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|mportant Terms:

pdf

Acrobat Reader

PDFWriter

Distiller

This stands for Portable Document File. PDF files are what Adobe Acro-
bat makes. They are very handy, especially for the web, because they
keep the format of the original document and are relatively small in size.

Free software that allows you to view, but not modify, a pdf file. Reader is
usally downloaded from the web, and once installed, you have it and can
always view pdf files.

Thisworks like aprinter in that it “prints” your document into a pdf file.
Writer isfor non-complex documents such as those created in aword
processing program.

Distiller creates a PDF file from a PostScript version of adocument. A
PDF file created by Distiller maintains all the formatting, graphics, and
photographic

images from the original document, and it usually provides higher quality
output than PDFWriter.
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Key to Acrobat Symbols

[

Faculty Resource Center, Faculty Technology Seminars

The Hand Tool
One of your most useful tools. Select it to navigate through the
document by clicking and dragging.Also, use it to deselect other tools.

The Zoom Tool

Thistool allows you to change views, zoom in or zoom out, in order to
see fine detail more clearly or fit the page on the screen.

The Text Select Tool

Used to select text in order to copy it to the clipboard and export it to
another program. Also used to copy text to make a bookmark title.

The Crop Tool
Thistool functions the same asit doesin all other Adobe® programs. Use
it to reduce the size of your object or page.

The Notes Tool

Thistool isfor placing “post-it” notes into your document to allow
others to make changes, update, etc.

The Pencil Tool
Write notes to yourself or colleague.
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The Highlighter Tool
32 Similar to the pencil, but more like aregular highlighter.

The Movie Tool
E Allows you to insert multimedia into your document. Thisincludes
movies, sounds, pictures, and photographs.

The Link Tool

% One of the most useful and most used tools. Thistool allows you to
link to other parts of your document, other documents, and even World
Wide Web sites.

The Article Tool

Thistool allows you to control the flow of text, much like in a desktop
publishing program.

— The Form Tool

£+  Thistool, much likeit's HTML cousin, lets you make formsin your
pdf. file that can befilled in and submitted electronically, or printed out
and mailed or faxed.

T The Text Touch-Up Tool

If you would like to make minor changesto text, use thistool. If you
would like to make major changes, you will need to go back to the
program that created the document.

6 Faculty Resource Center, Faculty Technology Seminars



Adobe®Acrobat®

E‘ H 51 Open File, Save File, Print File
|

These work exactly the same as they do in other programs,
wordprocessing or other.

Show/Hide Navigation Pane

This button toggles the view of your bookmarks, thumbnails and an
notations. A key tool for navigation throughout a document.

44 ) ) First Page, Previous Page, Next Page, Last Page
A navigational tool that lets you jump to the above pages.

* * Previous and Next View
Go to the previous view and next view. Thisdiffers from Previous
page, Last page in that you can possibly change the amount of docu
ment in your windo, not just the page number.

D D H Change Views
In order, Acutal Size, Fit Entire document in window, and fit the width
in window.

ﬂ ﬁ @ Search Tools
These allow you to search for specific words and phrases in your docu-

ment.
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FTPing Files:

Open the FTP Client. Thereisan Icon on your Desktop, or Click Start Menu, Program
Files, WS _FTP. Onthe Mac, use Fetch.

Enter Host Name/Address: bama.ua.edu

User ID: faculty
Password: workshol
Click OK
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Find the Folder named Acrobat on the right side of the screen.

On the left side of the screen, click until My Documents is highlighted
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FTf"w'S_FTPEIE LE bama.ua.edu

~Local System
C:“My Documents "’l
" | M ame | Dae | ChaDir
t - bk Doir
desktop. ini 990225 14—
& [-a-]
B[] e
& (=] Euer
HEEME
[iElete
Refresh
(| | ﬂ Dirlnfa
™ ASCI {* Binary

—FRemote System

K —

mailboxlist

g
i

" M ame | Date
9¢ |
9!
(] Deborah g¢
(Jemil 94
[Imail qt
] teresa g¢
] test g¢

|ff5ffal::ult3r "’l

[™ Auto

226 Transfer complete,

150 Opening A5C1 mode data connection far finds.
Received 1166 bytes in 011 secs, [110.00 Kbps|, transfer succeeded

Close | Cancel | Lagh/nd | Hep | Options | dbout | E it |
Click on the arrow going left. Your files are transferring to the computer you are now
using.
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Converting Documentsto PDF files

Open Microsoft Word. Click Start Menu, Program Files, (Office), Word.

=7

Open the document X XXXXXX.doc. Click on the Open Folder, or click File, Open, My
Documents, X XXXXXX.doc.

r—

Modify the document if you wish. What you will do now is convert the Word document
(.doc) to .pdf

Convert the document. There are multiple ways:

.@ 1) If thereisan Acrobat icon in the top right corner,
click it

OR
2) Click File, then Print. Instead of choosing a printer,
choose Acrobat PDFWriter. Click Print

OR
i . 3) Click the printer icon and choose Acrobat PDFWriter

% as your printer

OR
4) Click File, Create Adobe PDF and select your options

View the document in Adobe Acrobat (Start Menu/Programs/Adobe/Acrobat). You have
now created a pdf file that can be used on the web, or in whatever manner you wish.
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Creating Complex PDF Documents

Click ~ & File Edit [P Tools  View w
Document/Insert Pages = T %

Previous Page

= % Mext Page

| Eh:unk:rnar'l T b Last PﬂgE [
Go To Page... SEM
Go Back Doc 13—
Go Back 3E
Go Forwanrd 3=

Go Forward Doc 38—

Insert Pages...
Extract Pages...
Replace Pages...

Delete Pages... G3IED
Crop Pages... ST
Rotate Pages... 3*ER

NMumber Pages...
Set Page Action...

Select the file you wish to insert

Select File To Inzert EE

Laak in: ﬁ My Documents j | ﬂ ik =
@ Dezktop
EMy Documents
My Compuiter
=4 3% Floppy &)
= PC DISK [
& [E)
Metwork. Neighborhood
i35 My Briefcase
[ Online Services

HA5HI k=W ER 275

Filz name: | Open
Files of type: | Acrobat [+ pdf) | Caricel
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Decide where you would like to put the file, before or after what page

Inzert
Inzert File: Aeadie. pdf

Logatior: v

—Page
" First page
" Last page

* Page number: |1 of 628

OF.

Caricel

| TSI ATE EIITITT X AT AT IIT TR T I L,

Insert documents: xxxx.doc, xxxx.doc and xxxx.doc. For the purposes of this workshop,
it doesn’t matter very much where you put them, but the best would be after the last

page.
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Creating Thumbnails

Click

Click

Thumbnails are miniture pictures that are used generally for navigation since they
take up considerably less space than full pictures. In Acrobat, thumbnails are used to
jump quickly from one part of the document to the next. First, we will need to create
the thumbnails.

Show/Hide Navigation Pane

Adobe Acrobat - [ReadMe.pdf]
'@ File Edit Document Tool: Wiew Wi

MeEBAS E )
| Book] Thumbnails “ps ez ™| b

on the Thumbnails tab

WeoDh ~0 & A2

Faculty Resource Center, Faculty Technology Seminars 13
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Right Mouse Click
(Windows) or Control Click (Mac)

NEeEGBASE GO e
{""Fl Bookr Thumbnails ™ans 2z » Adobe A

3 This file conta
’]"' documentatio
b4 usage and tro
ﬁ hittpe e ad
, This ReadMa
7,

é Create All Thumbnailz

H Delete All Thumbnails

] Small Thumbnails

Ul v |arge Thumbrnailz

Practice navigation by clicking on various
thumbnails. You can enlarge the view of the
thumbnail by enlarging the red box. Click the
lower right-hand corner and drag.
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Creating Links

Go to the first line of the table of contents. Shortcut: Control N

(Windows) Command N (Mac)

Click the Link Tool. Go to some text you want to link, and highlight that text. A dialogue
box will pop up, and you will need to make some decisions. Do you want the link to

% bevisible or invisible? If visible, what kind of border?

Create Link E2 |
— Appearance
BUERisible Fectangle sfidth: IThin -]

nghhght I Irwerk - I

Lolar: IBIack "’I
Shyle: IS-:ulin:I vI

—Action

Tvpe: [Go to View

page and view to be dizplaped.

=~

|lze the toolbar, menus and./or mouze to go to the file,

M agnification: I Fit width

=

Fit the width of the curent page in the destination window

| Set Link I

Cancel |
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The most important choice hereis under ACTION. When someone encounters a
link, what should the link do? Go somewhere in your document? Play a movie?
Jump to the World Wide Web? Run a JavaScript?

For now, what we want to do is to jJump to some other position within this document.
For that purpose, you need to have “ Go to View” selected.

Create Link

— Appearance

Type: I"-.:fisible Rectangle j

"afidth: IThin vl

Mone

wWwharld ‘wide \wieb Link

Highlight: |1rvert ~| Calar IEIack 'I
Style: IS-:-Iid 'I
— Action
Tvpe: [Go to view j
e A,
page & Import Form Data
JavaScnpt
b iz
Open File
Fead Article
Magniff B ezet Farm 'I
: Show/Hide Field . .
Fit the | ¢ qund deztination windaww
Subrmit Farm

I puperioy =)

=

cel |
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IMPORTANT!

Choose your Magnification. This means, how much or what part of the document

will fit in the window after you jump to the link.

Create Link

— Appearance

Tupe: |visible Rectangle x| Width: | Thin

Highlight: |irvert =| Color [Black =]

Style: | 5lid =]

— Action
Tvpe |Go to View j

page ahd view to be dizplayed.

Usge the toolbar, menus and/or mouse to go to the file,

Magrification: | Fit Wwidth j

Fit the width of ti Fixed
Fit Wigw
Fit it "Wirdow

9Fit Height
Fit %izible
Inkent £oam

Before you hit the SetLink button, you must physically move the pages to the spot

Ghom window

that the link will jump to. You must have the page showing before you SetLink. The

Faculty Resource Center, Faculty Technology Seminars
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Click

dialogue box will not move while you move pages. Thisisagood opportunity to use
your Thumbnails. Once you have the place selected that you want the link to jump to,

| Set Link I

You will repeat this process many times, for as many links as you have. Remember,
links are a great navigational tool, and one of the things that makes Acrobat a great
program.

Creating Bookmarks

Acrobat bookmarks work the same way as paper bookmarks in a novel--they save
your place so that you can return to a particular spot. However, bookmarks have
many more uses. In fact, they a comination of thumbnails and links. You can use
bookmarks for navigation and to execute an action, like with links. If you have
created atable of contentsin a publishing program (PageMaker, Quark, etc), book-
marks will automatically be generated by Acrobat. However, you can add, delete and
edit bookmarks once in Acrobat.
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Click Show/Hide Navigation Pane Adobe Acrobat - [Table.PDF]
'@ Eile Edit Document Tools Wiew 'Wir

NMeEBRSE 1 »)
| Bookmarks ™z “aps  “es »

Fa

Click on the Bookmarks tab

Right Mouse Click (Windows)
Control Click (Mac) to create
a bookmark.

NN : 1R

2]

File Edt Document Toolz MWiew ‘Window  He

NeEBS E K «

Bookmarks ™ils = = b

Click on new bookmark

Mew Bookmark, Ctrl+B
M ew Blamlemantes: franm Shctne.

g4 25

EindlEurrent Boakmark:

-

v Show Location
Hide After Uze

-

N nn R N
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NMeGBRS B ()

Bookmarks

Name your bookmark. Just begin typing if “untitled” is highlighted.
Now you have a bookmark, but it doesn’t go anywhere.

Move your document until the correct page is showing. Thisissimilar to links--you need to
have the page you want to jump to showing.

Right Mouse Click (Windows) Control Click (Mac). Go to Set Destination. Click. You
will have an alert box pop up asking you if you are sure you want to set the destina-

tion. If sure, click yes.

Adobe Acrobat Ed |

Are pau sure wou want ko get the destination of the selected bookmark to the current
lozation?

Continue creating more bookmarks in the same fashion. Always make sure you test
every bookmark.

20 Faculty Resource Center, Faculty Technology Seminars
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Touching-Up Text

Click Tools, TouchUp, Text Attributes. Thiswill open up the Text Attributes pal ette.

'@ File Edit Document | Toolz: Wiew Window Help

ANEEEY=REE  Tochle v I

e Faper Capture k EitThext ta S electian
Bookmarks ;'5 ;
Anmotations k' Show Line Markers
Eorms k

Compare Pages
Self-Sign Signatures
Wieb Linksz. ..
Wieb Capture

b A

m][[ Ao

Select the text touch-up tool. Select the text you wish to modify. You can now change font,
font size, font color, aignment, leading, kerning, and other text attributes. Unfortu-
T nately, you can only change one line of text at atime. Therefore, if you wish to
+  change an attribute of all text in your document, you will need to go back to the
program that created the original and change the attribute there.

Acrabat has been known to do strange thingsat times and unreasonably change fonts.
Thisisabug in the system that will get worked out in later editions. If your fonts
change, try using Distiller instead of Writer.

Faculty Resource Center, Faculty Technology Seminars 21



Adobe®Acrobat®

Inserting Multimedia

You can insert movies and sounds into your PDF document for added interest. Use
the movie tool to add multimedia.

Select

the movietool. Click on a space in the document where you would like to place the
movie. When you let go of the mouse button, you will be asked what movie to add,
E and you must find the correct clip.

ky D ocuments

@ cybil. oy

File narmne: | Open

Filez of twpe: II]uin::kTirne Movies [* o) j Cancel

After you select your movie, adialogue box will appear. You must make some
decisions.

22 Faculty Resource Center, Faculty Technology Seminars
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Movie Properties
— Movie File — Movie Poster
AL fepbil mov IF'ut Paster in Docurment j
Title: In:yl:-il Colarz: IEEE Colars j
— Player Options — Border Appearance
[~ Show Contraller width: [Thin

Mode:  |Play Once then Stop j
™ Floating Window

[
Style: [Salid |
[

j Colar: ' hite

Save Preferences |

After selecting your options,

Click the hand tool and move the hand tool over the area of the movie. The hand should
changeto film. Thissignalsthat there is an embedded film if you haven't put the
poster on it.

Click

and the film will begin. You can insert a sound in exactly the same way.

Faculty Resource Center, Faculty Technology Seminars 23
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Post It Notes

These work the same as on paper.

Click on the note tool, then click on the place in the document where you would like to put
the note. A writing space will pop up. Write your note in the area available. Click
on the top left corner to collapse the note.

=B & E )y «» |

E‘i Susan

Change this, please]

I

FA MR =m g 23
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Making A Form

Making aformin Acrobat is unlike making an HTML form. You still need an exist-
ing document to make aform in Acrobat as there is no way to add text if some does

not already exist.
Open up the document Survey.pdf.
Click on the form tool

You should have crosshairs as a cursor. Choose the place in your document where

you want to put aform field and drag an area the size of which will suit your needs.

¥, A dialogue box should pop up.

Eﬂ- Field Properties

M ame:

Tvpe: | Test

Shaort D escription:

Appearance | Elptinnsl f—'u:tiu:unsl Fu:urmatl "u"aliu:latel Ealn:ulatel

— Border
[~ Border Color

| wdthe |Thin |

[T Background Color B0

Style: |[Solid ~|

— Text
Text Color:

-l

Font: I Helvetica

j Size: I.":".utl:l "’I

— Common Properties

[~ Bead Only
[~ Required

[

Farm field is:|[visible

Faculty Resource Center, Faculty Technology Seminars

25



Adobe®Acrobat®

Decide what to name the form field. You must give your field a name.
Choose your Type. See page 32 for an explaintion of different types.
Choose whether you want a border around the field or not.

Decide whether the form field is visible or not.

Click the Options tag.

E‘E Field Properties

Mame: Type: |Text |

| Shart Description:

Appearance  Options l.-'-‘-.::ti:::ns] Fu:nrmat] Ualidate] Ealculate]

Default:
[ Alignment: | Left ﬂ
V' Multiline
v Liriit u:uf| characters
-

Here you can choose how you want the input in your field aligned.

Also, will your want your field to be more than one line? If you do not check this
option, the user can input data that will not be seen.

You can aso choose alimit of characters per field. Thisis useful when you have
fields with fixed information, such as socia security numbers.

26 Faculty Resource Center, Faculty Technology Seminars
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Click the Actions tab.

,EE Field Properties

Marme: Tvpe: I Teut -]

Shart Descrphion:

Appearance | Options  Actions | Fu:nrmatl "-.-"ali-:latel Ealculatel

when thiz happens. .. Do the fallowing:

Mouze Up

Mouze Down

Mouze Enter _
Bt

Moaouze Exit £
[Melete

]

[t

These actions are similar toJavaScript actions that are executed when a particular
event occurs, such as the mouse cursor moving over a certain area.

Click on one of the actions (When this happens. . . ) and then click Add.

Faculty Resource Center, Faculty Technology Seminars
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Now you need to choose what type of action will happen when the mouse does what
you chose. You could take the viewer to a different part of the document, or to a
World Wide Web page. You could play a sound or movie, or submit the form, etc.

Click Sound.

,EE Field Properties

Hame:

Tuype: I Teut j

Short Dezcriphion:

Add an Action Ed |

AR~ Action

y | Tvpe |Mone

[

Execute Menu [tem
Go ko Wiew

Irnport Farm Crata
JavaScrpt

b owvie

Open File

Read Article

Reszet Farm
Show/Hide Field

Subrmit Farr
Wwiorld Wide “web Link
MHaone

cel
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Add an Action

]|

— Achion
Tvpe: ISDunu:I j
Chick. the Select Sound button to choose a sound to play.

Set Action Cancel

Click Select Sound

You will need to choose your sound file, so look through your folders until you find

the file you want to use.

i Eéél

Look, jr: Iﬁ ty Documents j In_hfil

k@ |ane. way

@ outhere]. way

File name: #

Open |

Files of type: | Sound Files [*wav* aif]

Cancel |

i

Faculty Resource Center, Faculty Technology Seminars
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Click on that file and then click open.
Click Set Action

After this, you will be taken back to the main Field Properties dialogue box. Click

,EE Field Properties

Marme: Tvpe: I Teut -]

Shart Descrphion:

Appearance | Options  Actions | Fu:nrmatl "-.-"ali-:latel Ealculatel

[ e

When thiz happens... Do the following:
Y house Lip
1 Mouze Down
touze Enter :

Edit...

I bouze Exit =
Delete

: e

£ [T

At this point, you can go ahead and insert the field into your form by clicking OK, or
do more editing.

30 Faculty Resource Center, Faculty Technology Seminars
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Form Field Types

Text Boxes  Themost common type of form field is the text box where you add text or single or
multiple lines.

Combo Boxes Used to create a pop up menu with multiple possibilities. Take up less space than a
List Box because the items are hidden until scrolled through.

List Boxes Similar to Combo Box, but all items are visible.

Check Boxes Allow you to check more than one option. You can add an export value if your data
will be exported to a CGI Script.

Radio Buttons These allow only one option to be selected. A use of Radio Buttons would be a
payment option. You can only pay oneway. The most important thing to remember
about Radio Buttonsis that for each button, the Name of the field must be the same,
but the Export Value must be different. For example, if you wanted to know whether
someone was paying by Visa, Mastercard or Discover, the Name of each field could
be credit, but the export values must be distinct (visa, master, discover).

Buttons Buttons add interactivity to pages since they can execute actions or multiple actions.
An example of abutton would be the submit button at the end of aform. Addition-
aly, abutton can play a sound, make alink or take you somewhere else.
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Some Other Neat Tricks
Set Page This allows you to run a JavaScript when the page opens or closes. For example, you
Action could have amusical intro when the page opens.

Click on Document and then Set Page Action.

EE Page Actions Ed

When thiz happens... Do the fallowing things:

age Upen

Fage Cloze

] Caticel

Click on Add and then chose what action you want. choose your file or your script.
Thisisthe same as adding actionsin aform.
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Capturing
Web Sites

One of the great things about Acrobat isthat it allows you to capture entire web sites
and turn them into .pdf files. You can then view thefiles at alater date or use them
however you wish.

To do this, click on File and then Open WWeb Page.

Open Web Page E4d

(RN bkt A s, adiobe, com -

— Settings

+ Levels|]] 5 " Get Entire Site

[T Only Get Pages Under Same Path

I Stay on Same Server Carversian Settings...l

annlnadl Ear‘u:ell

You type in the URL of the site you want to capture. You must then decide how
many levels of the site you want to download. If you choseto get the entire site, it
may take awhile.

Your site will be captured with the links complete and functional. If you click on an
external link, it will spawn aweb browser.
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Security When you save your document, you can prevent people from printing or modifying
Settings your document. To do this, change Security from None to Standard.

Save As

Save . I Desktop

.,-':.'_EI_ M etwork, Meighborhood

File narme: contents Save I

Save as lwpe: | Acrobat [*.pdf] j Cancel |

Security
[ ffione R e IV Optimizs

Specify your passwords and decide what features you want to use. Click OK.Then
save your document as usual.

34 Faculty Resource Center, Faculty Technology Seminars
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Security

— Specify Pazaword To

Open the Document:

Change Security Options:

— Do Mat Allow
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