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Installing Adobe Acrobat Pro DC on your PTC Laptop

Calculator

st Calendar

. Chrome Apps
1. From the computer’s desktop, New
click on the Windows Start button : " Company Portal @

) Cortana

2. On the Start Menu, scroll down
and click on Company Portal

Dell Command | Update
Dell Digital Delivery
Dell Optimizer

Nell Prvsrar Mananear

>
Internet l

il ¢ Pittsburgh Technical College
0
3. In the Company Portal, click o Featured apps swowa
on the Adobe Acrobat DC tile
« B B F
4' In the app pop-up WindOW’ : Adobe Acrobat Microsoft Image PaperCut Print
click the Install button and < B [3) it
follow the prompts
Recently published apps showa
.

Adobe Acrobat DC

Adobe

Install

If you have any issues or questions, please contact Nora Stroop via email.
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GENERAL WORKSPACE OVERVIEW

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

Home BB sce om0 Shortcuts to Commonly-Used Tools = x|
3 . . Home  Tools i NFN_and_ReleaseN... & Duke_PPC_Final (0. Evans_PPC_Final.pdf / Q Search
This is the gateway or the landing - | |
page When you don’t have a PDF e A, Finasign  £[] Organize Pages [ Export PDF See All Tools
opened in Acrobat. The Home view o =
gives you quick access to your Tabs: o
recent files, shared files, frequently Home, Tools, and 7 e
’ ! when you have one =
used tools, to-do tasks, and storage or more documents 1\
accounts. open, their tabs will Recent Files
appear here.
Tools

This is the go-to place to navigate and discover tools

available in Acrobat. All the tools are listed by categories. B 2 A =) B & = oo
When you choose a tool, the tool-specific commands or
toolbar appears in the document view if a file is opened. =

™ ; & @

Document

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

Menu Bar File Edit View Window Help
Home  Tools EvalKit Administrat.. % | &\ Duke_PPC_Final (0.. Evans_PPC_Final.pdf — Tabs
B A8.EQ..00 4 000 ;- KT BL&D . .

TOOIbar . Page Thumbnails x f ;‘3 ..'
o H o Search tools .
o e l@mroaq | : 3
R g . B Create PDF .
Navigation Pane: e S| B combineFies :
Allows you to browse : : 2l ED organizeraes H
using page thumbnails : : = i ror :
or bookmarks. You can : 3 :
. H 4§ @ Prepare Form .
also create and : g g :
: 3 A Redact :
manage bookmarks Thumbnail Navigation : | — :
and thumbnails here. — . Hi
. b B3 comment .
opecccccccccccnns :. . E E B scan & OCR H
:. Bookmarks x |4 E . E [ 0 Measure E
Hp B @RR g Document Pane Tool Pane: Oreimie PLE
H > [] Mission and Guiding Principles | = g . .
H @ .0 commmionmion : : Includes shortcuts to o/ O protea
: R Acceditation : — : frequently used tools. A Fill & sign :
Bookmark Nawga'\tlop el : o : You can also access the Al 4 bowmoo: yE
. Designations o o . = J
: i e Ceceeceeccccecaneer : tool screen usingthe il iiiiiiiiiieeeeet

: b= : shortcut at the bottom

H R Rights Reserved .
0 tega Conro R of the pane.
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_ % CONVERT PDF TO WORD, POWERPOINT, OR EXCEL

Search tools

1. Open the PDF in Acrobat. e

2. Click the Export PDF tool in pn «
the tool pane on the right. kst

=

_4 Redact

y e~

- [m] X

s - B P | B 2

H

E% Create PDF

Eﬁ Combine Files

'[I Organize Pages

[oscen o= Edit PDF

By arc-

L sucrtion @ Prepare Form
wnary

[ exportpoF e

a Comment

]
&

3. Choose Microsoft Word or Microsoft PowerPoint
as your export format. If you have a PDF that has a
table or spreadsheet, choose Spreadsheet.

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

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

Export PDF

Export your PDF to any format

PTC Catalog 2020 - 202...pdf

Microsoft Word ® Word Document %

Spreadsheet O Word 97-2003 Document
Microsoft PowerPoint
Image

HTML Web Page

More Formats

«a=» 0

Help

Close
"

5o

I

2
L

i

R O H
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E¢ COMBINE FILES

Use the Combine Files tool to merge any type of files. Acrobat lets you preview and arrange the documents and
pages before creating the file. Acrobat converts the pages of the various files into sequential pages of a single PDF.

1. Choose Tools > Combine Files to display the Combine Files toolset. There are two ways to add
files to combine:

B Adotse Acrabat Pro D - X
File Edit View Sign Window Help
a. Drag files directly into the Homcggiod -
Comblne FI|eS Interface I Combine Files E?,Add Files...~ '@Remuve ‘ 2| = ‘ £} Options @ Move Up @Mova Down m

b. Click on Add Files and

select which files to combine. ﬁr_%.
:::]

3 Eolg

il

&

Add files by clicking the button below or drag and drop them here. a
You can also add the current open files from below. B

A

( Add Open Files > [N

&

Help

<!

2. Organize the added files into the order they are to appear in the combined file by clicking on a file you want to
move and drag it to the list position it is to appear.

3. Once the files are in the preferred order, click on the Combine button.

Acrobat will now combine the files. If a file is not a PDF, Acrobat may open it in its native application in order to
convert it first.

Depending on the size of the files, this may take a few seconds to several minutes. Once the process is
complete, the combined file will open in Acrobat. Save the new file.

I Combine Files ﬁ, Add Files... v @ Remave == = -n- Options @ Move Up @ Move Down

Name Page Range Size Modified Bookmark for File Warnings/E PO

8¢ Ch 1.student.pptx All Slides 429MB  7/15/2020 432:32 PM  Ch 1.student

8¢ Ch 2.student.pptx All Slides 35283 KB 7/15/20204:32:32 PM  Ch 2.student Eﬁ

8¢ Ch 3.student.Diversity.pptx All Slides 4783KB  7/15/2020 4:32:32 PM  Ch 3.student.Diversity

8¢ Ch 4.student.Life Transitions and Story.p... All Slides 15504 KB 7/15/2020 4:32:32 PM  Ch 4.student.Life Transitions and 5t... r[l

Ch 35 student.Family Caregiving.pptx All Slides 62.14 KB  7/15/2020 ¢ 2 PM  Ch 35 student.Family Caregiving

@¢ Chapt 5.ppix . All Slides 1.26 MB Chapt 5 E

@& Chapter 6.pptx *. e All Slides 1.25 MB 7/15/2020 432:32 PM  Chapter 6

@& Chapter 7.pptx .'.' All Slides 7647 KB 7/15/20204:32.32 PM  Chapter 7 @

@ Chapter 8.pptx K All Slides 556 MB  7/15/2020 4:32:32 PM Chapter 8

PICh 35 student.Family CKgiving.pptx 2

3
a
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s ORGANIZE PAGES

Organize Pages Tool Workspace Overview

Extract Page(s): Copy or cut selected Insert: Insert a file or blank page
Delete Page(s) page(s) to create a new PDF. into the selected position. Replace:
* (also on the three-dot menu (***)
Rotate Clockwise beside each page) Replace the curren.tly
pag selected page(s) with
Rotate CounterclockW|se page(s) from another file.
I Organize Pages 1 \O Q '@' ,.-D E)ctract m Insert » Replace 9{, Split  [2] More ( Close )
Additional ]
Options Po
Cnalienges 1o Careghing Eii
=
o=
Page 13 14 15 16 Ia
Thumbnails
B
v
Rotate Counterclockwise A2
. - B ak
Rotate Clockwise l\
Delete Page - Zoom Slider:
* B Insert from Ele. Enlarge or reduce the
More Options —> M insert from Cipboara size of the thumbnails.
:-E Insert from Scanner
&h Insert from Web Page..

* r-h Insert Blank Page

>8 cut Ctrl+X

E.. Copy Ctrl+C

Rotate and Delete Pages

Use the individual page options to insert pages before or after, rotate, or delete those pages.
To rotate or delete multiple pages:

1. Select the first page that you want to rotate or delete.
2. Click the shift key and hold it while you click on the last page that you want to rotate or delete.

3. On the Organize Pages toolbar, click either one of the rotate icons or the delete icon.

5
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R [l ORGANIZE PAGES

Move and Copy Pages

To move a single page:
1. Left-click and hold on the page that you want to move.

2. Drag the page to the position where you want to it go. As you drag, a blue bar appears between pages to
indicate the page’s destination.

3. Drop the page in the new position by releasing the left-click button.

I Organize Pages 80 -0 QW Bewae [Bynset~ [MRepace I spit [E] More~
~
B =
= ==
= =
——— ==
T e —

57 58 59 60

To move multiple pages:
1. Click on the first page that you want to move.
2. Click the shift key and hold it while you click on the last page that you want to move.
3. Left-click and hold on one of the selected pages.
4. Drag the pages to the position where you want them to go.

5. Drop the pages into the new position by releasing the left-click button.

To copy single or multiple pages:
1. Select the page or pages you want to copy using the same selection method used above.
2. Right-click on a selected page and choose Copy.
3. Click between the page thumbnails where you want to paste the page(s).

4. Right-click between the two pages where you want the page(s) to go and select Paste.

6
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R D ORGANIZE PAGES

Extract Pages

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

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

Once you open the file that you want to extract pages from, click on the Organize Pages tool to begin the
process.

22 o

Organize Pages Enter Page Range ~ D O \E‘ ,ﬁ Extract I}ﬂ Insert ¥ Jf® Replace ‘}6 Split  [(=] More~

|:| Delete Pages after extracting D Extract pages as separate files @

. I
e EeEaraaane
= ===
e man———
e
R~ b=

N

. On the Organize Pages toolbar, click Extract. The Extract secondary toolbar appears beneath the
Organize Pages toolbar.

N

. Specify the range of pages to extract. This can be done a couple of different ways depending on your
preference. Do one of the following:

a. Select from the drop-down menu choices: Even Pages, Odd Pages, Landscape Pages, Portrait
Pages, or All Pages, or you can enter the page or page range.

b. Click on the page(s) in the Organize Pages workspace. (Use the same Shift-Click method
described in the Move/Copy Pages section)

3. Toremove the extracted pages from the original document, select Delete Pages after extracting.
4. To create a single-page PDF for each extracted page, select Extract Pages as separate files.

5. To leave the original pages in the current document
and create a single PDF that includes all the extracted / NOTE: \
pages, leave both check boxes unselected. ’

The creator of a PDF document

6. Click the blue Extract button. The extracted can set the security to prevent
pages are place in a new document. the extraction of pages. This

may prevent you from extracting

7. Click the save button to name and save the
pages from such a document.

new file in the location of your choice.
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R [l ORGANIZE PAGES

Insert Pages

You can insert the contents of an existing PDF into your current file as part of the Organize Pages tool. Another
useful insert tool is Insert Blank Page which is helpful when paginating your document for printing.

I Organize Pages Enter Page Range = ) ( Il a Extract I:% Insert = _I;lﬁ Replace ‘}(, Split  [5=] Mare ~

Eh Insert from Clipboard
‘é Insert from Scanner
@ﬁ Insert from Web Page...

r_ha Insert Blank Page

wu

To insert from a file:

1. Hover cursor between the two pages where you want to insert one or more pages. When the vertical
blue line appears, click on it.

2. From the pop-up menu, select Insert from File...

3. Locate the file that you want to insert. When inserting a file that is not a PDF, Acrobat will convert the
selected file to PDF before inserting it into your current document.

To insert a blank page:

1. Hover cursor between the two pages where you want to insert one or more pages. When the vertical
blue line appears, click on it.

2. From the pop-up menu, select Insert Blank Page
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. Im CREATE & MANAGE BOOKMARKS

Bookmarks act as a table of contents as well as a list of links to select pages within your file. Use bookmarks to
make navigating your file easier for the reader.

Create a Bookmark

1. With the file open in Acrobat, click the Bookmarks icon Yl TENG
on the left to open the Bookmarks panel. @ 9

- | T =
2. Scroll to the page where you want the bookmark to link to o u =] l'—'b EL

3. In the Bookmarks toolbar, click on the Add Bookmark > [ Mission and Guiding Principles
icon. The new bookmark is automatically added at the

) H General Information
end of the list.

1 ). O

4. In the Bookmarks panel, type or edit the name of the

new bookmark.

5. Click and drag the bookmark to the position you want it to appear on the Bookmark panel. You can drag a
bookmark to any position in the bookmark panel. Changing the order of where bookmarks appear in the
bookmark panel does not affect the position of the actual page in the document.

Move/Nest Bookmarks

You can nest a list of bookmarks to show a relationship between topics. Nesting creates a parent/child
relationship. You can expand and collapse this hierarchical list as desired.

When dragging a bookmark, the Line icon will appear to indicate where the bookmark will be placed. There are
two positions indicated by the line icon: Parent and Child.

) Mission and Guiding Principles
a. Parent position: Primary, first-level bookmark. e-— yl:] -------------------------------- ornees

Arrow is located to the left of the bookmark icons. > [] General Information
b. Child position: Secondary sub-bookmark that is > I:I Degree and Certificate Programs of Study
nested under a parent bookmark. Arrow is located

to the right of the parent bookmark. s E] Bachelor of Science Degree Programs of Study

[:I Applied Management

[] Business Administration

Nest One or More Bookmarks:
1. Select the bookmark or range of bookmarks you want to nest

2. Drag the bookmark(s) to the position directly underneath the parent bookmark icon. Be sure the line icon
arrow is in the Child Position (b). Release the bookmark(s) to place them.

3. To move a bookmark out of a nested position, repeat step 1 and drag the bookmark to where you want it to
go, making sure the line icon is in the Parent Position (a).

9
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. % CREATE & MANAGE BOOKMARKS

Rename a Bookmark

1. Select the bookmark in the Bookmarks panel
Bookmarks

2. Click on the Options Menu _ [ -

3. Select Rename Bookmark from the dropdown menu l’—'b EL

4. Enter the new name for the bookmark. > [] Mission and Guiding Principles
5. Press Enter on your keyboard to submit change [ General Information

m New Bookmark k

Delete a Bookmark

In the Bookmarks panel, select a bookmark or range of bookmarks and press Delete on your keyboard.

NOTE: Deleting a bookmark also deletes any child bookmarks that are grouped with it. Deleting a bookmark
does not delete any document text or page.

10
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_ [:] — EDIT PDF: ADD & EDIT TEXT

The Edit PDF tool allows you to add new content and apply changes to content in a PDF document.

Some of the tasks you can perform:
e Add, replace, edit, format text

L Add, format images ! Edit PDF @ Edit T Add Text EI Add Image C{o Link = I:%_ Crop Pages Header & Footer =

e Add, edit web links
e Add, format headers & footers

Edit Existing Text

When you select the Edit PDF tool, Acrobat automatically applies OCR (optical character recognition) to your
document and converts it to a fully editable copy of your PDF.

1. Click on the Edit icon on the Edit PDF toolbar I Edit PD(@‘ I e

2. Place the cursor next to the element you want to edit and begin typing. Just like working in a word processing
program (like MS Word), you can type, backspace, and delete the existing and added text.

Add New Text

You can add or insert new text into a PDF using any of the fonts installed on the system.

1. Click on the Add Text icon on the Edit PDF toolbar | ssror & (T awrer)

2. Click on the document where you want to place the text box

3. The Add text tool intelligently detects the following text properties of text close to the point of click:
Font name, size, and color; character, paragraph, and line spacing; horizontal scaling

4. Begin typing. The resulting text box can be moved, copied, or rotated, and the text can be formatted.

Format Text

Change font, size, line spacing, character spacing, horizontal scaling,
stroke width, or color. SO
— Anal -
1. Click on the Edit icon on the Edit PDF toolbar ! Edit PD('E> edit ) T Add Text
1 -
2. Select the text you want to edit
1
3. Format the text using the tools in the Formatting pane on the right side T 7T TTT
of the screen. ==
=120 - 1= 8 ~
L, 10 v AV 009 ~
11
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_ [:] — EDIT PDF: ADD & EDIT TEXT

Move, Rotate, or Resize a Text Box

1. Click on the Edit icon on the Edit PDF toolbar I G PDFC'E?M oL Gudten

Inverse kinematics

2. Click the text box you want to move, rotate, or resize. o o 0 s
A bounding box with selection handles surrounds the e
text box you clicked.

About inverse kinematics

3. Do any of the following: [t b s, EEmct s Ml iy e 0

Irrparia Rrmrearies. (K 8 @ way ol aremaling objscls usng Goes charsd o Iy

Move: .
Inverse kinematics

a. Place the pointer over the line of the bounding box -
(avoid the selection handles). .

b. When the cursor changes to Move pointer, '—I—' oo ) "I"
drag the box to the desired location. s

c. Hold down the Shift key as you drag to constrain
the movement vertically or horizontally.

About inwerse kinematics

nemubch K a wag ol snematry shpch using Saves chaned mio i

Wi i relziog o i

ane teone moves. | connecded bones

* You cannot drag a text box to a different page. Instead, cut the image and paste it onto the new page.

Inverse kinematics

Rotate: PN o T
a. Place the pointer just outside a selection handle. s . )
b. When the cursor changes to the Rotation pointer, %, X ’I‘,, wa
drag in the direction you want it to rotate. il i i

.P.h-:uut'ln'.reru Kinematics

Irvsares Kinereaies (1K) 18 3 way of animating objects using Bones chairasd inio ling

e Bofs Foeas, cosnedsd Baea dee i faalcn i

Inverse kinematics
Resize:

a. Place the pointer just outside a selection handle.

b

b. When the cursor changes to the Resize pointer, 4}
drag the selection handle to resize the text block.

About inverse kinematics

Irmre kimmmaficy (1K) m 3wy of animating oSjcis pmng beneg chaned i bn)

Dt Do TRVES, CONTWCIE Soviarh Shoved o TRdGlen ko i

12
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_ C] — EDIT PDF: INSERT & EDIT IMAGES

Insert an Image

1. Click on the Add Image icon on the Edit PDF toolbar I EditPOF T ean T Addw@ﬁdd lmage!

2. In the Open dialog box, select the image file you want to place and click Open

3. Click where you want to place the image. The image will appear on the page.

Move or Resize an Image

1. Select the image or object you want to edit

2. Hover the cursor over the object. An Image icon
will appear in the top left corner.

3. Do any of the following:

Move:

Left click and hold on the image, then drag it to the desired location
on the page

* You cannot drag an image to a different page. Instead, cut the image
and paste it onto the new page.

’ - ‘ &
Resize: _/:%

a. Leftclick and hold on a corner handle

b. Drag the corner handle to enlarge or reduce the size of the image

Use the Objects Panel to Rotate, Flip, Crop, Replace, Arrange, and Align Images

Click on an image and the Objects panel will activate.

= Align Left
||:| g
Flip Flip Crop Align: Select the objects you want & Align Vertical Center
Vertical Horizontal to_ ali_gn by holding t.he Shift key while S| Align Right
clicking on each object one by one. _
/ . . On Align Top
Choose the appropriate option from _ _
OBJECTS / / the Alignment drop-down menu ===p % Align Horizontal Center
N : Oa Align Bottom
> A T |a- —~
S Fe— Arrange: Select an object to
,O Q sl 0~ be moved behind or in front of i
/ \ \ other objects and select the 1 Send to Back
Rotate appropriate position from the L] Send to Bac
Rotate Clockwise Replace Arrange drop-down menu === \l.FE'l Bring Forward
Counterclockwise Image I send Bagkward

13
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_ [:] — EDIT PDF: HEADERS & FOOTERS

Add Headers and Footers

1- CIICk on the Header & FOOter icon ! Edit PDF f}Edit T Add Text [&3] Add Image olo Link = [‘E Crop Pages B Header & Footer =

on the Edit PDF toolbar Add..
Update...
2. Choose Add in the drop-down menu R:mot\.re...

Font -

P Margin (Inches)

Name: ‘ Arial

| sze [s ~| [g] [m] Top:  [05 5] Bottom:  [05 =
@ oo e i B omee [
Left Header Text Center Header Text Right Header Text
Left Footer Text Center Footer Text Right Footer Text
5a Insert Page Number 5b @ Page Number and Date Format.

0 Preview
Praview Page B 3 of16s

0 Page Range Options.

........................................................................... PTC|2218:2029 .
H

A . A b

T TS e

e hl Ld ¥ d L T e g
cookiés, pies and tarts, creams and mousses, cakes and frostings, and pate a choux, crepes and phyllo doughs. $tuden15

0K Apply to Multiple Cancel

3. As needed, specify the Font and Margin values.
4. Type the text in any of the header and footer text boxes.

5. To insert page numbers or the current date:

a. Page Number: Click in a header or footer text box, then click the Insert Page Number button.
b. Current Date: Click in a header or footer text box, then click the Insert Date button.

c. To select formatting for automatic entries, click Page Number and Date Format.

6. Click Appearance Options:

e Select Shrink Document to Avoid Overwriting the Document’s Text and Graphics.

e To prevent resizing or repositioning when printing the PDF in large format, select Keep Position

and Size of Header/Footer Text Constant When Printing on Different Page Sizes.

7. To specify the pages on which the header and footer appear, click Page Range Options. Acrobat applies
header/footer settings to all pages of the document by default.

8. Examine the results in the Preview area, using the Preview Page option to see different pages of the PDF.
9. Click OK.

14
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_ [:] — EDIT PDF: HEADERS & FOOTERS

Update Headers and Footers

1- C“Ck on the Header & FOOter icon l Edit PDF f}Ed\t T Add Text Add Image C{o Link I:% Crop Pages Header & Footer =
on the Edit PDF toolbar Add..

Update...

2. Choose Update in the drop-down menu

Remove...

3. The Update Header & Footer screen is the same as the Add Header & Footer Screen. Change the settings
as needed using the steps from that section.

Replace All Headers and Footers

1' CIICk on the Header & FOOter icon I Edit PDF f}Edlt T Add Text @Add Image CP Link = l:%_ Crop Pages Header & Footer =
on the Edit PDF toolbar Add...

Update...

2. Choose Add in the drop-down menu

Remaove..

3. Click Replace Existing in the message that appears.

4. The Replace Existing screen is the same as the Add Header & Footer Screen. Change the settings as
needed using the steps from that section.

Remove All Headers and Footers

1. Click on the Header & Footer icon I EditPDF $2edt T AddTemr [ Add Image ¢f° Link~ [ Crop Pages Header & Footer =

on the Edit PDF toolbar Add...
Update...
2. Choose Remove in the drop-down menu R

15
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_ am

REDACTION: REMOVE SENSITIVE CONTENT

Using the Redact Tool, you can delete sensitive text and graphics from a PDF by either marking each item or

searching for all occurrences of an item.

I Redact

Set Redaction Properties

E Redact Text & Images = @ Sanitize Document

[é" Redact Pages
(2 g
'@2 Find Text & Redact

4 Properties

By default, thin red outlines appear around images and text you
mark for redaction, and black boxes appear in place of redacted
images and text. You can change the appearance of redaction
marks at any time before you apply the redactions by clicking on
Redact Text & Images and selecting Properties.

1. Redacted Area Fill Color: Change how the redacted area
will appear in the document. Black is the default color.

2. Overlay Text: Add any text to appear over the redacted area.

Example: He told Tom to _

3. Redaction Mark Appearance: Change the appearance of
the redaction mark that appears as you are selecting areas
to redact. A red outline is the default.

Redact Individual Iltems

Redaction Tool Properties

Appearance  General

o Redacted Area Fill Color: m [Ouse Overlay Text
Overlay Text
e Helvetica 10
Auto-Size text to fit redaction region Repeat Overlay Text
|
stom Text:
Redacti
Mo Code Sets Available No Code Entries Available
Add Selected Entry Edit Codes
6 Redaction Mark Appearance
Outline Color: [l Fill Color |
Fill Opacity: ] 100%

Locked 0K Cancel

With the document open in Acrobat:
1. Choose Tools > Redact

2. To mark the area you wish to redact, do one of the following:

a. Left-click and drag the cursor over the text to highlight it.

b. Left-click and drag the cursor over an area to draw a
box around the text or images you want to redact.

3. Repeat Step 2 for all items to redact. Each item marked
will be marked with a red line around the area.

@ ad agency McCannINew York use to get kids

@ ad agency McCann New York use to get kids

R

o ad agency|McCann New Yorkl use to get kids

4. When you have finished marking the items you want to redact, click Apply on the right side of the Redact

toolbar to remover the items.

5. All redacted items will be replaced with a box in the color you selected in the previous section.
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REDACTION: REMOVE SENSITIVE CONTENT

Find Text & Redact in Current Document

With the document open in Acrobat:

—

(o2

. Choose Tools > Redact

I Redact

. Click on the down arrow next to Redact Text & Images

. Select Find Text & Redact from the dropdown menu

. Select In the current document

E Redact Text & Images =

. Select whether you want to search for single or multiple words or phrases

a. Single word or phrase: Type in the word or phrase you would

like to search for

b. Multiple words or phrases: In the pop-up window, add the words

or phrases you would like to search for and click OK

. Click on Search & Remove Text

IMPORTANT: Items aren’t permanently removed

2]

@ Redact Pages
[ 9
ﬁ)d_ Find Text & Redact

4 Properties

MNew word or phrase:

‘Word and phrase list:

[IWhole words only

[] Case-Sensitive

oK

Add

Remove

Import...

Export...

Cancel

Where would you like to search?
(® In the current document
(O All PDF Documents in

( My Documents ~

() Patterns

What word or phrase would you like to search for?

| McCann Mew York

[ Whole words only
[] Case-Sensitive

Search & Remove Text

from the document until you save it.
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COMMENTS

Add Sticky Note Comments in a PDF

The most common type of comment is the sticky note.

A sticky note has a note icon that appears on the page that, when clicked, will display your comment in either a
pop-up note or in the comment pane on the right side of the document window. You can add a sticky note
anywhere on the page or in the document area.

The sticky note tool is available on the main toolbar of any open document. For more advanced commenting
options, such as highlighting, lines/arrows/shapes, etc., open the Comment tool from the Tools menu.

With the document open in Acrobat: /_/—\
1. Click the sticky note icon in the main toolbar )

R OGO sy T OB L&D

and click where you want to place the note.

2. Type text in the pop-up note window. You can also copy and paste text from the document into the note.
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PREPPING POWERPOINT FILES FOR MAXIMIZED 2-UP PDFs

When preparing PowerPoint presentations to be included in PDF handouts or books, it's a good idea to print them
in a 2-up layout (meaning 2 slides per page). Follow these directions to save a PowerPoint as a PDF with a 2-up
layout using the Print function.

Printer
< WF-2830 Series(Network)
@ Ready
With the file open in PowerPoint: . _ ]
M-FL3-Service-3B-D110 on printserver
A Read
1. Click File > Print g s
>F Ready
2. From the printer drop-down list, choose either S FPSONWF-28305Series (AX
Adobe PDF or Microsoft Print to PDF s
(you may have both or just one) ® :{Zdy

& KES|I Virtual Printer
= Rea

@ Microsoft Print to PDF
Ready

3. Click on Printer Properties

4. Click on the Layout tab

P ri nter @ o PDF Decument Properties
5. Under Orientation, ‘3 Adobe PDF §‘ Layout  Paper/Qualty W] Adcbe PDF Settings
select Landscape Ready e . . Orientation: 6
Printer Properties | Landscape V|
6. Under Page Format, select Settings Page Format
2 pages per sheet ‘”—:. Print All Slides i Pages per Sheet -
| L ] Print entire presentation e :"
7. Click OK to close the Sides: | ==
Printer Properties window :|_| FullPege Slides . -
| Print 1 slide per page =
8. Click Print to save the PDF [E&) f;";‘efu s =
in the folder of your choice -. -
9. Open the newly-created PDF in Acrobat. —
Note that the pages are now formatted for T et Ovenes | [ -
two slides per sheet and the slide size is T Lleees ,
as large as the page will allow. Ot o1 Even Pages: [ All pages m rane ;
. Page Sizing & Handling (1)
10. You. can organize the pages and/or.add oo e Sevenn EERR N B
additional pages (blank, cover, section o S
diViderS, additional ﬁleS/pageS, etC.) (O Shrink oversized pages (O Custom Scale: 100 %
[] Choose paper source by PDF page size
11. Set up to print as you would any other PDF. Ditonbothscesofpoper || ~
@ Fliponlongedge (O Flip on short edge
A . Orientation: ' &
Note: There is no need to set up the print ©auo  OPortwit O Landscope Page s of 63
as a 2-up print because the file is already Comments & Forms
formatted thiS Way_ Document and Markups ~| | Summarize Comments
Page Setup... Print Cancel
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