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Introduction

Acrobat X Pro is a full-featured application that enables the end user to convert documents into PDF (Portable Document Format) documents. PDF documents can be read by anybody who has the free Adobe Reader installed on his or her computer. Many people who own Acrobat don’t utilize many of the incredible features the application has available. My goal for this book is to make Acrobat X Pro more accessible for everyone who uses the application and to explore the powerful features that enable the end user to convert vanilla PDFs into interactive forms, multimedia presentations, and much more.

This book covers features of Acrobat X Pro and is divided into three parts. Part I is an introduction to Acrobat that discusses the new features of Acrobat X Pro, explores the workspace, and shows you how to navigate a PDF document. Part II shows you how to convert Microsoft Office documents, paper documents, and web pages to PDF files. This part of the book also shows you how to add interactive elements to PDF documents and create navigation for PDF documents. Part III shows you how to edit PDF documents, review and mark up PDF documents, add security to PDF documents, create PDF forms, and add multimedia to PDF documents.


PART I
Welcome to Adobe Acrobat X


1
Get to Know Adobe Acrobat X

HOW TO…

• Utilize the power of Acrobat

• Create PDF documents

• Create PDF documents for the Web

• Capture websites as PDF documents

• Optimize PDF documents

Most computer users are familiar with Acrobat in some form or another. Many Windows computer users think Acrobat is the application that pops up when they double-click a file with the .pdf (Portable Document Format) extension. That application is known as the Adobe Reader. But there’s much more to Acrobat than the Reader. Major corporations, software manufacturers, and businesses use the full version of Acrobat to create and publish documents for electronic distribution. Forms are another important feature of Acrobat. Interactive forms can be created in all versions of Acrobat or Adobe LiveCycle Designer and distributed online. Forms can be filled in with Acrobat Standard, Pro, and Adobe Reader 6.0 or newer. The fact that you’re reading this book probably means you either own the full version of Acrobat X Pro or will soon purchase the application to create interactive PDF documents that retain the appearance of the original document.

If you’ve used Acrobat before, you know it’s chock full of features—so many features that it takes a while to learn them all. If you’re brand new to Acrobat, the prospect of publishing sophisticated electronic documents might seem a bit daunting. As you read this book, though, you learn to harness the power of Acrobat X Pro to create and publish electronic documents you never thought possible. Whether you need to create a simple electronic memo, an employee manual, an indexed electronic catalog, or a sophisticated form, Acrobat is the tool for you.

In this chapter, you also learn about the different components that come with Acrobat and the many uses for the software. If you just upgraded from Acrobat 9.0, you likely already noticed many changes to the software. If you’re an experienced Acrobat user, you may be tempted to skip this chapter. However, even if you’re an Acrobat publishing veteran, I suggest you browse through this chapter, especially when you consider the numerous new features, enhanced PDF Portfolio creation, and the new interface. As you read this chapter, you may discover an application for the program that you never knew existed. As you learn about the new features and enhanced functionality of Acrobat X, you may develop ideas of how to best utilize the application for your publishing needs.

About Adobe Acrobat

Adobe Acrobat has been around for some time now. Adobe created the product for individuals and corporations who needed to publish documents for distribution in electronic format (which became known as e-paper after Acrobat had been out for a while). The original goal was to create a paperless office. Acrobat X well and truly makes that goal a reality.

The first versions of the application made it possible for authors to distribute electronic documents that had the look and feel of the original document. A PDF file can be viewed by anyone, on any computer, with the only required software being the free Adobe Reader. This saves time, money, and valuable resources.

Early versions of Acrobat found great favor with software manufacturers who used Acrobat to create electronic manuals for their products. The manuals could easily be bundled on program installation disks with a free copy of what is now known as Adobe Reader. Many software manufacturers opted to publish program manuals only in PDF format. Software companies selling applications with manuals published in this manner saved on packaging and shipping costs, enabling them to price their software more competitively. Help manuals published in PDF format are easy to navigate and read. The PDF format is also a favorite of authors who self-publish their work. PDFs can be read on all of the major e-book readers, including Kindle and iPad. Figure 1-1 shows an e-book that was created using Adobe InDesign and exported as a PDF file, as viewed in Acrobat Pro.

As Acrobat grew in popularity, Adobe added more features to the product. Newer versions of the software featured enhanced usability, the addition of document security, and the capability to create a searchable index of multiple PDF documents. Users of the software found new applications for PDF documents; the documents soon appeared as corporate memos, portable product catalogs, and multimedia presentations for salespeople. Most popular browsers support the Adobe Reader plug-in, so many companies post PDF documents on their websites. The PDF acronym aptly describes the published file, because it is truly a portable document, viewable by anybody with Adobe Reader 6.0 or later, and earlier versions of the Acrobat Reader installed on their computers. The Adobe Reader used to be called Acrobat. However, too many users confused the Acrobat utility used to read PDF documents with the full version of Acrobat that’s used to author PDF documents. To end the confusion, Adobe changed the name to Adobe Reader.

[image: Image]

FIGURE 1-1 PDF documents can be viewed with Acrobat Standard, Acrobat Pro, or Adobe Reader.

About the PDF Format

If you’ve used computers for any length of time, you’re probably familiar with the PDF format. As you may know, PDF is the acronym for Portable Document Format. PDF files are designated with the .pdf file extension and are, indeed, portable. You can view them on any computer with the free Adobe Reader X. For example, if someone sends you a PDF file of a document created on a Macintosh computer using Adobe InDesign, you can view it on a Windows PC that has Adobe Reader X. The file you view with Adobe Reader X on a PC looks identical to the PDF file published on the Macintosh computer. All the elements used to create the file on the Mac are saved when the author exports, prints, or saves (depending on the application) the file to PDF format, which is the reason it appears identical when viewed with Adobe Reader X on a PC.

Note PDF files can also be viewed on the Apple iPad. However, as of this writing, Adobe does not have a version of the Acrobat Reader for the iPad. Owners of the iPad can add PDF documents to their iTunes library and view them using the free iBooks application after synching the iPad to their computer.

PDF files can also be viewed in supported web browsers, where Adobe Reader 9.0 functions as a plug-in or helper application. Whenever a user selects a PDF file posted on a website, Acrobat Standard, Pro, or Adobe Reader X launches in the user’s web browser, depending on which application the user has on their computer. If a user has both the Adobe Reader and a version of Acrobat, whichever application was installed last is the default application used to read PDF documents.

Acrobat X Standard and Pro are full-fledged authoring applications used for publishing electronic documents in PDF format. If you’ve used previous versions of Acrobat, you’re already familiar with the program’s basic premise. In the sections to follow, you’ll learn about the new features and uses for Acrobat X Pro.

Adobe Acrobat X

With the introduction of Acrobat 6.0, Adobe created two versions: Acrobat Standard, for the individual or small business needing to convert supported file formats to the PDF format, and Acrobat Pro, for task-oriented professionals needing to publish PDF files with objects such as form fields and multimedia elements. Acrobat X is distributed in Standard and Pro versions. Acrobat Pro has several features for the “power user.” This book is for the Acrobat Pro user.

Acrobat Pro

Acrobat Pro has the same feature set as Acrobat Standard, but with some powerful additions. With Acrobat Pro, you can create PDF documents from within AutoCAD, Microsoft Project, and Microsoft Visio. Acrobat Pro also features additional commenting tools, enhanced multimedia support, and much more. Acrobat 7.0 for Windows featured the addition of the Adobe LiveCycle Designer, which enables you to create interactive PDF forms either by using preset templates or from scratch. Adobe LiveCycle Designer ES 2 (an enhanced version of the original Adobe LiveCycle Designer) is included with the Windows version of Acrobat X Pro.

Adobe Acrobat Pro Components

Adobe Acrobat Pro can be ordered as part of a suite, as a standalone application on DVD, or online as a downloadable application. Adobe Acrobat Pro X ships with the following components.

Adobe Acrobat X Pro

This is the core application. You use Acrobat to publish and edit PDF documents. In future chapters, you will learn how to use the program features to create and publish PDF files for a variety of destinations. You can also use Acrobat to capture web pages and save them as PDF files, as well as scan printed documents into Acrobat and save them as PDF files.

Adobe LiveCycle Designer ES 2

Adobe LiveCycle Designer ES 2 is installed with the Windows version of Acrobat Pro. This application, which can be launched from within Acrobat, gives you the power to create interactive PDF forms either from scratch or by using one of the many preset templates that ship with the application. In addition, you can edit existing PDF forms in Adobe LiveCycle Designer ES 2. Even though LiveCycle Designer ES is an integral part of Acrobat, it is a standalone application that is launched from the Windows Start menu. A LiveCycle Designer form can be filled in using Acrobat X Pro or Adobe Reader X.

Acrobat Distiller X

Acrobat Distiller X is used to create PDF documents from PostScript files in Encapsulated PostScript (EPS) or PostScript (PS) format. The Distiller Conversion Settings help you to optimize the document for its intended destination. Although Acrobat Distiller X is a separate application, you can launch it from within Acrobat.

What’s New in Adobe Acrobat X

Acrobat X has many major enhancements. The program also has many new features. The major new features are listed here:

• Improved scanning When you create a PDF document by scanning a document, Acrobat X Pro has better optical character recognition (OCR) than previous versions of Acrobat. The file sizes are also smaller with better image and color fidelity.

• PDF Portfolios PDF Portfolios were introduced in Acrobat 9.0. Acrobat X gives you more options for customizing a PDF Portfolio with new layouts and themes. You can also customize PDF Portfolios by importing layouts created by third-party vendors.

• Actions Use the new Actions Wizard to automate frequently performed tasks as a single action. You can use an action on a single PDF document or a batch of PDF documents in a folder.

• Quick Tools You can add your most frequently used tools to the Quick Tools bar, which is below the menu bar. This option allows you to keep your favorite tools in one easy-to-access spot.

• New interface All of the Acrobat tools are conveniently stored in the pane on the right side of the interface. The pane is divided into three sections: Tools, Comments, and Share.

Create a PDF Document

The flexible tools in Acrobat give you several options for creating and publishing documents for electronic distribution in PDF format. You create PDF files from within Acrobat by importing documents authored in other applications, by saving documents created in authoring applications such as Adobe Photoshop, or by using the Acrobat PDFMaker to convert a Microsoft Office document. Several third-party plug-ins are available for working with PDF files in previous versions of Acrobat, a trend that is bound to continue with Acrobat X. Many scanning utilities, such as ScanSoft’s OmniPage Pro 17, feature PDF output as an option. Third-party Acrobat plug-ins also have been tailor-made to suit specific industries.

After you convert a supported file type into a PDF document or open a PDF file created by another author, you can add interactive elements such as text hyperlinks, image hyperlinks, and multimedia elements, including QuickTime movies, Flash SWF movies, and sound files. You can append an existing PDF file by inserting other documents, deleting pages, inserting pages, or replacing pages. You can also do other housekeeping chores, such as cropping the physical size of a page, removing sensitive information from a document, or editing each page in the document to delete unwanted elements. You can also modify a PDF document by removing unnecessary pages, extracting pages to make a new PDF document, or adding pages to the document. Acrobat has a set of tools that let you make minor modifications to graphic and text elements in the document. A published PDF document retains the look and feel of the original. All the fonts and images you used in the original document are carried over to the PDF document. Figure 1-2 shows a document in Microsoft Word; Figure 1-3 shows the same document after being converted to a PDF file. Other than the different interfaces, the documents look identical.
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FIGURE 1-2 You can convert Microsoft Word files, such as this, into PDF documents.
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FIGURE 1-3 The PDF version of a converted Word document retains the look and feel of the original.

Create PDF Documents from Authoring Applications

The easiest way to create a PDF document is to create a file in an authoring application and then convert it to a PDF file. You can create PDF files from any of these popular Microsoft applications (Microsoft Office 2003 or newer):

• Microsoft Word Microsoft Word is a word processing application. Within limits, you can add graphic elements to the content of a Word document.

• Microsoft Excel Microsoft Excel is a spreadsheet program. Excel also has limited support for graphic elements.

• Microsoft Outlook Microsoft Outlook is an application used to manage contacts, appointments, and e-mail. You can archive selected e-mail messages or complete folders as PDF documents. All message attachments are archived as well, and are available through the Attachments tab.

• Microsoft PowerPoint Microsoft PowerPoint is software used to create presentations. A PowerPoint presentation is similar to a slideshow. You can add graphic elements to your presentation and then convert it to a PDF file. Many slideshow transitions and other effects are preserved in the resulting PDF document.

• Microsoft Project Microsoft Project is project management software. With this software, you can track schedules and project resources, as well as communicate and report the project status to others.

• Microsoft Visio Microsoft Visio is used to create floor plans, flowcharts, software diagrams, and more. This software dovetails seamlessly with Microsoft Project to create project schedules.

When you install Acrobat X, the installer adds the Acrobat PDFMaker plug-in to any Microsoft Office application (with the exception of InfoPath, OneNote, and Groove, and any Microsoft application for Macintosh computers) and Internet Explorer. After installing Acrobat, you will see the Acrobat PDF shortcuts on your menu bar or in the Microsoft Office 2007 and 2010 Ribbon. You convert an Office document to PDF using the icons or menu commands in Office 2003, or by choosing options from the Ribbon in Office 2007 and Office 2010. You learn how to convert Microsoft Office documents to PDF documents in Chapter 4.

If you own certain Adobe products, such as InDesign, Illustrator, or Photoshop, you can use a menu command to export a document in PDF format. Other illustration programs, such as CorelDraw, also have the capability to export files in PDF format.

You can publish PDF files from any other application you use to generate images, illustrations, or text files. When you install Acrobat, Adobe PDF is added as a system printer. To publish a PDF file directly from an authoring application, choose the Print command and then choose Adobe PDF from the list of available printers. You can then open the resulting PDF file in Acrobat to add enhancements, such as links and form fields.

Create PDF Documents from PostScript Files

If you create illustrations and documents in illustration or page layout programs and publish the documents in EPS or PS format, you can convert these files to PDF format with Acrobat Distiller. After you launch Distiller and select an EPS or PS file, select one of the preset Distiller conversion settings or create your own conversion setting. You use conversion settings to optimize a PDF file for an intended destination, such as print, screen, or the Web. You can use Distiller to create a PDF proof of an illustration you’re creating for a client. After you save the file in PDF format, you can then e-mail it to a client for approval.

Tip You can quickly create a PDF document by dragging and dropping a supported file icon from your desktop onto the Acrobat shortcut icon. After you release the mouse button, the file opens in Acrobat. If the file isn’t supported, Acrobat displays a dialog box noting that the file either is not a supported file type or may be corrupt. If you have the Distiller shortcut on your desktop, you can create a PDF document by dragging and dropping an EPS or PS file onto the Distiller icon.

Create PDF Documents for the Internet

If you design websites, you can use PDF documents in a variety of effective ways. For example, you can create a product catalog, create interactive PDF tutorials, create PDF forms, and publish a manual, all in PDF format. The website visitor can choose to view the document in the web browser or download the complete file for future viewing. Most popular web browsers support Adobe Acrobat and Adobe Reader X as plug-ins or helper applications. Figure 1-4 shows a published document as displayed in Internet Explorer. Note that the figure shows a document displayed in the plug-in version of Acrobat X Pro, not Adobe Reader X.
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FIGURE 1-4 Acrobat also serves as an Internet Explorer plug-in that enables you to view PDFs from websites.

Capture Web Pages as PDF Documents

If you do a lot of research on the Internet, you can capture web pages for future reference. When you capture a web page, Acrobat downloads the text and graphic elements from the web page, complete with hyperlinks. If you want to add additional pages from the same site to the PDF file, simply click the desired hyperlink in the captured page and Acrobat will append the document by downloading the linked page. You can use the Acrobat File | Create | PDF From Web Page command (or choose the Create PDF From Web Page command from the Create Task button) to download complex tutorials from the Internet and save them as PDF files for easy reference. If you download numerous web pages for reference, you can create a searchable index of your reference files with the Full Text Index With Catalog command in the Document Processing section of the Tools pane. You will learn how to capture web pages in Chapter 5.

Convert Scanned Documents to PDF Format

If you have hard copies of documents such as contracts or product brochures that you need to share with coworkers or clients, you’ll find Acrobat to be user friendly. You could send the documents by fax, but in most cases, what your recipient receives isn’t anything near a reasonable facsimile of the original. To overcome the difference in resolution and quality of fax machines, create a PDF file for the document you want to share. If you have a scanner hooked up to your system, the Acrobat install utility adds the TWAIN information of the scanner as a scanner in the Create PDF From Scanner dialog box. Then, it’s simply a matter of choosing Create PDF From Scanner from the Create Task button drop-down menu. After you scan the document into Acrobat, save it as a PDF file and then e-mail it. When your document is received and viewed in Adobe Reader X, it looks identical to what you scanned into Acrobat.

You can also use the File | Create | PDF From Scanner command to archive dog-eared magazine articles, for example, for future reference in PDF format. If you enable the Make Searchable (Run OCR) option, Acrobat converts the scanned document into searchable text—a powerful feature if you scan multipage magazine articles or documents for conversion to PDF files. You will learn how to convert scanned documents to PDF files in Chapter 5.

Create PDF Documents for Print

You also benefit from using Acrobat when you create PDF documents for print. Thanks to the available formatting and conversion setting options, all versions of Acrobat, as well as the Adobe Reader X software, make sure your published documents always print as you intended.

After you optimize a file for print, Acrobat X Pro gives you options for sending the file to the output device. The Print dialog box in Acrobat X Pro has an Advanced button. When you click the Advanced button, a separate dialog box opens that enables you to specify print resolution and output options. You can also specify options such as trim marks, transparency levels, and the capability of omitting images when printing a proof of the PDF file. Viewing and printing separations are only two of the many options available when creating a PDF to be used by a printing service. You can find more options for creating a PDF for a printing service under the Print Production section of the Tools Pane.

Create Interactive PDF Documents

When some Acrobat users create PDF documents for the first time, they tend to think the document will be read in linear fashion. However, you can use the Acrobat Link tool to create documents that can be navigated like web pages. You can use the Link tool to change static text or images into hyperlinks. When you create a link in a PDF document, it serves many purposes. You can use the link to open another PDF document, to navigate to a specific page in the current PDF document, to link to a URL on the Web, and much more. A link in a PDF document functions exactly as a link in an HTML page. When you position your mouse over the link, the cursor changes to a pointing hand. Interactive navigation for PDF documents is covered in Chapters 6 and 7.

Create PDF Documents for Multimedia Presentations

The age of electronic education is very much upon us. Fluctuating demands in the workplace make lifelong learning a necessity. People in all stages of life need to increase their knowledge base. Most lifelong learners don’t have time for formal classroom education and, instead, use online education to learn at their own pace. Online learners can log on and take a lesson according to their schedule. Other lifelong learners purchase interactive CD-ROMs and play the discs in their spare time to educate themselves. PDF documents are an excellent way to educate online because they can contain multimedia content and are viewable in the student’s web browser.

If, on the other hand, you’re authoring a PDF document for an online or CD-ROM presentation, you can accomplish the task with Acrobat Pro. When you create a PDF document for an online or CD-ROM presentation, Acrobat X Pro provides you with the necessary tools to elevate your presentation to the next level. Multimedia is the current buzzword for online education, educational CD-ROMs, and business presentations. With Acrobat X Pro, you can create PDF documents with multimedia elements, such as movie clips, music, and the spoken word. You can use the Sound command in the Multimedia section of the Content section of the Tools pane, or the Record Audio command found in the Annotations section of the Comment pane, to record an audio clip or add a prerecorded sound clip to a document. After you add interaction, you can create links within the document to play multimedia clips or have them play when a document page is opened. In Chapter 15, you learn to create PDF files with multimedia elements.

Create PDF Documents for Internal Distribution

Many modern companies realize that using paper to distribute information is not efficient. Paper is bulky, it takes up room, and it’s an expensive way to distribute written information with a short lifespan. If the company is a multilocation operation, there’s also the cost of transporting published documents between locations. A PDF document is a much better solution for disseminating information efficiently over the corporate intranet, sent via e-mail, or distributed on disk. An employee manual in print form might take up hundreds of pages, plus a hefty portion of the employee’s workspace. The same document can be created in PDF format and distributed to employees on a floppy disk or CD-ROM. A PDF employee manual uses fewer resources, is easier to distribute, and is easier to use. An employee looking for specific information can use the Advanced Search options, which are accessed from the Search dialog box (as shown in Figure 1-5) to find specific information in a PDF document.
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FIGURE 1-5 You can easily find relevant information using the powerful Search command.

You can also use PDF documents to distribute memos. If you author a confidential memo, you can password-protect the document and add other Acrobat security measures to prevent editing or viewing by unauthorized personnel. If you need to edit a confidential document, you can always change the security settings to allow editing and then disable editing after you make the changes.

When you create a document for internal distribution, recipients can sign off on the document using the Digital Signature feature. Digital signatures and document security are discussed in Chapter 10.

Optimize Documents for Distribution

Acrobat also enables you to optimize a PDF document for an intended destination, whether it be a CD-ROM presentation, a customer proof (a PDF document that serves as an example of a design in progress, such as a brochure or website), a document for a website, or a document that will be printed by a printing service. When you publish a PDF file optimized for a website and the website’s hosting service supports byteserving (streaming a document into the viewers web browser), you can be assured the file will quickly download into the viewer’s web browser.

Optimize Documents for Intended Destinations

If you’ve ever created images and documents for different destinations, you know a file needs to be formatted correctly for the intended destination. The file you create for print, the file you create for a website, and the file you create for a multimedia CD-ROM presentation all have different requirements. When you create files for print, you need to optimize them for the output device, matching the file as closely as possible to the printer resolution. If the file is destined for a commercial printing service, you use Acrobat X Pro’s powerful Print Production options and save the document as a PDF/X or PDF/A file. On the other hand, when you create a PDF file for a multimedia CD-ROM application, you need to worry only about screen resolution. When you create a document for the Web, you need to achieve a happy medium between image quality and bandwidth. (Bandwidth is the amount of information that can be downloaded per second at a given connection speed—for example, 56 Kbps.)

Modify Conversion Settings

Acrobat Distiller comes with preset conversion settings to optimize a document for an intended destination. If you create a PDF file from a Microsoft Office application, the PDFMaker plug-in has several options available that can be changed using Preferences from the Acrobat menu, or if you own Office 2007 or Office 2010 by choosing Preferences from the Acrobat ribbon. If none of the presets suits the document you’re publishing, you can modify a preset to create and save the parameters as a custom Adobe PDF Settings file with the .joboptions extension. Chapter 11 is devoted to optimizing PDF documents.

View PDF Documents

When you use different applications to publish documents for electronic distribution, the documents can be read only if the recipients have a copy of the authoring software installed on their computers. If you work for a large corporation and need to electronically distribute documents to a large number of coworkers, your employer ends up spending a fortune in software licensing fees. But if you publish the documents in PDF format, any coworker can read them as long as a copy of Adobe Reader X is installed on their computer. Adobe doesn’t charge licensing fees when you distribute copies of Adobe Reader X. Therefore, sending documents in PDF format is a cost-effective way to distribute documents within large organizations. PDF documents created using Acrobat 10.0 format can only be read with the latest version of Acrobat or the Adobe Reader, and certain features may not be supported by earlier versions of Acrobat or the Adobe Reader. To make the document compatible with earlier versions of the software, you have to optimize the document for the version of the software or reader used by your intended audience.

If your published PDF documents are included on a website, most popular web browsers support Adobe Acrobat or the Adobe Reader, which enables viewers to display PDF files within their browsers. The plug-in used to view PDF documents in a web browser is installed when Adobe Acrobat or the Adobe Reader is installed on a user’s computer. To accommodate any visitors to your website who don’t have Adobe Reader 9.0 or an earlier version installed, you can add a direct link from your website to the Adobe website so these visitors can easily download the Reader for free.

Note Adobe Reader X is available for free at the following URL: http://get.adobe.com/reader/.

Another benefit you have as a PDF author is cross-platform compatibility. Any graphics you use are embedded in the published PDF document, and fonts can be embedded as well. When your published PDF documents are viewed with Adobe Reader X, they display as you created them, regardless of resources available on the viewer’s operating system. If fonts aren’t embedded in the document, and the viewer’s machine doesn’t have a font used in the PDF, Acrobat automatically uses a Multiple Master font to produce a reasonable facsimile of the font used in the original document. Embedding fonts is covered in Chapter 11.

Certain limitations are present. Generally speaking, sans serif and serif fonts are reproducible using the MM fonts. Fonts such as Wingdings and handwriting fonts, however, aren’t reproducible.


Did You Know?

How Streaming Works

Many file formats viewed over the Internet are streamed into the user’s browser. When a file is streamed into a browser, it doesnt have to download completely before the viewer can begin to see the file. The first part of the file (or frame, if the file is a Flash movie or a streaming movie) is displayed as soon as enough data has been downloaded. When a viewer opens a PDF document in a web browser, if the author has saved the document properly, the document downloads a page at a time, which is known as byteserving and is similar to streaming. As soon as enough data has downloaded, the first page of the document appears in the user’s browser. After the first page has loaded, a user can elect to advance to a later page, which is then byteserved into the user’s browser. While the user is viewing the desired page, the rest of the document is streamed in the background until it is loaded in the user’s browser cache.



Use Acrobat as a Publishing Solution

If you read this chapter from the start, you’re beginning to realize the power and diversity of Acrobat. You can use Acrobat X Pro as a publishing solution within a large corporation, to distribute documents over the Internet, to share documents with clients who don’t own the software you used to create the original document, and to review documents. Acrobat can be used to create a simple electronic interoffice memo, a form for collecting data, or a complex presentation with interactive navigation and multimedia elements. Acrobat makes it possible for you to create a single document in an authoring program, such as Microsoft Excel, and publish the file as different PDF documents optimized for different destinations. With Acrobat X Pro, you can publish PDF documents with multimedia elements such as full-motion video and sound files.

Summary

In this chapter, you learned about the powerful new features in Acrobat X Pro and how you can utilize the software as a paperless publishing solution. In Chapter 2, you get a look at the nuts and bolts that make it possible for you to create a wide variety of PDF documents, and you learn how to navigate the Acrobat interface and use Quick Tools.


2
Navigate the Acrobat Workspace

HOW TO…

• Navigate the Acrobat workspace

• Utilize Quick Tools

• Select Acrobat tools

• Set Acrobat preferences

In this chapter, you will discover what you can accomplish with the wide variety of tools on the Acrobat X Pro toolbar and pane on the right side of the interface, which is divided into three sections: Tools, Comment, and Share. As an author of PDF documents, you spend a good deal of time working in Acrobat. In this regard, you’ll find it useful to know the layout of the Acrobat workspace like the back of your hand. When you begin working with Acrobat, you’ll see that the Navigation pane and Create task button are logically arranged for productive workflow. Knowing that no two people work alike, Adobe has designed Acrobat so you can easily add your favorite tools to the Quick Tools section of the toolbar. You can also change the settings in Acrobat’s Preferences dialog box to suit your workflow.

But before we get started touring the Acrobat interface, here’s something to keep in mind regarding the Adobe Reader. As an author of PDF documents, you may not feel learning how to use Adobe Reader X is imperative. After all, you’ll do most of your work in Acrobat Pro X. The people who receive and view your PDF documents, however, may have only the Adobe Reader. Also, you will be sending PDF documents to people with varying levels of computer savvy. Occasionally, the recipients of your documents may require assistance with the Adobe Reader, so you should take some time to familiarize yourself with the application’s menu commands and tool groups. This is especially important if you plan to include Adobe Reader X users in a document review cycle and enable them to fill in forms. Adobe Reader X has an interface similar to Acrobat X Pro, but without the robust toolset and menu commands used to author a PDF document, add security, and so on.

Navigate the Acrobat Interface

When you open a document in Acrobat X Pro, the workspace consists of the document pane, the Create task button, a toolbar, and a menu bar, as shown in Figure 2-1. The majority of the commands you use are accessed by clicking the Tools, Comment, or Share icon on the right side of the interface. The left side of the interface has icons you use to open the Page Thumbnails, Bookmarks, Attachments, and Signatures panes. In the following sections, you will find a brief overview of each tool group and the various menu commands for both versions of Acrobat. You can find concise information on how to use each tool in the subsequent chapters of this book.

Use the Navigation Pane

The Acrobat Navigation pane has four icons you can click to navigate to specific items in a document:
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FIGURE 2-1 The Acrobat workspace consists of the Document pane, icons, a task button, a menu command bar, and a toolbar.

• Page Thumbnails Provides thumbnail images of each page in the document

• Bookmarks Displays a list of the bookmarks in the document

• Attachments Enables you to manage any files attached to the PDF document

• Signatures Lists the digital signatures applied to the document

These icons appear by default in the Navigation pane. You can open additional panels that you use frequently and dock them in the Navigation pane. Click an icon to open the Navigation pane to that particular panel and then click an icon or text area within the panel to navigate to a specific point in the document. Right-click a Navigation pane icon to add additional panels to the Navigation pane or to reset the pane to its default settings.

Tip In addition to using these panels for document navigation, you also use them to perform specific functions, such as adding or deleting bookmarks; changing the size of thumbnails; extracting, inserting, replacing, or deleting pages; and so on. You click the Options icon, which is in the top-left corner of each panel, to open a menu with options that pertain to the panel, as shown next. The operations you can perform differ, depending on the selected panel. You will find many of the panel Options menu commands duplicated in menu command groups. You will learn the different ways you can achieve the same result when specific topics, such as bookmarks and digital signatures, are covered in upcoming chapters.
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In addition to the Options menu, other icons vary in accordance with the tab you selected. A round red circle with a white X icon is used to delete selected items from the tab. In the upper-right corner of each panel’s window, you’ll find a left-pointing arrow, which you can click to close the Navigation pane.

About the Document Pane

You use the Document pane (the large window to the right of the Navigation pane, previously shown in Figure 2-1) to edit a PDF document, as well as to read it. At the top of the Document pane is a toolbar that contains tools you can use to navigate to a specific page or pan to a specific place in the document and the Create task button. You use the Read Mode command when you read a document, which hides all toolbars and the Navigation pane, to maximize your screen real estate. When you work in Read Mode, you can access a navigation menu by pausing your cursor over the bottom of the document you are reading. You can unhide the tools and panels with a keyboard shortcut or menu command. In Chapter 3, you will learn how to use this feature and all the other Acrobat tools.

Use the Acrobat Menu Commands

You find the Acrobat menu commands at the top of the interface, grouped by command type. Acrobat has five command groups, described in the following list in order from left to right on the menu bar. In upcoming chapters, you will learn to use the commands from these menus to unlock the powerful features of Acrobat, such as capturing web pages. Individual menu commands are presented in detail when they pertain to the topic of discussion.

• File The commands in the File group are used to create PDF files; create PDF Portfolios; and to open, close, and save documents. Additional commands are used to attach the current PDF to an e-mail, share files online, view document information, and launch the new Action Wizard.

• Edit As the name implies, the commands in the Edit group are used to edit the current PDF document. There are also commands to search for items in the current document, search for words or phrases in PDF documents stored in folders on your computer, find words or phrases in a document, check spelling in comments and editable text, and set Acrobat preferences (Windows). You will learn how to set Acrobat preferences in the later section “Set Preferences.”

• View The commands in the View group are used to change your view of the document. You use menu commands in this group to navigate to a specific page in the document, zoom in or out, change the manner in which the page is displayed, rotate the view, and so on. You will also find commands in this group to access Navigation panels and the toolbars.

• Window The commands in the Window group are used to select documents you currently have open, split the view into two panes or spreadsheet view, as well as arrange the view of multiple documents. You can also view a document in full-screen mode by accessing a command from this menu. Another command enables you to open the active document in a new window.

• Help In the Help command group, you can find access to complete program help, links to online help and program updates, as well as a feature you can use to repair the Acrobat installation if you feel something has gone awry. If you use Acrobat to read e-books, you can manage digital editions from the Help command group.

Use Acrobat Toolbars

Many of the tools you use in Acrobat are conveniently grouped and laid out as a task button and tool groups on a toolbar. You can access the rest of the Acrobat tools by choosing View | Show/Hide Toolbar Items and then selecting the desired tool from the submenu. In the default display of toolbars, you can find a Create task button that you use to create PDF documents. In the other toolbars, you find related tools to edit, view, and navigate documents, and to perform many other operations. In addition, the Quick Tools toolbar has what the Acrobat designers deem as tools that are frequently used by most Acrobat users. You can customize the Quick Tools toolbar to add your favorite tools, or remove tools you don’t often use.

Many of the toolbars have drop-down menus containing other options. The page magnification options are a perfect example: The display and magnification options appear when the down-pointing arrow to the right of the current magnification option is clicked.

You can do much of your work in Acrobat using the toolbars, but many tools have equivalent menu commands. Most Acrobat users find it convenient to work with a combination of menu commands, tools, context menus, and shortcuts. Figure 2-2 shows the default display of Acrobat X Pro toolbars.

The following sections describe the default Acrobat display of task buttons and toolbars as they appear below the menu bar. In each toolbar section, individual tools are listed with a brief description of the task for which they are used. In future chapters, you find detailed information about using a specific tool in conjunction with a related task.

The Create Task Button

The Create task button, shown here, accesses commands used to create a PDF document. When you click this button, a drop-down menu appears with all the commands you need to create PDF documents from files stored on your computer, from web pages, from documents you scan into the Document pane, and from images you’ve copied to the system clipboard. These commands are as follows:
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• PDF From File Click the PDF From File button to navigate to a file on your computer and convert it to a PDF document. Creating PDF documents from supported files is covered in detail in Chapter 3.

• PDF From Scanner Click the PDF From Scanner button to create a PDF document from a scanner or a digital camera attached to your computer. Capturing PDF documents from scanners is covered in detail in Chapter 5.

• Create PDF From Web Page Click the PDF From Web Page button, and a dialog box appears in which you enter the URL of the web page you want to convert to a PDF document. After converting the web page, you can modify it by clicking Tools, clicking Document Processing, choosing Web Capture, and then choosing the desired command from the submenu. Capturing web pages is covered in Chapter 5.
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FIGURE 2-2 You use Acrobat task buttons and toolbars to create, edit, and navigate PDF documents.

• PDF From Clipboard Click the PDF From Clipboard button to create a PDF document after using the Snapshot tool to select an area from an open PDF document and copy it as an image to the clipboard. You can also create a PDF after copying content to the clipboard from another application.

• Combine Files Into A Single PDF Click this button to open the Combine Files dialog box, which enables you to create a PDF from supported files or existing PDF documents. The files can be mixed formats supported by Acrobat. In addition, you can specify which pages of each document are combined into the resulting PDF.

• PDF Form Click this button to open the Create Or Edit Form dialog box. This enables you to use the current document as the basis for a PDF form, browse for a file that you make into a PDF form, or scan a paper form.

• PDF Portfolio Click this button to open the Create PDF Portfolio dialog box, which enables you to create a sophisticated portfolio of documents in PDF format.

The File Toolbar

The File toolbar, shown here, consists of four tools you use to open, print, save, and e-mail PDF documents.
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Here are the tools on the File toolbar:

• Open Click this button to navigate to and open an existing PDF file stored on your computer or network.

• Save This tool is used to save the current PDF document. This command is dimmed out (unavailable) if you open an existing PDF document. When you open an existing document and apply changes, the Save button becomes available.

• Print This tool is used to print a document with a system printer.

• Email Click this button to send a PDF document as an e-mail attachment using your default e-mail application. If you’re logged onto the Internet, and your e-mail application supports automatic mailing, the message and attachment are sent. Otherwise, the message and attachment appear in the out basket of your e-mail application.

The Page Navigation Toolbar

The Page Navigation toolbar is composed of the tools you use to navigate from one page to the next. The toolbar has forward and back buttons, which you use to go to the next or previous page, respectively. You can also navigate to a page by entering its number in the text box.
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The Select & Zoom Toolbar

The tools in this toolbar (shown here) are used to select objects, manually navigate to different parts of a document, and activate links in the document.
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• Select This tool enables you to select text, tables, or images in a PDF document. You can then copy selected objects to the clipboard for use in other applications.

• Hand This aptly named tool is used to manually navigate through the pages of a PDF document. First, click the tool to select it; then, when you click inside the Document pane to navigate with this tool, your cursor becomes a closed fist. To navigate from the top to the bottom of a page, and vice versa, select the Hand tool, move the tool over the document, and then click and drag. Release the left mouse button to stop scrolling the page. The Hand tool is also used to find and activate links within the document. When you pass your cursor over a document link or a bookmark in the Bookmark tab, the cursor becomes a pointing finger. Click the link or bookmark to navigate to the specified destination within the document.

• Zoom Out Click this tool to zoom out to the next lowest level of magnification.

• Zoom In Click this tool to zoom in to the next highest level of magnification.

• Magnification Window Acrobat displays the current percentage level of magnification in this window. You can click the triangle to the right of the window and select a magnification percentage from the drop-down menu, or you can enter the desired level of magnification directly into the window and then press ENTER or RETURN to apply. You can also specify a magnification level by choosing View | Zoom | Zoom To and then entering a value between 1 percent and 6400 percent in the Zoom To dialog box (the available range of magnification in Acrobat). Note that the lowest magnification level available from the Magnification drop-down list is 10 percent, but you can enter a value of 1 if desired.

The Page Display Toolbar

The Page Display toolbar, shown here, has two buttons by default. You use these buttons to control your view of the page.
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Here are the buttons on the Page Display toolbar:

• Continuous This page display option adjusts the width of the page to fit within the width of the Document pane. You can use the Hand tool to navigate within the page and scroll to different pages.

• Single Page This option displays a single page. You can use the Hand tool to pan within the page and use the navigation tools to navigate to different pages.

Use the Panes

Acrobat has lots of tools and menu commands. Previous versions of Acrobat displayed most of the tools on the menu command bar. In Acrobat X Pro, you perform tasks by choosing menu commands that are conveniently located in panes on the right side of the interface. You have three panes with which to work: Tools, Comment, and Share.

Use the Tools Pane

In the Tools pane, you find commands to edit pages, edit content, create forms, use the Action Wizard, recognize text from scanned documents, and protect the document. To access the Tools pane, click the Tools icon. The illustration at left shows the default sections in the Tools pane. Click a section title to reveal a group of related commands. The commands in each section will be covered in future chapters of the book. The Tools pane is divided into the following sections.
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Pages

The Pages section, shown left, has commands that enable you to edit pages, insert pages, and edit page design. You also find commands to rotate pages, delete pages, extract pages, replace pages, crop pages, insert a header or footer, insert a background, insert a watermark, and implement Bates Numbering.
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Content

The Content section, shown right, has commands that enable you to add bookmarks, attach files, edit text and objects, add or edit interactive content, add links, add buttons, and select objects.
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Forms

The Forms section, shown right, has commands that you use to create forms. After creating a form, you can add and edit form fields as well as distribute and track forms. Form creation will be covered in detail in Chapter 13.
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Action Wizard

The Action Wizard section, shown left, has commands to create and edit actions. You also find the default actions in this section of the Tools pane. Actions will be covered in detail in Chapter 14.

[image: Image]

Recognize Text

The Recognize Text section, shown right, is used after you create a PDF by scanning a document. You can recognize text in a single document or multiple documents. You can also scan for suspects.
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Protection

The Protection section contains commands that you use to protect documents. You can encrypt pages, remove sensitive information from documents, remove hidden information, and sanitize documents. Protecting documents will be covered in detail in Chapter 10.
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Sign & Certify

In the Sign & Certify section, you can add digital signatures to a document and certify a document. These options will be covered in detail in Chapter 10.
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Document Processing

In the Document Processing section, you find commands to optimize scanned PDFs, capture web pages as PDF documents, number pages, add page transitions, and much more.
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Print Production

In the Print Production section, you find commands to get documents ready for commercial printing services. You can add printer marks, convert colors, set the crop, art, and trim boxes, and much more. You can also access the Acrobat Distiller in this section. The Acrobat Distiller converts PostScript and Encapsulated PostScript files to PDF format.
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Display Other Tools Sections

The tools sections previously discussed are shown by default in the Tools pane. You can access additional sections by clicking the Show/Hide Panels button in the upper-right corner of the Tools pane. The following sections describe the other sections in the Tools pane.

JavaScript

When you show the JavaScript section of the Tools pane, you find commands to debug JavaScript, edit JavaScript, edit document JavaScripts, and set document actions.
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Accessibility

When you show the Accessibility section of the Tools pane, you find commands to add tags to a document, run checks to make sure the document is accessible to visually impaired people, run form field recognition, and much more.
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Analyze

In this section, you find commands to analyze a document. You can check object data, measure distances, and check geospatial data.
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Use the Comments Pane

Acrobat has some powerful commands you use to review documents and collaborate with other members of your team. This pane has commands to add annotations to a document, mark up a document, and much more. The Comments pane contains the following sections.

Annotations

In the Annotations section, you can add sticky notes, add attachments, add sound annotations, add your stamp of approval to a document, highlight text, and much more.
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Drawing Markups

In the Drawing Markups section, you can annotate a document with shapes, text, lines, pencil marks, and much more. There is also an eraser that you use to edit pencil marks.
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Review

In the Review section, you can send a document for a shared review, send a document for e-mail review, collaborate live, and track reviews.
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Comments List

In the Comments List section (not shown), you find a list of all comments in a document. You can also search comments.
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Use the Share Pane

In the Share pane, shown here, there is only one section: Send Files. From within this pane, you can attach a file to an e-mail or share a file with Adobe SendNow.

Customize the Workspace

As you become more comfortable with Acrobat, you’ll find you use certain tools more often than others. Adobe has engineered flexibility into the program, making it possible for you to customize the workspace to suit your working preference by floating toolbars and tabs as well as by adding more tools to the toolbars you frequently use.

Add Tools to the Quick Tools Toolbar

When you edit PDF documents and perform the same task numerous times, reaching up to select a tool from the menu bar or one of the panes can be distracting. To add a menu command to the Quick Tools toolbar, open the applicable pane, right-click the desired command, and choose Add To Quick Tools.


How to…

Save Time with Context Menus

Acrobat Pro has context menus that can streamline your production and speed your workflow. Context menu options vary depending on the tool you use and the pane in which you work. For example, if you access a context menu in Acrobat after selecting a block of text with the Select tool, you have a list of several options or commands you can perform on the selected block of text. If you open the context menu in Acrobat while in the Signatures panel, you have a different set of options that pertain to digital signatures within the document and their properties. Individual panel context menu commands and options are discussed in detail in later chapters of this book. To open a context menu associated with a panel, position your cursor within the panel and then right-click. To open a context menu specific to an object, select the object and then right-click.



Tip If you frequently use panels (such as the Destinations and Articles panels), you can dock them within the Navigation pane. To dock a panel to the Navigation pane, right-click inside the Navigation pane and then choose the desired pane. To restore the Navigation pane to its default, right-click inside the Navigation pane and choose Reset Panes.

Access More Tools

Acrobat has many features and many tools. Prior to Acrobat 8.0, the tools were all displayed on toolbars, which in some instances caused confusion because the tools had similar icons. In other instances, like tools were displayed on drop-down menus with the last-used tool being displayed on the toolbar. To alleviate interface clutter and possible confusion, with the release of Acrobat 8.0 the designers created toolbars with only the most popular tools displayed, a tradition that continued with Acrobat 9.0. The other tools can be accessed from menu commands. You can, however, modify the toolbars by displaying more or fewer tools by doing the following:

1. Right-click (Windows) or CTRL-click (Macintosh) the toolbar you want to modify to display a menu with all toolbars, as shown here.

2. Pause your cursor over the menu to which you want to add tools, and Acrobat displays all tools associated with that toolbar. A checkmark appears by all tools currently shown on the toolbar. The Page Navigation tools menu is shown next.

3. Click a tool to add it to the toolbar.
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Tip To reset a toolbar, right-click it, pause your cursor over the desired menu, and choose Reset Toolbar from the menu. To reset all toolbars to their default states, choose View | Show/Hide | Toolbars | Reset Toolbars. Alternatively, you can press F8 to reset toolbars.

Get Complete Acrobat X Help

This book covers every major aspect of Acrobat. However, if you need more information about a specific topic, you can search the Acrobat X Help document, which is online. If you’re connected to the Internet, choose Help | Adobe Acrobat X Pro Help. After choosing this command, Acrobat Help appears in your default web browser.

Set Preferences

Many people find the Acrobat configuration easy to work with on installation. However, you can change many Acrobat defaults by selecting the appropriate title in the Preferences dialog box. A preference setting exists for virtually every Acrobat task you can perform. Unfortunately, the sheer volume of parameters you can change is beyond the scope of this book. When preference options are important to an individual task, the options are covered in that section of the book. Even casual computer users can easily understand many of the preference settings; therefore, they won’t be covered. If you need more information on an individual setting, however, choose Help | Adobe Acrobat X Pro Help. After the Acrobat Help file opens, click the Search link and enter the keyword or phrase for the specific information you need. To open the Preferences dialog box, shown next, choose Edit | Preferences and then select the desired preference category from the left-hand column.
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Summary

In this chapter, you learned to navigate the Acrobat workspace. You were also introduced to the toolbars and task buttons you’ll use to edit and add interactivity to PDF documents. You were shown the differences between the Acrobat Standard, Acrobat Pro, and Acrobat Professional toolsets, and you learned how to customize the workspace to suit your working preferences. In the next chapter, you learn how to read PDF documents with Acrobat, as well as how to create PDF documents.


PART II
Create PDF Documents


3
Create a PDF Document

HOW TO…

• Create a PDF file

• Use Acrobat Distiller

• Set conversion settings

• Set document properties

• Save PDF files

• Save PDF files in other formats

Acrobat X Pro enables you to create PDF documents from many sources. You can create a PDF file from within many authoring applications, use an application’s Print command and choose Adobe PDF as the printer, or create documents directly in Acrobat. When you create a document within Acrobat, you have many options available. You can save a document using Acrobat defaults, or you can modify the document properties and add security to confidential documents. You can even use Acrobat to save documents in other formats. In this chapter, you learn the nuts and bolts of creating a bare-bones PDF file.

Create a PDF File

You can use Acrobat to quickly create PDFs from existing files. You can choose between two methods: the PDF From File command and the drag-and-drop method. When you create a PDF file using one of these methods, Acrobat converts the original file into PDF format. After Acrobat converts the file, you can save it as a PDF file or export it using another supported format for use in another application. You can also create a PDF document from within an authoring application by exporting the file in PDF format (if supported) or by using the application’s Print command and choosing Adobe PDF as the printing device. Creating a PDF file from within an authoring application is covered in Chapter 4.

Use the PDF From File Command

In Adobe Acrobat, you use the PDF From File command or task button to open supported file formats as PDF documents. When you choose this command and select one or more files to open, Acrobat converts each file from its current format into PDF format. You can open the following formats as PDF files:

• 3D File You can create PDF documents from 3D files in the .U3D and .PRC formats.

• Autodesk AutoCAD You can create technical drawings using the popular Autodesk AutoCAD software. You can create PDF documents from AutoCAD documents with the DWG, DWF, or DST file extension.

• BMP You can export BMP files from the most popular photo-editing programs, such as Adobe Photoshop CS2, CorelDRAW Graphics Suite X, and Macromedia Fireworks 8. Image files saved in the BMP format can have color depth as high as 24-bit.

• Compuserve GIF Graphic Interchange Format (GIF) files have 8-bit color depth (that is, a maximum of 256 colors). You can open GIF files saved in the GIF 87 format or GIF 89a format as PDF files. You can also open an animated GIF, but only the first frame of the animation is converted to PDF format.

• HTML Hypertext Markup Language (HTML) files are created for use as web pages on the Internet. You can open HTML files as PDF documents. When you open an HTML file as a PDF file, Acrobat reads any image tags (<img src= “yourimage.jpg”>) and converts the associated files as images in the PDF document in the exact position they appear when the HTML document is opened in a web browser. If the image is not available, Acrobat creates a bounding box that is the size of the image and displays the Alt text. Converting a web page to PDF format is a great way to create a client proof of a website under construction. You can also use the Capture Web Page command to open a web page from your hard drive or download a web page from the Internet. Web capture is discussed in Chapter 5.

• InDesign Adobe InDesign is a popular page layout program. Adobe InDesign documents have the .indd extension.

• JDF Job Definition Format (JDF) files are created for PDF documents destined for output by a printing service. JDF files are instructions to the printing service center that contain information such as the client name, product name, number of copies to be printed, whether the job will have cover pages, the type of binding used, and so on. The command to create a PDF from JDF files doesn’t create a PDF file, but instead opens the JDF file in the JDF Job Definitions dialog box.

• JPEG Joint Photographic Experts Group (JPEG) image files are used for web graphics and multimedia presentations. JPEG files are compressed for quick download from the Web or to save file space in a multimedia presentation.

• JPEG 2000 JPEG 2000 can be thought of as JPEG’s big brother. The file format features advanced image compression, which results in high-quality images with smaller file sizes. The format also features progressive download and will be used by next-generation digital-imaging devices. JPEG 2000 files are designated with the .jpf, .jpx, .jp2, .j2k, .j2c, or .jpc file extension.

• Microsoft Office Applications Microsoft Office is a suite of applications that enables you to create documents, spreadsheets, presentations, and much more. You can convert Microsoft Excel, Word, Publisher, and PowerPoint documents to PDF. You can also archive Microsoft Outlook messages as PDF documents.

• Microsoft Project You use Microsoft Project to manage projects and communicate the status of a project, as well as manage project resources with colleagues in your organization.

• Microsoft Visio You use Microsoft Visio to create diagrams and flowcharts that enable you to document and share information and ideas with colleagues.

• Multimedia files Create PDF documents from Adobe Flash video files, Apple MOV files, and MPEG video files.

• PCX Image files in the Windows-only Picture Exchange format can be exported from most popular image-editing programs. The .pcx format is native to the Windows Paintbrush program, but many applications, such as Photoshop CS2 and CorelDRAW Graphics Suite X3, offer full support of the .pcx format. The .pcx format supports 24-bit color depth and can be opened directly in Acrobat as PDF files.

• PICT (Macintosh only) Image files saved in the Macintosh PICT (Picture) format support 32-bit color depth. Although PICT files can be created in Windows-based image-editing programs, only the Macintosh version of Acrobat can open PICT images as PDF files.

• PNG Portable Network Graphics (PNG) files use lossless compression, which ensures better image quality than JPEG and GIF files. The file format supports 8-bit color, 24-bit color, or 48-bit color.

• PostScript/EPS Encapsulated PostScript (EPS) files are used in illustration programs such as Adobe Illustrator, CorelDRAW, and Macromedia FreeHand MX. EPS files can be composed of vector and bitmap graphics.

• Text You can open text documents saved in the TXT format as PDF documents. Text files can be created in programs as sophisticated as Microsoft Word or as humble as the Notepad utility, which is included with versions of the Microsoft Windows operating system (OS).

• TIFF Tagged Image File Format (TIFF) files can be compressed or uncompressed and support 32-bit color. People who create images in both platforms for print favor this format because of the high image resolution and clarity.

• XPS XPS (XML Paper Specification) is Microsoft’s answer to the PDF. XPS is part of Windows Vista. XPS is in its infancy, so the impact on Adobe and the industry standard PDF will not be known for some time.

You have several options for creating PDF files. You can create a PDF from a single file or by combining multiple files. The upcoming sections cover both scenarios, and they show you how to choose compression and color management for images converted to PDF.

Use the Create | PDF From File Command

When you need to convert a single file into a PDF document, you use the Create | PDF From File command. To convert an existing file to a PDF document, do the following:

1. Choose File | Create | PDF From File to access the Open dialog box. Alternatively, click the Create task button and choose PDF From File.

2. Choose an option from the Files Of Type drop-down menu (Windows) or Show pop-up menu (Macintosh), or accept the default All Files option. If you select a specific file type, only files of that type are visible for selection.

3. Select the file you want to convert to PDF.

4. If you specify a file type, before you select a file, the Settings button may become available. The available settings options vary, depending on the selected file type. For example, if you select TIFF from the Files Of Type drop-down menu and then click the Settings button, you can specify compression and color management settings. These settings are covered in the next section.

5. Click Open. Acrobat converts the file to PDF format. Figure 3-1 shows a JPEG image converted to PDF format.
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FIGURE 3-1 Use the Create | PDF From File command to convert supported files into PDF documents.

After you convert a file to PDF format, you can modify the document using the Acrobat commands and toolset. You can then save the file in PDF format or choose a supported file format. Saving files is covered in the section “Save PDF Files.”

Choose Compression and Color Management Settings for Image Files

When you choose the Create | PDF From File command and choose an image format from the Files Of Type drop-down menu, the Settings button becomes available, which enables you to control how much compression is applied to the image and to specify color management options. The Settings option is not available when you convert Compuserve GIF or JPEG 2000 files to PDF documents, and the Compression settings are dimmed out when you choose JPEG from the Files Of Type drop-down menu. After choosing an image format that has editable compression settings, click the Settings button to display the Adobe PDF Settings dialog box, shown here.
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With all image formats except Compuserve GIF and JPEG 2000, you can specify the following compression settings from the Adobe PDF Settings dialog box:

• Monochrome For 1-bit monochrome images, choose CCITT G4 to achieve good image quality, JBIG2 (Lossy) for better image quality, and JBIG2 (Lossless) for the best image quality. When an image is compressed, data is lost—hence, the term “lossy.”

• Grayscale For 8-bit grayscale images, choose ZIP to convert images or documents with images that have large areas of similar color or repeating patterns, choose JPEG quality for photorealistic images, or choose JPEG 2000 to take advantage of the format’s superior compression and progressive download. When you choose JPEG, you have five quality options, ranging from Minimum (high compression, small file size, and low image quality) to Maximum (minimal compression, largest file size, and best image quality). When you choose JPEG 2000, you have six options, ranging from Minimum (high compression, small file size, and low image quality) to Lossless (little or no compression, largest file size, and best image quality).

• Color For images with thousands (16 bit) to millions (32 and 48 bit) of colors, you can specify ZIP, JPEG, or JPEG 2000 with the same compression settings as discussed in the previous bullet.

With all image formats except BMP, Compuserve GIF, JPEG 2000, and PCX, you can specify color management settings. From within the Color Management section of the Adobe PDF Settings dialog box just shown, you can specify color management for RGB (image colors composed of red, green, and blue hues), CMYK (image colors composed of cyan, magenta, yellow, and black hues), Grayscale, and Other by choosing one of the following options for each format:

• Preserve Embedded Profiles Acrobat uses an ICC color profile that has been embedded with the image.

• Off Acrobat color profiles will be used in lieu of color profiles embedded with the image.

• Ask When Opening Acrobat displays color profiles embedded with the image, giving you the option of whether or not to use them.

Use the Create | Combine Files Into A Single PDF Command

You can use the Create | Combine Files Into A Single PDF command to create a PDF document from multiple files in formats supported by Acrobat. When you create a PDF document from multiple files, you can mix files of different formats and specify the order in which the files appear in the converted PDF document. You can also use this command to append all currently open PDF documents. Yet another option is to create a PDF Portfolio that creates a PDF that displays each file as an thumbnail that when clicked opens the file as a PDF. Click a bookmark to open the associated document.

To convert multiple files into a PDF document, follow these steps:

1. Choose File | Create | Combine Files Into A Single PDF to open the Combine Files dialog box, shown on the next page. (Alternatively, click the Create task button and choose Combine Files Into A Single PDF.)

2. Choose one of the following options:

• Add Files Click this button to open the Add Files dialog box. Navigate to and select the desired files and then click OK to exit the dialog box.

• Add Folders Click this button to open the Browse For Folder dialog box. Navigate to and select the desired files and then click Add Files to exit the dialog box. All supported files from the selected folder are added to the list.

• Add PDF From Scanner Click this button to scan a document from your scanner and add it to the list of files to combine.

• Add Webpage Click this button to open the Add Webpage dialog box. After you specify a URL, it gets added to the list of files to combine.

• Add From Clipboard Click this button to add the contents of the clipboard to the list of files to combine.

• Add Email This opens the Add Email dialog box, which instructs you to drag and drop e-mails from Microsoft Outlook or Lotus Notes into the dialog box to add them to the list. Note that this option is not available for the Macintosh version of Acrobat.
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• Reuse Files Click this button to open the Reuse Files dialog box. The left pane of the dialog box displays a list of PDF documents created with the Combine Files command, and the right pane displays a list of the files used to create each PDF document. Click a PDF document to display the files used to create the document. You can elect to add all files used to create a PDF by selecting a title from the right pane or by selecting individual files in the right pane of the dialog box. Click Add Files to add the selected files to the list of files to combine.

• Add Open Files Click this button to open the Open PDF Files dialog box, which displays a list of all documents currently open in Acrobat. All files are selected by default. Click an individual file to select it, or CTRL-click (Windows) or CMD-click (Macintosh) to select multiple files. Click Add Files to add the selected files to the list of files to combine.

3. After adding files to the list, you have the following options:

• Move Up Moves the selected file to the next highest position in the list. The order in which the files appear in the list is the order in which they appear in the converted PDF document. You can click this button, as needed, to move the file further up the list. This button is dimmed out when you select the first file or reach the top of the list.

• Move Down Moves the file to the next lowest position in the list. You can click this button as needed to move the file further down the list. This button is dimmed out when you move a file to the bottom of the list or select the last file.

• Choose Pages This option becomes available when you select a PDF or Word document from the list. Click the button and then select the pages you want to appear in the resulting PDF.

• Remove Removes the selected file from the list.

4. Click an icon to determine the file size of the resulting document. Your choices are as follows (from left to right):

• Smaller File Size Optimizes all files to achieve the smallest file size. This option produces a PDF suitable for monitor viewing and e-mail distribution.

• Default File Size Uses the default PDF conversion method. All PDF files retain their original settings. This option creates a PDF suitable for high-quality viewing and printing of business documents.

• Larger File Size Produces the highest quality PDF. If the original files are high quality, the resulting PDF is suitable for high-quality printing or printing on an inkjet printer.

• Options Click this button to display the Options For Conversion Settings dialog box, which contains four options: Always Enable Accessibility And Reflow, which creates a document that is accessible for the impaired; Always Add Bookmarks To Adobe PDF, which creates bookmarks in the resulting PDF; Continue Combining If An Error Occurs; and Convert All Files To PDF When Creating A Portfolio.

Note When the Enable Accessibility option is selected, Acrobat adds PDF structure/tags to the PDF. This increases the size of the resultant PDFs, regardless of the size option selected.

5. Click a radio button to choose one of the following options:

• Single PDF Combines the files into a single PDF. The resulting PDF has bookmarks for each file. If you choose this option, right-click a document from the list to display the context menu. The Edit Bookmark For File button is an option on the context menu, which, when clicked, opens the Edit Bookmark For File dialog box. Enter the desired bookmark name and then click OK. The new bookmark name is displayed. Choose Reset Bookmark from the context menu to revert to the original bookmark name.

• PDF Portfolio The PDF Portfolio has many options that will be discussed in detail in the next section.

6. Click Combine Files to combine the files. At this stage of the process, the dialog box reconfigures and displays a progress bar for each file being converted.

7. Click Save to open the Save As dialog box. Navigate to the folder in which you want to save the combined file and then click Save.

Create a PDF Portfolio

The latest PDF Portfolio is a marked improvement to the PDF Portfolio introduced in Acrobat 9. The PDF Portfolio is fully customizable. You can specify the layout, import a custom layout, specify a color scheme, and specify the information displayed about each file. You can create a PDF Portfolio as outlined in the previous section, with the exception of choosing the PDF Portfolio option in step 5. The following steps show the process in detail:

1. Choose File | Create | PDF Portfolio. After you choose this command, the Create PDF Portfolio dialog box appears, as shown next.
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2. Choose one of the following layout options shown here:

• Click-Through A thumbnail of each portfolio file is displayed at the bottom of the portfolio. The user clicks a thumbnail to see a larger version of the file. The larger thumbnail has navigation controls, or it can be clicked to display an even larger version of the document.

• Freeform The thumbnails for files in the portfolio are arranged in a freeform pattern. The thumbnails can be rearranged to suit your taste. Users click a thumbnail to view and navigate through the document.

• Grid The thumbnails for the files in the portfolio are arranged on a grid. Users click a thumbnail to see the associated PDF file.

• Linear The files are arranged in linear format. The currently selected file is displayed as a large thumbnail. Users can click a smaller thumbnail to view a larger version of the file. Double-click the larger version of the file to read and navigate through it.

• Wave The files are arranged in a spinning pattern that spirals off the screen. A slider is used to navigate from file to file. Users can also click a smaller thumbnail to make it the current document. Double-click the larger version of the file to read and navigate through it.

• Import Custom Layout Click this button to import a custom layout.

3. Click Add Files to open the Add Files dialog box. From this dialog box, you can select any file in a format supported by Acrobat.

4. After selecting the files, click Finish. The files are converted to PDF format, and Acrobat is reconfigured as shown next. Notice the icons on the right side of the interface. You can modify the layout, show details, or share the portfolio.
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5. Choose File | Save Portfolio to save your portfolio, or modify the portfolio as outlined in the upcoming sections.

Change the Layout of a Portfolio

After you create a PDF Portfolio, you can modify it before you save it. When you create the Portfolio, Acrobat reconfigures with panes and commands you use to modify the Portfolio, as follows:

1. Choose one of the options in the Add Content section of the Layout pane. You can add files, add a folder of files, add content from the Web, or create a folder. The options are self-explanatory, except for the Create Folder option. When you choose this command, you can create a folder in the PDF Portfolio. Double-click the folder, and you can then add files to it. This is a handy way to manage files that have different content.

2. Change the portfolio layout by choosing a different layout in the Portfolio Layouts section.

3. Click Visual Themes. You can modify the Portfolio by choosing one of the following themes: Clean, Spring, Tech Office, Modern, or Translucent. The visual themes modify the background color and the frame around each thumbnail.

4. Click Color Palettes to change the color palette for your PDF Portfolio. When you open this section, the current palette is displayed, as shown here. Choose one of the available palettes, or click Create from Existing. When you choose the latter option, the hexadecimal value of each color is displayed. If you know how to specify a color using hexadecimal values, you can use this option to create a unique Portfolio.
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5. Click Background to change the background color of your portfolio, as shown next. This option is useful if you choose None for the background image in the next step. You can make the following modifications:

• Click the color swatch to choose a color from the Color Picker. This opens your computer OS color picker. You can click a swatch or enter the hexadecimal value for the desired color.

• Choose an option from the Fill drop-down menu. You can choose a solid fill, which fills the background with the color you specified, a linear gradient, which creates a blend from white to the color you selected, or a radial gradient, which is a concentric fill from white to the color you selected.

• Drag the Gradient Intensity slider to the left to display more of the lighter color or to the right to display more of the darker gradient color.

6. Choose an option from the Background Image drop-down menu. You can accept the theme default or choose None. When you choose the latter, you can create a custom background, as outlined in the previous step.

7. Choose a font face from the Font drop-down menu of the Portfolio Properties section. It’s advisable that you stick with a standard font to avoid issues when the file is opened on other computers.

[image: Image]

8. Click Embed Fonts if you choose a nonstandard font in step 7. Embedding fonts ensures that the Portfolio will look the same on any computer and any operating system.

9. In the Portfolio Properties section, choose an option from the Card Size drop-down menu. Note that this option is not available for the Click-Through, Linear, or Wave portfolio layouts.

10. Choose File | Save Portfolio or click Details to change the details of the files contained in the Portfolio.

After you save a Portfolio, it can be viewed with any version of Acrobat X or Adobe Reader X. Users can view the Portfolio in Layout version, which shows the template and all of the edits you’ve made, or the Portfolio can be viewed in Files view, which shows columns with information about each file you have in the Portfolio.

After you save the file, you can edit the layout by clicking Details and then clicking Edit. You then have access to the Layout and Details sections of the Portfolio.

Tip To add a header to your PDF Portfolio, click inside the blank area at the top of the Portfolio to open the Header Properties section. You can then add an image or text as the header. If you don’t use an image, you can create a solid fill or gradient background.

Change Portfolio Details

After you modify the layout of a Portfolio, you can also modify details such as the name and the display name of the files that comprise the Portfolio. You can also add a description for each file in the Portfolio. Follow these steps to modify Portfolio details:

1. Click Details to display the details for each file in the Portfolio, as shown next.

[image: Image]

2. Click inside the Name field to select and change the name of the file. Note that you must use the same file extension.

3. Click inside the Display Name field to select and change the display name of the file. The display name does not need a file extension.

4. Click inside the Description field and enter text that describes what the file is about.

5. In the Columns To Display section, click a column name with a checkmark to remove it from the display, or click a column name without a checkmark to add it to the display.

6. To change the order in which the columns appear, click a column name and then use the arrows to move the field to a different position in the hierarchy.

7. If desired, enter a name in the column field and then choose an option from the drop-down menu beneath the Add A Column text field. The type you choose from the drop-down menu determines how the field is formatted. For example, if you choose Date and then click inside the resulting field, a calendar icon appears that, when clicked, enables the user to enter a date and time from a pop-up calendar.

8. Click the Initial Sort drop-down arrow and choose a column name from the menu. This determines which column displays the sort arrow that, when clicked, will change the sort of the column from ascending to descending.

9. Choose File | Save Portfolio to save your changes.

Create a PDF File by Dragging and Dropping

You can quickly open one or more files as PDFs by dragging the file icon from your desktop or an open file folder and then dropping it on the Acrobat icon. You can also drag and drop a file from a file folder directly into the Acrobat application. If you select several files to open as PDF documents using the drag-and-drop method, Acrobat creates a separate PDF file for each file you select.

Tip If you have a project folder with several files you’re converting to PDF documents, resize Acrobat and the open file folder so that both are visible on your desktop. Then it’s a simple matter of dragging files from the folder and dropping them into Acrobat. If you select several files and drag them into Acrobat, a dialog box appears giving you the option of combining all files into a single document or creating a separate PDF document for each file.

Tip To launch Acrobat and create a new PDF, drop a supported file format on your Acrobat desktop shortcut.

Capture HTML Documents as PDF Documents

If you’re a web site designer, you can use the Create | PDF From Web Page command to create a PDF proof for client approval. You can use this command to show your design to a customer before a web host is selected. Use this command to convert a single HTML document from your hard drive into a PDF document, or use it to convert the entire site into a PDF document, complete with links. To create a PDF document from HTML files, do the following:

1. Choose File | Create | PDF From Web Page to access the Create PDF From Web Page dialog box, shown next. If the command has been used before, the last site opened is listed in the URL field.
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2. If you want to open a single HTML page, accept the default Settings options. If you want to open the entire site in PDF format, click the Capture Multiple Levels button and choose the Get Entire Site option.

3. Click Browse. Acrobat opens the Select File To Open dialog box.

4. Navigate to the HTML file you want to convert to PDF format and then click Open. If you chose the Get Entire Site option, select the home page of the site.

Note The Get Only [ ] Level(s) option enables you to capture multiple levels of a website and is generally reserved for capturing websites from the Web, not creating client proofs, as discussed here.

5. Click Create. If you chose the Get Entire Site option, Acrobat displays a dialog box warning you of a potentially large download. Click Yes to begin the download; click No to abort. When you use this command to convert HTML documents stored in a folder on your hard drive, the conversion to PDF is relatively quick. However, when you download sites from the Web, the download time depends on the quality of your connection, your modem speed, your processor, and the size and complexity of the website. (Capturing web pages from the Web is covered in detail in Chapter 5.)

After you click Download, Acrobat begins converting the HTML pages into PDF format. Acrobat downloads the entire site, including images and accompanying files.

Save PDF Files

After you convert a file to PDF format, you can save it for future reference. When you save a PDF file, you can accept the Acrobat defaults, name the file, and save it. Alternatively, you can modify the document properties, name the file, and save it. The properties you modify determine how the document appears when opened and what information is available for the Search command (if the document is included as part of a PDF index). To save a PDF file using the Acrobat defaults, do the following:

1. Choose File | Save. Acrobat opens the Save As dialog box.

2. Navigate to the folder you want the file saved in and enter a name for the file. Accept the Save As Type default, which is Adobe PDF Files (*.pdf), and click Save.

After you click Save, Acrobat saves the file in PDF format using the default information, which appears in the Description section of the Document Properties dialog box. If you’re using the document for your own reference, the Acrobat defaults may be acceptable. If you distribute the document to colleagues or customers, however, it’s to your advantage to modify the information that appears in the Description section of the Properties dialog box, as discussed in the next section.

Set Document Properties

When you convert a file to PDF format or open a PDF document and modify it, you can change the document properties before saving the document, except if security has been applied to the document. You can edit the document properties to include information you deem pertinent to your viewing audience. For example, you can set the document’s initial view to change or specify what the viewer sees when the document is opened, and you can set the document security to limit access to the document while adding custom information. To set document properties, choose File | Properties to open the Document Properties dialog box.


How to…

Add Headers and Footers to a PDF Document

To add headers and footers to a document, click tools, click Pages, and then choose Header & Footer to open the add Header and Footer dialog box. The dialog box has two windows used to preview the header and footer. Above the header and footer windows are six windows to which you can add the date, page number, and custom text for the header and footer you’re creating. You can also specify the range of pages on which the header or footer appears, and how the margins are configured. In addition, you can use spinner buttons to create headers and footers a page at a time.



Edit Document Properties

When you convert a file to PDF format, Acrobat records the document’s properties. This information is gleaned from the original file and displayed in the Document Properties dialog box, which is divided into six tabs: Description, Security, Fonts, Initial View, Custom, and Advanced. You can modify a document’s properties summary by following the steps described next.

1. Choose File | Properties to open the Document Properties dialog box.

2. Click the Description tab, shown next, and modify the information in any or all of the following text fields: Title, Author, Subject, and Keywords. Remember, this information is often the first information your viewers see concerning your document, especially if they use the Search command to locate the information. Keep this information as relevant as possible.

[image: Image]

3. Click the Additional Metadata button to open a new window, which is designated by the filename of the document. In this window you can add additional metadata in several categories. You can add copyright information, IPTC (International Press Telecommunications Council) contact information, IPTC content information, and so on. This metadata can be used when searching a PDF index in which the document is included.

4. Click the Security tab to set document security options, as outlined in the upcoming section “Set Document Security.”

5. Click the Fonts tab to display information about the fonts embedded and used in the document.

6. Click the Initial View tab to set viewing options when the document is opened, as discussed in the next section, “Set Document Initial View Options.”

7. Click the Custom tab to define custom names and values for the document. Custom names and values can be specified as search options in PDF indexes.

8. Click the Advanced tab, shown next, to specify a base URL for the document, specify an index to be associated with the document, and set trapping options. When you specify an index and perform a search on the document, all documents in the index are searched as well.

[image: Image]

9. In the Reading Options area of the Advanced tab, click the Binding drop-down arrow and choose Left Edge or Right Edge. Binding is used when thumbnails are displayed or when a multipage document is displayed using the Continuous Facing mode.

10. Click the Language drop-down arrow and choose a language. This information is used when the document is viewed with a screen reader.

11. Click OK to exit the Document Properties dialog box. When you save the document as a PDF file, Acrobat updates the information you entered along with other Description information, such as the date modified.

Saving a document with pertinent information in the Description section of the Document Properties dialog box makes it easier for other people who view the document to understand the information contained within. Time is valuable. In today’s hustle-bustle world, people don’t have the time to sift through a document to see if the information meets their needs. In addition to changing the Document Properties Description tab information, you can specify what your viewers see when they open a PDF document. The information you include in the Description tab of the Document Properties dialog box can also be used in a search if the document is included in a PDF index.

Set Document Initial View Options

If you save a PDF document with Acrobat defaults, when your viewers open the document, they see the first document page in the Document pane and all the Acrobat (or Adobe Reader) menus and tools. The Navigation pane is closed by default, but you can change a document’s properties to have any of the tabs in the Navigation pane open when the document opens, which gives your viewers a way to navigate the document. The actual tabs available to viewers depend on the version of Acrobat or Adobe Reader they use to open the document. The default Initial View options work fine if you share the document with coworkers or work with a team of authors who will edit the document. When you create a document such as an e-book or multimedia presentation, however, you can change the default options by doing the following:

1. Choose File | Properties and click the Initial View tab, as shown next.

[image: Image]

2. In the Layout and Magnification section, click the Navigation Tab drop-down arrow and choose from the following options:

• Page Only When the document opens, the viewer sees the full page with only the tab titles visible in the Navigation pane.

• Bookmarks Panel And Page When the document opens, the viewer sees the full page with only the Bookmarks panel of the Navigation pane visible.

• Pages Panel And Page When the document opens, the viewer sees the full page with only the Pages panel of the Navigation pane visible.

• Attachments Panel And Page When the document opens, the viewer sees the full page with only the Attachments panel of the Navigation pane visible.

• Layers Panel And Page When the document opens, the viewer sees the full page with only the Layers panel of the Navigation pane visible.

3. Click the Page Layout drop-down arrow and choose one of the following options:

• Default Acrobat configures the document according to the user’s viewing preference.

• Single Page The document opens in single-page mode. Viewers will be able to use the Hand tool to navigate through a single page, but not to the next page.

• Single Page Continuous The document opens in continuous mode. Viewers will be able to use the Hand tool to scroll from page to page in the document.

• Two Up (Facing) The document opens with two pages arranged side by side in the Document pane.

• Two Up Continuous (Facing) The document opens with two pages facing side by side displayed in the Document pane. Viewers will be able to use the Hand tool to scroll to different spreads in the document.

• Two Up (Cover Page) The document opens with two pages arranged side by side in the Document pane, but the first page of the document is displayed as a single cover page.

• Two Up Continuous (Cover Page) The document opens with two pages facing side by side displayed in the Document pane, but the first page of the document is displayed as a single cover page. Viewers will be able to use the Hand tool to scroll to different spreads in the document.

4. Click the Magnification drop-down arrow and choose one of the following options:

• Default Acrobat sizes the document according to the general preferences of the user.

• Actual Size Acrobat sizes the document to its original dimensions.

• Fit Page Acrobat sizes the document to fill the entire Document pane when the file opens.

• Fit Width Acrobat sizes the document to fit the current width of the Document pane when the file opens.

• Fit Height Acrobat sizes the document to fit the current height of the Document pane when the file opens.

• Fit Visible Acrobat sizes the document so only visible elements fit the width of the Document pane. If you choose this option, no margins will be visible.

• Magnification Levels Choose one of the preset magnification values (with the % symbol), and the document opens at that magnification. These values represent a percentage of the document size as it was originally published. You can also enter a value between 1 percent and 6400 percent in the Magnification field to have the document open at a level other than one of the defaults.

5. Enter the page number you want to be visible when the document opens.

Note To have PDF documents reopen to the last page you viewed, choose Edit | Preferences (Windows) or Acrobat | Preferences (Macintosh) and then click Documents. Enable the Restore Last View Settings When Reopening Documents option.

6. In the Window Options section, choose from the following options:

• Resize Window To Initial Page Acrobat resizes the Document pane to fit around the first page of the document.

• Center Window On Screen Acrobat opens the Document pane in the middle of the workspace.

• Open In Full Screen Mode Viewers see the initial page in Full Screen mode, without any toolbars, menu bars, or navigation tabs. Viewers are unable to scroll a multipage document viewed in Full Screen mode, but they can use the Page Down, Page Up, and arrow keys to navigate the document. Pressing the SPACEBAR will display the next page. If you choose Open In Full Screen Mode and your document will be distributed to parties with limited Acrobat knowledge, it is a good idea to create an index or buttons your viewers can use for navigation.

7. Click the Show drop-down arrow and choose one of the following options:

• File Name Acrobat displays the document filename in the application title bar.

• Document Title Acrobat displays the document title in the application title bar. If you didn’t specify a document title in the Description tab of the Document Properties dialog box, the document filename and extension are displayed.

Note You can select every option in the Window Options section, but when options conflict, Acrobat applies the overriding option. For example, if you choose both Open In Full Screen Mode and Document Title, the document title isn’t visible because the application title bar is hidden in Full Screen mode.

8. In the User Interface Options section, choose any or all of the following options:

• Hide Menu Bar Acrobat opens the document with the menu bar hidden. Press F9 to unhide the menu bar.

• Hide Tool Bars Acrobat hides the toolbar when the document opens. If you don’t choose the Hide Menu Bar option in conjunction with this option, the user can press F8 or choose Window | Hide Tool Bars to unhide the toolbars.

• Hide Window Controls Acrobat opens the document with the Navigation pane hidden.

Note Even though it’s possible for your viewers to reveal a hidden menu bar or toolbars using keyboard shortcuts, many of your viewers may not know this. Therefore, you may want to consider including some navigation aids for your viewers if you hide either the menu or toolbars. Alternatively, you can annotate the first page of the document with a note instructing viewers on how to reveal the menu and toolbars when they’re hidden.

9. Click OK to apply the options and close the dialog box.

10. Choose File | Save.

When you save the document, the new Initial View options are saved with it and will be applied the next time the document opens. Of course, a viewer with the full version of Acrobat can modify any of the changes you make to the document. To prevent viewers from tampering with your handiwork, change the security level of the document, as described in the following section.

Set Document Security

You can add security to limit access to the document or prevent viewers from editing your document with the full version of Acrobat. You can use Acrobat Password Security to password-protect confidential documents. When you password-protect a document, you set document permissions; for example, you can prevent users from printing the document. Alternatively, you can choose to use Acrobat Certificate Security or Adobe Policy Server, both of which require a user to log in. When you use Acrobat Certificate Security, you specify which users can access the document. Acrobat security is covered in detail in Chapter 10.

Use the Save As Command

You use the Acrobat Save As command to save the same PDF document with different settings under another filename. Use this technique when you need to create different versions of the same document for different destinations—for example, to save a document optimized for print or to save a document optimized for a web page. To save the current PDF with a different filename, choose File | Save As to open the Save As Settings dialog box. Enter the new name for the document and click Save. When you use the Save As command, you also enable fast web viewing, which is discussed in Chapter 12.

You can also use the Save As command to save the document in another format. This is known as “repurposing content.” After you save the file in another format, you can edit the resulting file in a program that supports that format.

Save PDF Files in Other Formats

When you open a document in Acrobat, you can save the file in PDF format or you can repurpose the document into another format. After you repurpose a document, you can edit the contents in another program. For example, if you repurpose all the text in a document by saving in Rich Text Format (RTF), you can edit the text in any word processing program that supports the RTF file format.

Tip You can choose File | Save As and then choose one of the HTML or XML formats to save a PDF document as an HTML or XML file for use on your website. For additional information, refer to Chapter 12.

Save Text from a PDF File

Acrobat enables you to select text with the Select tool and copy it to the clipboard for editing in another application. However, you can repurpose a document by saving all the text in RTF format, as a text file, or as a Microsoft Word file and then edit it in your favorite word processing program. If you use Microsoft Word for your word processing tasks, you can export the edited text in PDF format. You can repurpose a PDF document as editable text by following these steps:

1. To save the text from a PDF file, choose File | Save As | Microsoft Word and then choose Word Document (DOCX format) or Word 97-2003 Document (DOC format). Acrobat opens the Save As dialog box.

2. Name the document, click the Save As Type drop-down arrow, and choose Microsoft Word Document (*.doc), Rich Text Format (*.rtf), Text (Accessible) (*.txt), or Text (Plain) (*.txt).

3. Click the Settings button to define parameters for the text option you chose. The settings vary depending on the file type you chose. The default options for each file type work well in most cases, but you can modify the settings to suit the application in which you’ll be using the file. For example, you can choose whether to have Acrobat generate images when the PDF document is repurposed.

4. Click Save to save the document to a file.

Tip Choose File | Save As | More Options. From this menu you can save a file as text, rich text, XML, PostScript, Encapsulated PostScript, HTML, PDF/X, PDF/X, or PDF/E.

Save PDF Files as Images

You can also repurpose PDF documents by saving them in image formats. You can save PDF documents in the following image formats: EPS (Encapsulated PostScript), JPEG, JPEG 2000, PNG, PS (PostScript), and TIFF. When you save a document in one of these image formats, you can modify the settings, which differ depending on the image format you use to save the file. The settings you choose determine parameters such as image compression, colorspace, and the resolution of the saved image. Most file formats have a Settings button that enables you to modify the default settings to suit the application in which you’ll be using the file. The settings are self-explanatory for those who are familiar with the file format.

Create PDF Files with Acrobat Distiller

In previous sections of this chapter, you learned how to create PDF documents by converting supported file formats into PDF documents and then saving the files from within Acrobat. Acrobat Distiller is a separate program, but you can launch it from within Acrobat. When you install Acrobat, Acrobat Distiller is also added as a system printer under the moniker of Adobe PDF, which gives you the capability of printing a PDF file directly from within any application that supports printing. Printing from an authoring application is covered in Chapter 4.

Use Acrobat Distiller

Acrobat Distiller is a separate program that you use to convert EPS (Encapsulated PostScript) and PS (PostScript) files into PDF documents. With Acrobat Distiller, you have preset options available to optimize the file for an intended destination. Optimize a PDF document for a destination by choosing a specific setting. To create a PDF file using Acrobat Distiller, follow these steps:

1. Launch the program by choosing Acrobat Distiller X from your OS program menu. Alternatively, you can launch Acrobat Distiller from within Acrobat by clicking Tools, clicking Print Production, and then choosing Acrobat Distiller. If the Print Production section is not visible in the Tools pane, click the Show/Hide icon in the upper-right corner of the pane and choose Print Production from the drop-down menu. The Acrobat Distiller interface is shown here. As you can see, there isn’t much of an interface at all—just a few menu options, an information section, and a progress section.
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2. Click the Default Settings drop-down arrow and choose the option that best suits the intended destination of the document. Choose from the following:

• High Quality Print Choose this option when creating files that require higher image quality and will be printed.

• Oversized Pages Choose this option when creating files that will be used to view and print engineering drawings larger than 200 × 200 inches. The resulting file can be opened with Acrobat and Adobe Reader 7.0 and later.

• PDFA/1b 2005: (CMYK) Choose this option when creating documents using the CMYK color model that must be compliant with PDFA/1b and the ISO standard for long-term archiving of electronic documents. The resulting file can be opened and viewed with Acrobat and Adobe Reader 5.0 and later.

• PDFA/1b 2005: (RGB) Choose this option when creating documents using the RGB color model that must be compliant with PDFA/1b and the ISO standard for long-term archiving of electronic documents. The resulting file can be opened and viewed with Acrobat and Adobe Reader 5.0 and later.

• PDF/X-1a: 2001 Choose this option when creating files that must conform to PDF/X-1a 2001 standards, which are compatible with Acrobat 4.0 (PDF 1.3).

• PDF/X-3: 2002 Choose this option when creating files that must conform to PDF/X-3 2002 standards, which are compatible with Acrobat 4.0 (PDF 1.3).

• Press Quality Choose this option when you need the highest quality images in your files. This option is the way to go if you print your files on a high-end printer with PS capabilities. When you choose this format, minimum compression is applied to images.

• Smallest File Size Choose this option to create the smallest possible file size at the expense of image quality when the resultant PDF document will be distributed via e-mail or viewed on the Internet.

• Standard Choose this option when you create a PDF file for distribution across your corporate intranet or via CD-ROM for colleagues.

Tip You can modify a PDF setting to suit the intended destination for the document you distill. Modifying settings is discussed in detail in Chapter 11.

3. To apply security to the distilled PDF file, choose Settings | Security. For more information about Acrobat security settings, refer to the previous section, “Set Document Security,” or Chapter 12.

4. Choose File | Open to access the Open PostScript File dialog box.

5. Navigate to the PS file you want to convert to PDF format, create a name for the file, and click Open.

After you click Open, Acrobat Distiller takes the reins and creates the PDF file. The Acrobat Distiller icon, which looks like a propeller, spins as the file is created. You can view information about the document in the PDF File window. If you distill a large multipage PS file, the distilling process may take some time. You can monitor the progress by viewing the Status bar in the Progress section. As the file is created, Acrobat Distiller shows you which page is being printed, the percentage of the job completed, and a visual reference in the form of a blue progress bar that moves across the window as the file is created.

By default, after completion of the distilling job, Acrobat Distiller creates a report that appears in the window at the bottom of the program interface. You can preview the PDF file in Acrobat by double-clicking its title in Acrobat Distiller.

Set Acrobat Distiller Preferences

Using Acrobat Distiller is a straightforward process: Choose a setting, load an EPS or PS file, and Distiller does the rest for you. The real power of Distiller is in the number of settings you can modify, which you learn how to do in Chapter 11. You can also modify Distiller to suit your working preference by doing the following:

1. Launch Acrobat Distiller.

2. Choose File | Preferences to open the Preferences dialog box. In the Startup Alerts section, you can modify the following options:

• Notify When Watched Folders Are Unavailable When you choose this option (the default), Acrobat Distiller has the capability of monitoring a folder or directory on your computer. Distiller automatically distills PS files placed in watched folders. You learn how to create watched folders in the following section, “Create Watched Folders.”

• Notify When Windows TEMP Folder Is Nearly Full Distiller needs to write temporary files to disk when creating a PDF file. Choose this option, and Distiller warns you when the startup volume is less than 1 MB.

3. In the Output Options section, you can modify the following settings, all of which apply to Windows only:

• Ask For PDF File Destination When you enable this option, Distiller prompts you for a folder in which to save the converted PDF file. When this option is disabled (the default), the converted PDF file is stored in the same location as the PS file.

• Ask To Replace Existing PDF File This option is enabled by default and causes Distiller to prompt you when you try to overwrite an existing PDF file. If you enable the Ask For PDF File Destination check box, this option is unavailable.

• View PDF When Using Distiller When you enable this option, on completion of the distilling job, the default Acrobat viewer launches and the converted PDF file is displayed.

4. In the Log Files section, check Delete Log Files For Successful Jobs if you want Distiller to delete the log file of the job if the file is successfully distilled. A distiller log file is a text file, created during the distilling process, that records any distilling errors, even if a PDF file is not created.

Note Macintosh Acrobat users have an option unavailable to Windows users: Restart Distiller After PostScript Fatal Error. When this option is enabled, Distiller automatically relaunches after encountering a fatal PostScript error.

Create Watched Folders

If you regularly create PostScript files and save them to certain folders, you can configure Acrobat Distiller to watch these folders and automatically convert PostScript files to PDF files. You can also choose to move the original PostScript files to the Out folder or delete them. Each watched folder can have unique Distiller settings. Here’s how to create a watched folder:

Note You cannot save PostScript files to watched folders on a network server. Set up a watched folder on your workstation for converting your files. Other authors who need to convert PostScript files to PDFs must set up a watched folder on their own workstations using a licensed version of Acrobat.

1. Launch Acrobat Distiller and choose Settings | Watched Folders to open the Watched Folders dialog box, shown next. (A folder to be watched has already been added.)
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2. Click Add Folder to open the Browse For Folder dialog box.

3. Navigate to the folder you want Distiller to watch, select the folder, and click OK. The selected folder is added to the watched folders list. After you add the folder, Distiller automatically creates In and Out folders within the watched folder.

4. In the Check Watched Folders Every [ ] Seconds field, enter a value between 1 and 9999 seconds. This value specifies how often Distiller checks a watched folder.

5. Click the PostScript File Is drop-down arrow and choose an option to determine whether the converted PostScript file is moved to the Out folder or deleted.

6. Click the Delete Output Files Older Than [ ] Days check box and enter a value between 1 and 999 in the text field. Distiller uses this value to determine when to delete PostScript files in the Out folder.

7. After you add a folder to the watched folders list, you can click OK to close the dialog box or click Add Folder to add additional folders to the list.

Set Watched Folder Options

After you add one or several folders to the watched folders list, you can specify options for each folder, namely: Security Options, Job Options, Load Options, Add Additional Folders, or Remove Folders. To set options for a watched folder, do the following:

1. Launch Acrobat Distiller and choose Settings | Watched Folders.

2. Select the watched folder whose settings you want to modify. After you select a watched folder, additional buttons become available, as shown previously, for setting the following options:

• Remove Folder Removes the selected folder from the watched folders list.

• Edit Security After you click this button, the Security dialog box opens. You can apply Acrobat Standard Security to the PDF files that have been distilled. For information on individual security settings, refer to the previous section, “Set Document Security.”

• Clear Security Removes security for files distilled from the selected folder.

• Edit Settings After you click this button, the Adobe PDF Settings dialog box opens. You can specify settings for all files distilled within the selected folder. You can find information for the options in this dialog box in Chapter 11.

• Load Settings Click this button to open the Select Adobe PDF Settings dialog box. Navigate to the folder that contains the settings file you want to load and click Load. Adobe PDF settings files have the .joboptions extension. For more information on creating custom settings, refer to Chapter 11.

• Clear Settings This button becomes available after you specify job options for files distilled from this folder. Click the button to clear Adobe PDF settings applied to the PostScript files being distilled from this folder.

3. Click OK to apply the new settings and close the Watched Folders dialog box.

Summary

In this chapter, you learned how to create PDF files from within Acrobat. You learned how to create PDF documents from single files and from multiple files. You also discovered how to save PDF documents in other file formats. In the latter part of the chapter, you saw how to use Acrobat Distiller to create PDF documents from PostScript files. In the next chapter, you will learn how to create PDF documents from within authoring applications such as Microsoft Word.
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