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The following document is adapted from Adobe Acrobat: Structuring PDF documents, by Jessica Lee, Oakton IT Specialist.

Introduction to PDF

Since its introduction in 1993, PDF documents have become the standard for secure and reliable distribution and exchange of electronic documents and forms around the world.

Before the PDF file format existed, people exchanging electronic documents needed to have the same application and fonts to see them exactly the way they were designed. Now, you can create PDF files using Adobe Acrobat. You can then deliver PDF files to your readers, and using the free Adobe Reader, they can view and print them exactly as you designed them.

This workshop will provide you with an in-depth look at how to create, manipulate, and structure a PDF document by using Adobe Acrobat. You will learn the following:

    • What is PDF?

    • Why use PDF?

    • How to create a PDF file?

    • How to structure a PDF file? (Creating Bookmarks)

    • How to set up an initial open view of a PDF file?

What is PDF?

PDF stands for Portable Document Format.  In order to create a PDF, you need the Adobe Acrobat software. This will allow you to convert existing files, such as Word documents, PowerPoint presentations, and Excel documents into PDF.  You can also scan documents directly into Adobe Acrobat and save them as a PDF file.

Why use PDF?

    • The advantage to saving your documents as a PDF file is that it maintains its original formatting that was created by the author.

    • Documents saved as a PDF can be easily viewed and printed.

    • PDF files are platform and software independent; so, Windows and Mac users can create and view PDF files interchangeably.

    • Large files can be compressed to a manageable size so that it can be easily downloaded and emailed.

    • PDF files can only be viewed and printed and therefore offers security against users changing the author’s documentation.

Starting Adobe Acrobat on Oakton’s Network

Note: Adobe Acrobat is available in the Labs #1104, #1833, #2625, #2631 and in the Center for Professional Development (CPD).

1. Click the start menu

2. Click on All Programs

3. Click on NAL Explorer

4. Click on Graphics Software

5. Click on Tools

6. Click on Adobe Acrobat 6.0 standard

Understanding the Acrobat Screen

Before you start using Acrobat, become familiar with its features. The following illustration shows a PDF document in Acrobat layout:

The Work area

[pic]

The Toolbars

[pic]

The Navigation pane

The navigation pane is useful for navigating a document through the use of bookmark links in your document. You can toggle the Navigation Pane on and off by clicking any of the tabs on the left side of the work area or by pressing F6.

[pic]

Creating PDF documents using Acrobat 6.

   To create a PDF from a file

   Method 1:

   From the File menu, click on Create PDF, click on From File

   [pic]

   Method 2:

   From the tool bar, click on the Create PDF button, click on From File

   [pic]

   1. The Open dialog box appears, for this workshop:

        a. Look in: select A drive

        b. Highlight bookmarkworkshop.doc

        c. Files of type: Microsoft Office

        d. Click Open to convert the selected file to PDF

   2. Adobe starts converting the selected document to PDF

   [pic]

   3. Wait a few seconds, the newly created PDF will open in Acrobat

Method 3 (Starting with an open Microsoft Word document):

This method may be best when working with older versions of Acrobat

   1. Open Microsoft Word

   2. Open the Word document to be converted

   3. Open Word’s File menu

   4. On the File menu, select Print

   5. On the Print menu, choose Acrobat PDF Writer

   6. Click OK.

The Save PDF dialog window will appear. Here you can:

 • Name the file and choose a save destination

 • Click the checkbox for "View PDF file" (This launches the PDF doc in Acrobat when the conversion is complete

 • Edit Document Info (title, keywords, etc. for web search engines)

7. Click Save when ready.
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