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Creating Online Course Materials Using Acrobat 7.0 Professional

Workshop Agenda

o create PDF documents from a
variety of file types

o create PDF packets from multiple
files

o enhance PDF documents with
bookmarks, links, etc.

o protect content with passwords
o provide tips for web publication

Basic Concepts

o Define PDF

o Answer the question — “Why
Convert to PDF?”

o Describe the difference between
Acrobat Reader and Acrobat
Professional or Standard

o Explore the Acrobat 7.0 Professional
User Interface

PDF Defined

o almost any file or graphic format
can be converted to PDF

o PDF means
Portable Document Format

PDF files can be viewed with Acrobat
Reader — free and available for most all
computer types, operating systems,
and Internet-enabled devices

IRS has made income tax forms
available in PDF format for many years

Why Convert?

o you use familiar software to create
documents, etc.

o viewers don’t need that software —
only Acrobat Reader

o viewers can’t edit documents

o PDF version retains exact
formatting, look and feel as original
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Reader VS Professional VS Standard

o Reader is free
usually included with web browser
available for most all computer, operating
systems, and Internet-enabled devices
o Professional and Standard must be
purchased

used to convert and enhance PDF
documents

Professional used for developing online
forms — major difference between
Standard and Professional

Acrobat Professional User Interface

| — — = l é

Click on the image to view a movie about the Acrobat User Interface.

Developing Content

o converting single files to PDF
using application toolbar buttons
using application Print command
using Acrobat

o creating a packet with multiple

files

o converting web pages to PDF
using Internet Explorer toolbar button
using Acrobat

Converting Single Files — Method 1

o with files created in MS Office
(Word, Excel, PowerPoint)
click “PDFMaker” button on toolbar

}C Library Research Guide.doc - Microsoft Word

I Edit View Insert Format Tools Table Window Help AdobePDF  Acrobat Comments

AT TP NN 2 A RN oAl W Wes M= A s |

L - ——..Hg .... S5EEEKE LK 08 v A4 r v ARG v UG ¢ v DEE e 28|
— Convert to Adobe PDF ' ' ' ' H v v v
—-—I DNatah T
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PDFMaker Button Missing?

o Click View —»
Toolbars —»
PDFMaker 7.0

o buttons will be
added to toolbar
for future use

Converting Single Files — Method 2

o With files created in MS Office and other
programs, use File —» Print
select Adobe PDF from printer list

Saving PDF File

Save Adobe PDF File As

S | ) Acscbal Pracion v O® =@
5

My Feecent

Diocuments

Deskop

My Docameris
i
My Comgadm

File paeem: ~
MyMetwek | Sovenshoe | POT fles hd

EE

Converting Single Files — Method 3

@
B2 Adobe Acrobat Professional

N Edit View Document Comments Tools Advanced Window Help

2 open... CI+0 ¥ Create FDF ~ <) Comment & Warkup = &
‘75’ Create FDE. ‘@ From ... N Crl+
{5 Organizer ¥ [§3) From Multiple Files.."E
2L From Scanner. .
@ From web Page... shift+Ctrl+0
1= 1] B
U=l

o open Acrobat then click File —» Create
PDE — From EFile...

o locate file you want to convert and after
conversion it will open in Acrobat
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New PDF File Opens in Acrobat

P

Nexalut Prastics

Hands-on Activity 1

o create a PDF file using each of the
three methods shown in the
workshop

o use the practice files

practicel.doc
practice2.doc
practice3.doc
Or, use your own files

Creating a Packet from Many Files

o possible uses

course packets — combine all
instructional materials together

application packets — combine all
application documents together

o first step is getting organized
for smoother workflow, move all source
files to a folder

o then open Acrobat

Step 1 Get Organized

& Course Packet

File Edit ‘“iew Favorites Tools  Help

@Back @ d l.j; /:._\J Search || Folders v

Address |[23) C:\Documents and Settings\jkentiDeskbopiCourse Packst ~ ‘ Go
~ WEsylibus, doci

lg]»issignment 1.doc

Ig]nssignmenr: 2.doc

lﬂ__]nssignment 3.doc

File and Folder Tasks

(29 Make 3 new Folder

&) Publish this folder to
the Weh

fe? share this folder

Other Places

o Lok
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Step 2 Open Acrobat

o Click File —» Create PDE —»
From Multiple Files...

=
B2 Adobe Acrobat Professional

35N Edit View Document Comments Tools Advanced Window Help

% open Cul+0 ™ create pOF + =] Comment & Markuo =
[ createpoE [ From Fie... ctrl+n
@ Crganizer » |@ From Multiple Files. .. ~

1 % From Scanner... s
@ From Web Page... Shift+Ctrl+0

H ﬁﬂ From Clipboard Image

Step 3 Browse for Files

Create PDF from Multiple Documents

L) Planss nad e e mat o et 10 combing,
W hrrange fhamm n e ordr in which you mant Shem 53 agpesr in the new POF,

e Pl 15 Combine

Brimse... d

Friee PO i

Dlincheie ol cpen o documenss.
et secerity comtrd e | i -
et o Caresl

Step 4 Add Files

Tip: Click first file then Shift click on last file to select all.

Leok i | ) Coursm Packst ~ 0@

My Cormpuirs

il o B bt chen™ " 1 g “iasagrenmn ¥ Add
p—p o)
MyNetwork | Flenolhme | Al Supponed Fomats [ ol dwa." bo "t

Step 5 Arrange Files

Craatn PO from Multipls Documants

17 Phoasn i the e that o wart t combes,
W

[ltnchuds M open POF documarts

Inchud rconily combined fies: | <hore -
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Documents Converted

Assembling Document 1of 3

( ] Stop

Please wait, creating Adobe FDF: 2%

Step 6 Save Packet

Save Aa

Saveint | L) Coursm Packet ¥ O

Documerts

Fie name: F o 05 Paboced -

L
My Metwork | Sevmashos | Adoke POF Fles o) - [

Tip: Change default name (Binderl1.pdf) to meaningful name.

Packet Opens in Acrobat

T v T m— s
= 7zl

—
I
ke

Hands-on Activity 2

o create a PDF packet from multiple
files
o use the practice files
Syllabus.doc
Assignmentl.doc

Assignment3.doc
Or, use your own files
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Converting Web Pages to PDF

o open web browser and locate web
page for conversion

o remember copyright

o 2 methods

use Internet Explorer — click Adobe
PDF button in browser window

use Acrobat

Method 1 - Internet Explorer

o use Internet Explorer and locate
web page you want to convert to
PDF

o click on Adobe PDF button in
browser window

“Convert Web Page to Adobe PDF”
dialog box appears

change file name and location if desired

Adobe PDF Button in Internet Explorer

Select Convert Web Page to PDF...

ot Wb Page andEnal..

. B POF Explorer Bar
par  Canpus Resovacs Fr s

Erafmmre..

Convert to Adobe PDF

Convart Wab Page 1o Adobe PDF

File v shuckeed sesenaces ool -

St g
Nt Acdoba POF Comviesion ptons
Plsces ] 0pen in Acrobet when complete
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Method 2 Converting With Acrobat

o open Acrobat and click File —
Create PDE —» From Web Page...

=
B2 Adobe Acrobat Professional - [ABC Library Packet.pdf]
F\Ie Edit View Document Comments Tools Advanced Window Help

= gpen... CU+0  eate pDF + |57 Comment & Markuo = s +
=[7 createroe [ From Eile... carl4n
|: E-] Organizer ¥ g7 From Multiple Files...
ChJ Email.. % From Scanrer...
Close P ‘@v From Web Page. .. Rsh\ﬂ-ﬁchl-ﬁ{l

Enter URL for Web Page

Tip: Copy URL from web browser & paste in URL box

F 5
Create PDF from Web Page E‘
TRy i1p //scattiecential edufinc/menud ohy | [ Browse.. |

Settings:
(&) Get only level(s] () Get enlire site
[] Stay on same path

[ 5tay on same server

[ CrealeM[ Cancel ][ Settings...

Converted Web Page Opens in Acrobat

i -
i fmmeCeg_t_sﬁ}m_. B e
i 7S

Student Support o
i

Hands-on Activity 3

o create a PDF file from a web page
using one of the methods shown

o convert a web page from your own
campus web site

o OR, convert any web page for which
you have permission

o save in folder with other PDF files
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Modifying Content Inserting Pages
o inserting new pages into PDF o open Acrobat and click Document
document — Insert Pages ...
o deleting pages from PDF |
document "
o rearranging pages in a PDF | ]I suwe j  Atmen st 1
document 2 o s 5
5 B sequity *
a L W:'.\o.y"‘e":s...
E :-' et Page Transsons...
5 Ef| Ipsertiages b Shiftac 4l
Locate File To Insert Inserting Pages Tip
S — o by default, Acrobat will look for PDF
O e files to insert
feen o you can insert any file that can be
converted to PDF
if not yet converted, Acrobat will
s convert it for you ‘on the fly’
a8 expand the Files of type options to
e select another file type as shown on
B s - next slide
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Selecting Other Types of Files

—
=
.

My Decuments

My Compter |,

o b T Wi a5

Placing the Pages

Note you can specify exactly
where pages should be placed.

Insert Pages

InsertFie:  Library of Congress Online Catalogs.pdf

PO i
OpFirst
() Last

O Page: of 4

Hands-on Activity 4

o insert a new page into a PDF document
use the Course Packet created in earlier

step
insert web page file just converted to PDF
o if you select a file not yet converted to PDF,
Acrobat will convert it first

o place the file at the end of the
document
o save your document

Deleting Pages

o open Acrobat then click Document
— Delete Pages...

B Adobe Acrobat Professional - [Orientation Packet. pdf]

Pl Gt vew [T Commerns Too Adnced Wr

T @ [ | amdape.
5 | b et [ ctenders BFonter..,
At Watmma & ackgroune...

A Dot Sgratures
R seonny
of  FECOGNZE TextUsing OCR

shaceiol

Pages f| Sqnatwes | Bockmarka |

Sift+lurl+D
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Select Pages to Delete

Delete Pages

®@Fom: 6 To: |7l of 7

You’ll be prompted to confirm the deletion. 1

Adobe Acrobat

p\ e Yousure you nant to delte pages 6 to 72
1Y

Or, Delete Using Page Thumbnail

W optiona »  x

It Pages....
Exbraxt Pages...
Bnpiacn Fages..
| Delste Pages... ]
Crop Pages....
Rotste Pages, ..
ot Page Traiixa, ..

Sorabures - Pockmarks . |

[3]  tumber Pages...

it Pages...

i Embed Al Page Thumbnak.
~ By Ervbumckbond Pagen Thusi

i

| comments " atiacf Pages

Reduce Page Thusbeals
" bt

o click Pages tab
on left side of
window

o right click on
page thumbnail
and select
Delete Pages...

o Shift or Ctrl click
to select several
pages

Hands-on Activity 5

o delete a page (or range of pages)
from the PDF Packet you’re using
for this workshop

o save your document

Rearranging Pages

o if you want to
rearrange the
pages in your
document

o click on the Pages
tab in the
navigation pane
on the left side of
the window

)

- Adobe Al

T File Edi
2 P
O I

Signatures i Bookmarks

'ages
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Pages Pane Displayed To Move a Page

o Click on “page
thumbnail” and
drag it to new
location

o see blue line that
marks where page
will be placed
when mouse is
released

[ o X “‘"j R
w{ma

Page is Moved Hands-on Activity 6

o s O rearrange one or more pages in the
PDF Packet you are using for this
workshop

o save your document

T Faes | g ©_ Somtmar

—.

o I
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Enhancing Content

Bookmarks

source document

o creating bookmarks o provide navigation within document
o creating web links o can take viewer to
adding links using Acrobat “Link” a different page
tool an image on a page
converting links from source or, text on page
dcfcuments o may be generated automatically by
© adding notes source document
o highlighting important content o can be renamed, moved, deleted
Step 1 Step 2
o open document in Acrobat and go to the -u Adobe Acr o click Bookmarks
age you want new Bookmark to link to
Page y = File Edit tab
[ o — ) | o note: auto-
: A Tt i paorareni orinm e 3 & [ generated
ST e BRI @[] (1l [53 [® [mes | @ 1iB3- e — bookmarks may
i — — ﬂu" sele appear
| I depends on
A L ssawtzcengﬂ!"m = — applications and
5 ERvBils & Fanshims =esi EisnusinnFaiwire Givars settings from
§.

Student Support
Academic Asst. ¥

Accomemedations B Grassation b

Bookmarks

—

you may want to
rename them

13
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Step 3

i |

E|' Optionz » X

o click the “Bookmark” button in Bookmark
tab — outlined in red above

o new bookmark will appear and you can
type in the label

New Bookmark and Label

slnmlccnt!-la_]"
S o1 KT NIRRT

Student Support

To Bookmark Image or Specific Text

o go to page with image or text you
want to link to

o click the “Select” tool
click image to select it
or, drag through text to select it

o click the “New Bookmark” button
bookmark will be set
add label if bookmarking an image
or, selected text becomes label

Bookmarking Specific Text

Select tool Selected text

New Bookmark Button —

StudentNupport|
" L

New Bookmark

14
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Auto-generated Bookmarks

To rename bookmarks, right click and select Rename from menu

M EE F+ options » x

B Course Syllabus
B Assignment 1.doc

I EE Z¢ optiors - x
B Course Syllabus

@
z
]
Ef
£
S
]
@

[=5] Assignment 1

’uvmarks

@ Assignment 2 doc
= Assignment 3.doc

% Student Suppaort
D Academic Asst

[ Signatures

D Acadermic Asst.

| Signatures

Modifying Bookmarks

o to delete a bookmark, right click
on it and select Delete

o to rename a bookmark, right click
on it and select Rename

o to move a bookmark, click on
bookmark icon and drag it to new
location

Displaying Bookmarks for Viewers

to configure PDF
to display
bookmarks when
document is
opened
Select File —»
Document
Properties
click “Initial View”
tab
select Show:
“Bookmarks Panel
and Page”

Buumment Pyoperties

[Tipse ot e e e
ot et . v

i g v

O O O O

Hands-on Activity 7

open the course packet
rename all auto-generated bookmarks
make a new bookmark for the web page

make a new bookmark that links to
specific text

configure PDF to display bookmarks when
opened
save your document

15
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Creating Web Links Web Links with Acrobat Link Tool

o 2 methods to create links o open web browser and locate page
use Link tool in Acrobat you want to |'r!k to
converting URLs found in source copy URL to clipboard _
document o add Link tool to toolbar by selecting
View — Toolbars - Advanced
Editing
o select “Link” tool and draw a
rectangle around object that will
become link

Displaying “Link” tool in Acrobat Use “Link” tool to select object

Select “Link” tool and draw rectangle around
To display “Link” tool, select object that will become the link
View — Toolbars —» Advanced Editing

W ot Acrobut Professional - [Orientation Packst.pe]

I8 Adobe Acrobat Professional - [Orientation Packet.pdf]

QF\‘E Edit WU Document Comments Tools Advanced Window Help
D P Mavigation Tabs " T create poF - ijmmemm.!

Task Buttons >
= ¢ ==
& Is S Tosars [ advanced Editing R’—‘

M B Fa v |B:
A= Cag[ ﬁ . _
{1 Qg Qi i | Commentg ABC Library Reéearch Guide
_E - o Drawing Markups
g . b Edit i

COM285:: Introduction to Podcasting
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Configure link Complete link
“Create Link” dialog box opens after drawing rectangle Paste URL for web page into dialog box
e _
e =t =E=
s o 3 Line Style and

Blue as color. Link is set in document

Lk Acson

()G o 2 page view

. Copmatie ABC Library Research Guide
(¥) 0pen & web page
(O Custom Ik

COM285: Introduction to Podcasting

e — Reference Books B e oy o Pode ey
Creating Links from Source Document Converting URLs from Source
Select
o if source document contains URLS, Advanced — Links — Create from URLs in Document...

Acrobat will convert them into links

o select Advanced — Links —»
Create from URLs in
Document...

o select which pages in document to
review for URLs

Then select pages to review for URLs G
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Hands-on Activity 8 Adding Notes

o use course packet from previous o notes used to explain features or

hands-on activity give special instructions
o use the “Link” tool in Acrobat to © appear on screen but don’t print
create a link o display “Note” tool by selecting

o create a link using the Acrobat View — Toolbars - Commenting

conversion method o click “Note” tool then click in
o save your document document where note should
appear
Displaying “Note” Tool Make Note
S?IeCt . Click in document where note should go
View — Toolbars - Commenting \
Adeba Acrashat Prafessional - [Oriontation Packat.pdd]
_: _\:I ;_:,::,;mm - m.m..'::,,:: T p—— ABC Library Research Guide
- Tas Buthors » -
I". [‘“‘i [oohas Aumrerd Erdtry I COM285: Introduction to Podcasting i
7 e g™ =
| oG o |
2 G o Corlabt
¥ Research Guide
Then select “Note” tool -
e Enter note text >
i oo || 5 o - 1) commar i | St e - @) s - 390 - (e - 7.0 Professional Exsentials Workshop
o @ e = @ | D% e | @ - won Toos T Teobom - X semeTon- T- 45 o) - hew - 'roﬂ::s:og:ls::;;:l{:l;::wsh%p.sTl.
liote Toci) :xngl 4 i [
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Hands-on Activity 9 Highlighting Text
o use the course packet o used to draw attention to content in
o make 1 or 2 notes PDF document
o save your document o use sparingly

o click “Highlighter” tool from
Commenting toolbar

o drag through text with mouse

o to change properties, delete, etc.,
right click on highlighting

Highlighting Changing Highlighting
Select “Highlighter” tool from Commenting toolbar Right click on highlighted text
. then select desired action
Mote Toot T, Testats = & stamp Tool - Ko i . Show =
e Acrobat 7.0 Professional %ﬁmorkshop.
- Searching the web

Drag mouse through text to be highlighted

/
Searching the web /

Google (hitp://www.google.com) it
This is a practice file for the Acrobat 7.0 Prof Shaw Commends List

is a practice file for the Acrobat 7.0 Professio Thit  Hebe Curent fropertes efndt Acrot
is @ Boeem. bat 7,

Bl fnv bl & (L ..
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Hands-on Activity 10

o open course packet from previous
hands-on activity

o highlight 2 or 3 text phrases

o delete highlighting from one of the
phrases

o save your document

Acrobat Security

o apply password security to a
document

require a password to open a
document

require a password to print or
change a document

o remove password security

Acrobat Passwords

o can be any length but are case
sensitive
o can’t be retrieved from document
SO
save a safe copy of file in case you
forget password
write password down and keep in
secure place

Password to Open Document

Select Secure —» Show Security Settings
for This Document...

ABC Library Resi

20
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Select Security Method

Choose Compatibility and Password

| Select Password Security |

|Acrobat 5.0 or later is usually safe |

Document Properties

Desaription | Security | Fonts | Initial View || Custom | Advanced
Document Security

The document's Security Method restricts what can be done to the document. To remove security
restrictions, set the Security Method to No Security.

Security Method: | No Security b |

INo Security §y M contents of 2wl be encrypied and search L abie b 2o0ess e
Canbe Opened by:  [reummrym— ¥ doaments metadee. :

Certificate Security R

Adobe Policy Server

[Flaeaure 8 passwerd o oen Tt document

Deacument Open Passwerd:

4y Wehen set, the passind i reduned b S0en the documnt.

Confirm Password, Save, and Close

Hands-on Activity 11

Adobe Acrobat - Confirm Document Open Password

o make a copy of course packet to
N o 1 (e e s e use for hands-on activity
Fesmant R P new file name should include “secure”
write down password you will add
] o add a password to open your
Adobe Acrobat

document

Security settings wil not be applied to the document until you save the
P\ Gacument. You will be able to cantinue to change security settings ntl you
dose the document,

o save, close, and reopen your
document to test password
[JDo not show this message again
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Password to Print or Change

o called “permissions” password
must be different from “open”
password (if one is used)
can’t be retrieved from document so
write it down and keep in secure place

o Tip: You can use “permissions”

password to open document then
you can edit immediately

Setting Permissions Password

Select Secure —» Show Security Settings for
This Document... then click on “Change Settings...’

Document Properties

Description | Securty |Fonts | Inifial View || Custom || Advanced

Document Security

The document's Security Method resiricts what can be done to the document, To remove security
restrictions, set the Security Method to No Security,

Security Method: | Password Security v [change SE(hngS‘.%J

Can be Openedby:  Acrobat 5.0 and later Show Details...

All cantents of the dacument are encryated and search engines cannot access the document's metadata.

Add Password & Select “Print” Settings

o “Permissions” password must be different
from “open” password - if one is used

o Select print options

Permwans

[t 8 pssword o estict privteng aved echting of the docurment and it sscurity sattings

Fermssons Prsshond: | sereee

Printng Alowed: | hane

Changes Alosed

[ClEnsbie coorng of vext, images, arld
[#]Enasie teut acoess for soreen resser severs for the vty maared

Select “Change” Settings

Choices depend on content and use. Extracting
pages means being able to copy entire pages
from document and using them in another

document.

[ o = [

Pamsons

[Juse & password to restrict printing and eciting of the document and its secuity setings

Permivsizen Rl

Pringing Alowed: | Hgh Resolubon

Changes Allowed: | Hone

[ Enalne cooving of text, images,

[¥]Enable text access for screen e

e — o A |

22



Creating Online Course Materials Using Acrobat 7.0 Professional

Confirm Password, Save, and Close

Hands-on Activity 12

Adobe Acrobat - Confirm Permissions Password

Please confirm the Permissions Password. Se sure i make 2 nate of the
1, password. You wil nead it £ change these settngs in the future.

Hote: Tf a Document Open Passwerd &5 set, the Permissions Password vl s
open the document ard bypass the secuily selings.

Prrmssons Passweed: | aeeasel

g\ ey ettrga vl ot be acpled 1 the document untl you save the
document. You wil be sble to continue: 1o chenge securty settings untl you
sinse e s many

|
o C=

[l not show tis message sgen

I_MI%J

o use secure copy of packet from
previous hands-on activity

o add “permissions” password
o select settings
o save, close, and reopen secure

document

be sure to use “permissions”
password to reopen it

To Remove Password Security

Select Secure —» Show Security Settings for
This Document... then select “No Security”

Document Properties

Description | Security | Fants || Initial view | Custom || Advanced

Document Security

The document's Security Method restricts what can be done to the document. To remove security
restrictions, set the Security Method to No Security.

Security Method: | Password Security v Change Settings. ..

Certificate Security
Adobe Palicy Server

All contents of the docu locument’s metadata.

Confirm Removing Security

| Click OK to confirm |

Adobe Acrobat

!

Are you sure you want to remove security from this document?
e
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