note edit.
11. Then click the “Post” button to save the edi \
12. Close the sticky note dialog box.
13. Click and drag to move the sticky no Qew spot on the PDF page.
14. Locate your comment in the Com x e, under the words “Page 1."
15. Click on the comment within the nt pane to expand the comment and display the “Type your
reply...” text field.
16. Check to box to the left of th@e and time information to indicate that you have read the comment.
17. Click into the “Type your geply™=" text field and type the words “Very nice edit!”
18. Click the “Post” butto d your reply to the comment.
19. Click the “Highlig& utton found in the Comment toolbar.
h

20. Click and drag to ight a few words of text on the PDF.
21.  Click the “Highlighted Text” comment in the Comment pane, and then check the box to indicate that

you haveye d the comment.

22. Click the rline text” button in the Comment pane, and then click and drag to underline a few
words Qt on the PDF.

23. Cli eplace Text” button in the Comment pane to activate the text replacement markup tool.

xt and open the “Replace text” dialog box.

% pe the replacement word into the dialog box, and then click the “Post” button.
26 Close the “Replace text” dialog box.

27. Click the “Draw” tool, and then click and drag to add a drawing markup to the PDF. Notice the
addition of the “Pencil” markup to the Comment pane.

28. Click the “Erase Drawing” tool, and then click and drag over the line you just made with the drawing
tool. When the drawing markup is completely covered by the eraser marking, release the mouse
button to remove the markup. Notice the “Pencil” markup is also removed from the Comment pane.
(cont’'d.)

24, E ate a word on the PDF that you want to replace with another word, and click and drag to select
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Exercises- (cont'd.):

29.
30.

31.
32.
33.
34.

35.
36.

37.

38.
39.

40.

41.
42.

43.

44,

45,

o

Click the “Add stamp” tool in the Comment toolbar to access Acrobat’'s stamping tools. \*
Roll over the “Standard Business” category in the “Add stamp” tool's drop-down menu and thencli
to select the “Information Only” stamp.

Click a spot on the PDF where you want to apply the stamp. Q

After applying the stamp to the page, click to select the stamp image.

Use the resizing handles on the stamp’s bounding box to reduce the size of the stamp?

Click and drag the stamp, avoiding the resizing handles, to move the stamp to@her location on
the page.

Right-click the stamp and select “Set Status| Accepted” from the side men pears.

Notice the thumbs-up “Accepted” icon that appears in the Comment pa n the “Applied Stamp”
comment. Hover over the icon with your mouse cursor to see a pop—up@sage about the markup.
Right-click the “Information Only” stamp on the page and select & from the side menu that
appears to remove the stamp. Notice that the markup also disappgarsgfrom the Comment pane.
Click into the “Search Comments...” text field at the top of the ment pane and type the word
“first” to locate any comment containing the word “first.” Nt search results appear in the pane
as you type. Q

Click the X-shaped “Remove Search Terms” butto he right side of the “Search Comments...”
field to return the Comment pane to its usual state

Click the “Sort Comments” drop-down but he top of the Comment pane and select
“Checkmark Status” from the options that r. Notice that the comments in the pane are

arranged so that comments with a checl%k appear first and comments without a checkmark
appear last. D

Click the “Sort Comments” drop—dow\ again, and select “Date.” Notice that the comments are
listed in the order they were added@

Click the “Sort Comments” drop- button again, and select “Page” to return it to its default sort
order.

Click the “Filter Comments”@)—down button to the right of the “Sort Comments” button and then
select “Type| Sticky Not€’ from the options that appear. Notice that only the sticky note comment is

displayed in the C ane.
Select “Show All nts” from the “Filter Comments” drop-down menu to return all comments to

the Comment pane.
Close the P@&hout saving it.

R
N
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