Rick and Tim'’s
Thirty Dirty Tricks for Acrobat 8

PREFERENCES

1) Copy Encircled Text into Sticky Notes

If you frequently use sticky notes to indicate major re-writes to text, this tip may save you some time. Select some text to highlight
and it appears in your note—ready to edit!

1. Edit>Preferences

2. Choose the Commenting category
B BT 1 T T 01 B TRttty vy, poi—oe— e

Copy endrded text into Drawing comment pop-ups

[+]icopy selected text into Highlight, Cross-Out, and Underline comment pop-ups:

.‘__‘.ﬂl‘l‘-

2) Increase the Number of Recently Opened Documents

Doh! Can't find that document you opened earlier in the day? Use this to keep track of more frequently accessed documents in
the File menu.

1. Edit->Preferences
2. Choose the Documents category

w

Allow documents to hide the menu bar, toolbars, and window controls

Documents in recently used list: |10 :

Last 30 days

Rimemlger files in Organizer History for:

3) Get Fast Access to Tools with Single Key Accelerators

Single key accelerators let you quickly get to tools by typing a single keystroke such as Z for the Zoom Tool or H for the Hand Tool.
Oddly, these are on by default in other Adobe applications, but not in Acrobat.

1. Edit-> Preferences
3. Choose the General Category

Preferences

Cateqgories: Basic Tools

IUse single-key accelerators to access tools
Create links from URLs

Commenting L
Documents
Full Screen

4) More Efficient TIFF to PDF Conversion

By default, Acrobat does not change the compression on older, less compressed TIFFs when converted to Acrobat. We can do
better and make smaller PDFs from TIFF files by changing a Preference.

1. Edit->Preferences
4. Choose the Convert to PDF category
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5. Choose TIFF from the Converting to PDF list

Preferences
Cabegories: Comverting To POF

Comemsn bng e HIL Monpcdhome Compraspon: CCITT G4
Documents: InDeesign Grayscale Compresson: PEG [Quality | Medum)
Fill Sereen IOF Job Defrizon Color Compression: JFEG [Quality | Madum)
Gareral PEG RIGE Polcy: Preserve embedded profies
Page Desplay WPEG000 CMYE Policy: OfFf

Mirosaft OFioe Evoed Gray Poley: OFf
ko] Microsoft Office PowerPo Oither Policy: Preserve embedded profies
Arcessblity Mcrosoft Office Viso
Batch Processng Microsaft Office Word
Catalng PO
Color Management NG
Cormert Fram PDF PostSonpl/BPS
Cornert To PDF Tel
Forms | . |
Identity % -
Internabonal
Internet
plisaia) bt Sattige...
Measunng (0]
Measurng (30
Mestrg
Mudtmeda
Multmedia Trust
M Documant
Oniine: Services
Reading
Rpwawing
Search
Sy -

o

6. Click the Edit Settings

button

7. Change the setting for Monochrome to either JBIG Lossless or JBIG Lossy

Adobe PDF Settings

Compression

Monochrome: | CCITT G4

Colar:

CCITT G4
SRR BTG (Lossless!

IBIG2 (Lossy)

Color Management

RGE: |Preser'u'e embedded profiles V|

cMYK: | Off

Grayscale: | off

Qther: |F‘reserue embedded profiles V|

[ ox

] [ Defaults ] [ Cancel ]

8. Click OK
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PDF CREATION

5) Better PowerPoint Conversion

If you're PowerPoint files contain a lot of images and you are mostly concerned about high-quality onscreen viewing—rather than
printing—try this tip to create better looking, smaller PDFs from PowerPoint. Let’s a create a new PDF Job Options setting to
change the way that images in presentations are processed to PDF. Once you create the new setting, it will be used for
conversions in PowerPoint.

1. Inside PowerPoint, choose AdobePDF->Change Conversion Settings
2. Click the Advanced Settings button

Select the Images category from the left and set as follows:
Standard - Adobe PDF Settings

Monochmme Images
Downsample: | Bicubic Diownsamping Lo | [1200 = pocels peringh
for mages aboye: [1800 =] povels per inch
Compresson. |SEIRECEY XN ~ |
ssstatogay O =]

o e _ Poicy |

Save ts.. | ok | Cancel | Hep |

4. Click the Save As button and name. e.g. Powerpoint.joboptions

6) Create PDF from Blank Page

Although Acrobat is great at working with PDFs, it wasn’t until Acrobat 8 that you could create new, original PDFs! This feature is
great for creating cover pages for packages, blank pages, separator pages and so on.

Choose File>Create PDF>From Blank Page

Insert your cursor and start typing! Use the toolbar to change font, size, color, indent, etc:

Bigae Dociiment ®
- & 3 @ o v|B ~T P I B I F T T 1]
Change Page Setup —I
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7) Showing and Creating a Presentation (complete with Speaker Notes)

You can actually use Acrobat to present slides full-screen by choosing View—>Full Screen Mode. Hit the ESC cape to go back to
normal view. Using Acrobat 8's enhanced PDFMaker for PowerPoint, you can add your speaker notes as a layer in your PDF.

1. Open your presentation in PowerPoint/
2. Use your PDF Maker button in PowerPoint/

3. If you have speaker notes, you will see a dialogue box pop up and ask you if you would like to add your notes.

8) 2D DWG to PDF

So, you need to get that AutoCAD drawing into a PDF but you don’t have AutoCAD? No problem, with Acrobat 8 Professional it is
a simple drag and drop. You get all the paper space and model space data, into a combined PDF!

1. Open Acrobat 8 Professional
2. Select your DWG file
3. Dragand Drop itinto Acrobat

Here is a view of the finished PDF:

- - = G (SSTEP) rRpyp——" =@l = ]}

Cle " P m— —

File Edd View Touls Help il Crene OES '@c“"‘hi"‘n'“' "‘E‘W" G- B~ A e (3] roms = (T eviw s Comment -

W Organce v (18 Views =N  TEE NE N S ik ) g & E 1 o

Favorit 1me :

| = -
B Cocume B Surspraian AN Hpudl
o " | ir Suspension bak
F FHE ] Hame Flear Plan hak
B Music ) suspensiondwy

More » || Building.dwg
| Folders v |Bynainga Plan.dwg

Cariage.dwy
L SRECYCL+ -
f e see | Color Wheel.dwg

| #reasans
Aerobas | Bevations.dug
N asaley  [JHome FloorPlandig Drag and Drop DWG File
e | House Plan.dug
| Dema
| Landscape Plen.dng
| Dema-
o Pantadug
1 nad || Pumpmg Station.dwg
k "
| gl JStkaideg
1| | Tablet Dveray.dag
Copp | Talihipawg
L op L TueTypedng
| Hame Floar Plan.dwl

b 05-F
I 06D
L org
L Imeg
b Seny
B sour - | ] .‘

Home Floar Plan.dwg
DWG File

= Home Flesr Plan.pd - Adobe Acrobat 3D L= [ [
| File Edit View Document Comments Forms Tools Advanced Window Help ®

| ;jcumrnr- ‘;;c.mumriu- @nqm- G- @ A s [3]foms - P Reiew & Comment =
Il_‘dﬁ IR e 2 KEI® o8 4 L]

d -

See Tim'’s article Creating PDF’s with out AutoCAD for more details.
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9) 3D DWG to PDF

Oh excuse me, did you need to get that 3D AutoCAD drawing into a PDF but you don't have AutoCAD? No problem, with Acrobat
83Ditis a simple drag and drop. Again, you get all the paper space and model space data, into a combined PDF! Supporting

AutoCAD 14 -2007

1. Open Acrobat 8 3D

2. Select your DWG file

3. Dragand Drop itinto Acrobat

Here is a view of the finished PDF:

= @] =

@Q- B + SeaschRes...

| Fite gdit view Teols 17

Searches mught be slow in— 3

=
L tmudwg
L tagadwg
| ToueType.chug
L TrueType dwg
| valdwg
| VENTILATION_MODEL e
L Wiall Baze dwg
| Wall Base.dwy
| Wall Base.chog
| willisrms_site.dwg

TY - Adabe herabat 1D &‘:.E'. =

) create por - $Comhiml'|ls' Glovon- @ - A o (8] roms - (5P Review & Commen -
DS O ) ewies| /0 i Glo®)H o

Find -

Drag and Drop

_ willams site Wy — the 30 AuteCAD

| williaerstaril.dwg

| willisemsfank.dwg

| willisemsfanaceess2.dwy
| willaersfanacoessZdwg
| WR-12345653.4wg

L yoke.cg

| yoke_ssm.dwy

| yeke_ssmb.dwg

Did you find what you were sei

(5 Sesrchin File Contents &

| v

[ williarns_site.d
WG File

File

OO +F =i

File Edit Veew Took B

W Orgraize
Searches gt be slow in 3¢
Marme 4
[ tim.dwg
| tiaga.twy
_ TrueTypedug
_ TraeType.dur
Ll valdwg
| VEMTILATION_MODEL dur
Wall Base.dwy
Wall Base dwg
Wall Base.dwy
willisers_site.dwg
| wlkaers_site.dwg
_ willsensfanl.dwg
|| wilkiaemstan] . dhwiy
| willsemsfanaccess.dwg
| willamsfanacerss2.dug
L WR-LZMS6<k.dwy
o yoke.chag
L yoke_aumdwg
__ ynke_asmib.chwy

Did you find what you were ses

| Seaschm File Contents [2

4 [m b

williarns_sde.d...
DG File

I williams_site pdf - Adobe Acrobat 30 | (1] 83

®

;jcumrnr- ‘;;c.mumriu- @nqm- G- @ A s [3]foms - P Reiew & Comment =

IO BRADw ¢« /2 K€ o8| k]
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b BBLDA
L AcDbReguen 85 lines
| AxDbRegionl8s

| AxDb3dsohdl 37
| AcDb3diolidlB58 lines

i AcDb3Id5olidla5e
AaMib inalASD

o e e s

W M camera

Brapety Wl
Humber of Lights 1

Humber of Children — 0(0)
Number of Vetices  2(2)
Humber of Faces 00}

See Tim's article Creating PDF’s with out AutoCAD for more details.
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10) Choose Sheets from Excel/Fit to Page

Don’t want all of the worksheets in an Excel file to convert to PDF? No problem! Acrobat 8 offers you more control than previous
versions.

1.

> W N

11) Search PDF's across a directory

In Excel, choose AdobePDF->Change Conversion Settings

Ensure that “Prompt for selecting Excel sheets” is enabled
Click OK
Choose AdobePDF->Convert to Adobe PDF

B8 Acrobat PDFMaker

Sheets in Excel

Selection

@ Select the Excel Worksheets to indude in the Adobe PDF

Sheets in PDF

- Add Sheet(s) > | |Inputs & Property valu
Equity valuation

[ < Bemove Sheet(s) ] Summary

Comparable Propertie:

| Add All Sheets »> |

Arrange Sheets in PDF

[ Mave Lip ]

[ Mawve Dawn ]

[ Convert to PDF ] [ Cancel

SEARCH

This is a great little tip allowing you to find information embedded in PDF files across a directory structure.

1.
2.
3.

Open Acrobat 8
Edit->Search

In the Text Box type in the word(s) you are searching for. In this case, | am looking for documents that contain the word

PDF somewhere in them

Select the Radio Button “ All PDF Documents in:”

Select the pull down, then navigate to the directory you want, here I am looking in My Documents directory, it will also
crawl through all the sub-directories

Hit Search Button
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Here is a before/after picture:

Settings for the search

- Search

= | B |

[D Arrange Windows

What word or phrase would you like to search for?
FDF

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

[ujj Documents -

|| [[]Whole words only
[ Case-Sensitive

[¥]Include Bookmarks
[l [#]Include Comments

.

Use Advanced Search Options

Find a word in the current PDF decument

12) Index a directory for faster searches

Search Results
- Search @E&J
[D ArrangeWmdnwsg
Locking For:
PDF in Documents
Results:

35 documents with 1049 instances

Results:

T C\UL.AD0 FINALProjectorAssembly-02-Model.pc *

T CAULAL-1_gearbox.pdf [
T4 2007 AEC Business Plan

T C\ULAVertical Sales Business Development - Ac

| T 1 Key Model Structures In The IFC 2x Kernel

# 1 Adobe® Corporate Template 2005

4| [T ]

Sort by: Relevance Ranking
[¥] Collapse file paths

Refine Search Results
Use Basic Search Options

Find a word in the current PDF document

Wow, so searching across directories is cool, but, it could take some time, the best thing you can do that to speed up your
searches is to create an index across those directories!

1. Advanced->Document Processing—>Full Text Index with Catalog

2. When you get this dialogue box select new index

Catalog

Status: Idle
Index:

File:
Page:

File Count: 0

P b, A A I ol it T ottt ol e,

Open Index...

From here you can set the directory and all the info you want to index

New Index Definition

=

Indexfile:  Untitled Save

Save as..

Indextitle:  [Documents

Index Description:

\&ll My Documents PDF's

Options..

Include these directories

CA\Users\thuff ADOBENET\Documents

Remove

Exclude these subdirectories

CA\Users\thuff ADOBENET\Documents\My Downloads

Add.

Remove

Rebuild Purge

Cancel
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4, This will create an index file on the hard drive in this case the index file is “Documents.PDX", this is used in the search
dialogue box.

13) Embed a search index in a document (Acrobat Pro only)
If you work with PDFs with lots of pages—over fifty—this tip can make searching much faster!
1. Advanced->Document Processing—>Manage Embedded Index

2. Acrobat will embed a search index

Status: Indexing...

Progress: 72 %

Stop

3. To search the entire PDF, choose Edit=> Search

14) Embed a search index in a package

A PDF Package can contain a great many individual documents. Search across them quickly by embedding a full-text index. The
index is contained in the Cover Sheet of the PDF.

1. Click the Cover Sheet button in the upper left corner of the Package window:

ﬁ Cover sheet

2. Advanced->Document Processing—>Manage Embedded Index
3. Click the Embed Index button.

To search the entire PDF Package, choose Edit—>Search and then choose the option to search Entire PDF Package.
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BATCHFILES

15) Batch Logging

If you use Batch Processing, you may occasionally run into errors during the way. Acrobat can create a log file of any errors which

can help you to diagnose problems.
1. Edit->Preferences

4. Choose the Batch Processing category

5. Enable the checkbox for Save warning and errors in log file and choose a location for the error log

i

Batch processing

Show the Run Sequence Confirmation dialog

Save warnings and errors in log file

[ Choose Location. ..

16) Batch, Print Only Watermarks

Have a lot of PDFs to watermark? Use batch processing to quickly add watermarks to lots of files. Did you know that you can set a
watermark to only show when printing? That's useful feature for ISO9001 companies which need to mark documents when they

are uncontrolled.
1. Advanced->Document Processing—>Batch Processing
2. Click the New button and give the sequence a name

3. From the list on the left, choose Add Watermark

Edit Sequence

= (3 Comments ”
£} Deste Al Comments
#§ Summarize Comments
= [ Doqument
E Accessblity Checher
8 Add Badground
Eb A azie ool
f&f Desipton
) Detect Foom Feide
£ Ermbed Al Page Thumbals
@ Eaport Al Images As JPEG
£ Export Al Images As PEGI000
€ Export Al Images As PG
B Export Al Images As TIFF
ﬁ Flatien Layers
ﬁ Maice Accesshis
i Cpen Options

B i B el

4 Bamdve

tachange
settings

W Add Wiatersark

Double-<lick

X

4. Double-click Add Watermark from the list on the right
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5. Format your watermark text as desired. Click on the Appearance Options link and disable Show when displaying on screen.

Add Watermark |x
Saved Settngs: | Confiderial Bug “| [ peetie | [ Ssumsetmnes. | Piage Rarce Ciotions. .,
Sorce P

fusential L e 1
(=) Tegt

Fopiz | Arial W Sipmr 100

e EFEE

(Fie  |<hio source fe sslected>
Fage Hyrber:

Appe ane

Coaaty: 2

] Seme rietasve b tarpet o .
Locatior: () Appear pehind page (%) Appear on fop of page C-)

pey oo Ooborm,

Poston

VotcalDatsnoe: [0 5] | inches w| fom [Center w

Horzontal Distanoe: Fu-: Inchies | fom | Conter W

[ o ][ come |

17) Batch DWG to PDF (Note this is windows only and Acrobat 8 Professional or above)

Batch DWG has to be done from within AutoCAD (up to 2007), it is very straight forward and here’s how you do it
1. Open AutoCAD

2. Adobe PDF—>Batch Conversion

"B Acrobat PDFMaker

Output PDF

Conversion Settings

() single POF for eaw.; (O Single PDF for each layout @ View or modify settings

Layers in POF

r option

Cutput Fold

Qutput Folder: ‘ CiiDocuments and Settings|TimyMy Documents

| o]

File name override option

(&) Prompt before overriding (O Ovetride without prompting

D ligk

Add Folder ... Add Files ...

& [Z]P:4Adabe’Demos|IT Archi030-5501 dwg
© [todel

[#] Layout1

PriadobelDemos|JT ArchiD30-A02. ding

dlobeiDemos| JT Archi030-A11.dwg

sppend it .

A

g
wlobeiDemos| JT Archi030-A13.dwg
FiladobelDemos|JT Archi030-A21 diwg
FiladobelDemos|JT Archi030-A22. g
FiladobelDemos|JT Archi030-A31 diwg
FiiadobelDemas|IT ArchiD30-A41,dwg

[(m] mP:\ndﬂhﬂDPimnd T Archinan-a42. dwn M

B
B

[ cleartist | [ selectal

| [ tmsslect &l | [Remave Selected

In this dialogue you can select if you want a single PDF for each drawing (multi Sheet DWGs into multi sheet PDF), if you
want layers, you select if you want to include Model Space or just Layouts, and you can save the list.
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ANNOTATIONS AND COMMENTS

18) Changing text in a textbox (a better Typewriter tool)

| was at a customer site one day and the question came up, how do you change the text style in the Text Box? Well | was thinking
that all | needed to do was Right Mouse Click and that only allowed for Bolding and such but they wanted to change the font type
so | had to do some digging here is what | found:

4. View—>Toolbars>Comment & Markup-> Text Box Tool

5. Add atext box on to the PDF
6. Now select the text and hit a Ctrl-E

7. Now change the font type and other changes needed

- T et . o R T
A =TT e IR e e el s e o . - .

E— Properties ® _?
% - jMinion Pro [ m | -

: I want to change

] . = .

L the font type

]

4‘2

QPR S PR e P ey e e me S St e

See Tim's article changing the font in a Text Box for more details.

19) Snapshot Tool for Stamps

Stamps are one of the most useful items in Acrobat. The SnapShot tool allows you to take a graphic from one PDF and use it as a
stamp for other details. A good example is CAD details here we will take a door detail and use it for mark-ups.

1. Tool>Select & Zoom—->Camera Tool

L
2. Take a Snap Shot of the area you want to use as the stamp (this places the data on the Clip Board)
3. Go to File->Create PDF->From Clip Board (this creates a PDF of the snap shot)
4. Save the PDF file
5. You now need to add a custom stamp Tools=>Comment & Markup->Stamps—> Create a Custom Stamp
6. Browse and select your snap shot
7. Select next and put your new stamp in an existing group or create a new one, and also give the stamp a name
8. Your stamps now show up in the list
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Select Image for Custom Stamp

=

Sample

File: |/D/Tips and Tricks/Door.pdf

[ Browse.. |

1 out of 1 images

ok | [ canca |

Create Custom Stamp

[ Select Image for Custom Stamp...

Category:  TIMSTAMPS

Marme: IE

Down sample stamp to reduce file size

OK ] [ Cancel

20) Creating Custom Dynamic Stamps

Be careful when creating your new whoopee wow stamp. Don’t go and scan in your stamp and use a 2 Mb file. When you start
applying this monster, you will be adding 2 Mb each time! Use a graphic program such as Photoshop or lllustrator. | personally
use lllustrator because it creates vector graphics, and it will save and work natively as PDF. Vector files also scale beautifully when

you size your stamp.

1. Select the Stamp Tool button and go down to and select Create Custom Stamp... you will see the Select Image for

30 Dirty Tricks for Acrobat 8

Custom Stamp dialogue box shown below

I8 natope Acrotan S0 - [GFT Design linder, pai]

) eroste 70 « gmr-- Gt B stumeng - ) Secen - e+ (] Foom - P e b oot -

I IErC LT e
[Te—ryT— -
[Srwnm (rmem - B L) T S| S

Open
= O F M

Leckin: | 3 sarcs

E " CGCustonStamg. pdf

__] Type: Adcbe Acrobat Decument
Wy Decumants Fle Size: 298 KB
Modified: 2/27/2007 6:31 PM

My Computer

g name: |GobalCompApp reject pdf B
My Netwode | Flescfipe: | Acrobat POF Fies [odf} L
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Select Image for Custom Stamp

File:: Erowse. ..

Sample
GlobalCorp
development & engineering

Approvin Rejuctan

Approved Az Wotad ReMsaand Resubmit

ard the Infermathan ghvenin the Constructon Documents, Camections

Fprvl afanzzeniiyf whith et z3 onponert The

Infamaton that prars sy o he mesns o cation
corsncion

samaand stbactony marer.

1outof limages

3

3. Once up see your stamp in the preview window, click OK. You will see the dialogue box shown below. If you have never
created a custom stamp before, create a new category by typing a new name in the category pull down. Give your new
stamp a name, and if you used PDF then Uncheck the Down sample stamp to reduce file size. If you used a TIFF or BMP
file or a native file format, then leave this checked.

Create Custom Stamp

GlabalCorp
develapment & anginssring]
L

gt
Hpprcves Asotad s nd i

Name your new
= stamp

R -
amstation ol resicn b Wik, s e ke W king
e

Add a Category Name

Category: |y Stamps v|

Name: lGOdewandeng

i Dovin sample stamp to reduce file size

| select image for Custom Stamp... | N

Click OK
f o]

4. Click OK

5. Now let's check your new stamp by inserting it into your file. When you go to the insert stamps location you will see your
new category listed and your new fancy stamp listed.
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3
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Pretty cool huh! So far it has been straightforward, from here on out this is a procedure that is not supported by Adobe, so
please if you don't get what you wanted do not call customer support.

Adding the dynamic gizmo to your custom stamps. ..
Take this part a bit slowly because it is not 100% straight forward.
6. Go to your LOCAL Settings and go to this directory. In my case it is the following:

C:\Documents and Settings\thuff\Application Data\Adobe\Acrobat\8.0\Stamps
You will replace thuff with your information.

7. Inthat directory there will be one or many (based on how many custom stamps you have) very strangely named files, in
my case the file name is; NsZpGu5eHSwLlyVa5gRhsC.pdf if you want to change the name do it now! If you do it later this
will probably fail!

8. Now sort by date and open the newest file in Acrobat 8 Professional.

Adaress | 23 5 \Documents and Setbngs (. ADORENET {Anphcabon Datalddobe Wcrcbat | 015 tamps v e
Zriamy X Nama Spe Type = Dute Modided
§ (03 Addendum A " hesshHL_fr iz o2g0s.pdf L370E  Adche AUBBLTNC... 3212007 4157
B ) Adobe =L st nd Vo Sghhst, pf 420 ldnhek_"nbntg. Y2007 4277
L) BentieyDonniaeds " WIS T 1n0BOC o) B —

Er L) Azobat

Custom stamps are
put in your Application
Data Directory

This will be the last
custom Stamp created,

just go by date.

Double Click and open

in Acrobat 8 Pro or 3D

9. Okgooddoyou haveitopen? It's ok | can wait......... Ok now let’s move to another directory that is equally hard to find,
this will be where the stamps that ship with Acrobat 8 Professional are stored.

On a standard Acrobat installation the location will be:
C:\Program Files\Adobe\Acrobat 8.0\Acrobat\plug_ins\Annotations\Stamps\ENU

10. Double click on Dynamic.PDF to open in Acrobat 8
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Fie Edé View Favonies Took Hep

Qe - ) - (| O s | Foven | [T

Address | L) C:Wrogram

X Mame

This is the location
of the standard

stamps that ship with

Acrobat

s¥adcbe \Acbat 8.01AcTebat _nsAnnotabons Stamos BN | B

Seel Type + Date Modfied
SN0 Adobe AgcbetDoc..  &/20/2003 436 P
33D Adobe AcrobatDot.., 62072005 4:36 P
46KE  Adobe AgobatDoc...  &/20/2005 4:36 P4
40KE  Adobe AobatDoc..  &/20/2005 4:36 P
114KB  Adobe Acrobat Doc...  6/20/2005 4:34 PY
107KE  Adobe AqobatDoc... &/20/2005 4:36 P4

Double Click to open
in Acrobat 8 Pro or
3D

11. Now, make sure you go down a couple of pages in Dynamic.PDF till you see a stamp that has By:foozle at 8:50pm, Aug

25,2004, the one | choose was the REVIE

B Adobe Acrobat 3D [Dynamic. pdf]
Tl Fe Edit View Dooument Comments Forms BEREH Advanced Window Help

.;jCl““emF' d‘;ijr:umrnn- GjEx Comment & Markup

== : —|  Select &Zoom
=N TET OE X ke

then select Edit Layout

WED Stamp

’is«:lre' ,S'l]n' EJchu
L3

R © ® o] o

[  Piease fioutthe foloving form. IFyouacea f | FoAY, [ =BT et
Measuring ¥ kv Chedk Bax Taol -
Tipenriter ¥ T=] Combo 8% Tool
Object Data ¥ | Il List Box Tool
| q;‘m‘l’w‘bxs... (3) Rado Butten Tool
_:ﬂ;mﬁdnml
=| 3 Dot Sgnanre Toal \sh
|#] parcode Tool
i Edt Layout
Either select Edit Layout 4 Dstrbute
or Show Forms Toolbar Show Forms Toohar

REVIEWED
By feozhe 4tB:50 pm, Aesg 26, 2004

12. If you have never used the forms technology in Acrobat, this may get tricky. In Acrobat 8 Professional and Acrobat 3D
Version 8, go to the Tools menu pull down and then select Forms. On the flyout, select Edit Layout . Your stamp should

look like this below:

13. Select the field, when it turns red, Right

S FEEE Deview ed Pl ]|

Mouse Click and select Copy.

14. Then switch to your custom stamp and paste, you can move it to the correct location and then scale it up or down by

dragging the corner areas.

30 Dirty Tricks for Acrobat 8

@ Rick Borstein Tip | @ Tim Huff Tip

All Rights Reserved— 15 of 25
Revision 1.0



= SO =T | [E m--«-corp

development & englneermg

f e (e & 4] N - © no/-tb---

Approved As Noted Revise and Hesubml
This review is only for general conformance with the Design concept
and the information given in the Construction Documents. Corrections
or comments made on the shop drawings during this review donot
relieve the contractor from compliance with the requirements of the
plans and specifications. Approval of a specific item shall not include
approval of an assembly of which theitem ia a component. The
contractor is responsible for dimentions to be confirmed at the jobsite,
information that pertains soley to the means of fabrication or
construction, coordination of the Work, an dperforming the Workina
same and satislaclorylrﬁ

[By foozle at 8:50 premug 26, 2004 |

15. Close and save your new custom stamp, do not use Save As, just hit Save.

16. Now let’s insert our new Dynamic Custom Stamp!

Adobulcrahu 3D - |GFF Design Binder. p-rjl]

,‘]mm s]t.mmi'u- ‘1&-“: @Smﬂﬂaﬁng ﬂsmn o [B]roms - S)m.«u

[ commert 8 uaruup

| - sy o] @-ﬂ*' SE 4 A

_iO/’/DO/"-{Ja‘w'

obat 3 Binder. pai]
") Fle ESt Vew Document Comvments Forms Tool Advanced Windaw Help

_‘,]a-m-mf- éjcmﬂn- ‘;w- ol sunveetng - Sesurn = P sgne (3] Feenm = TP Review & Corma
OB el im e G Eeer - o

e Ty

Comvment & Mariu = . . {
Sistcymors (Glrotean- & | By =] © F /O Q S wisews

-~

J | ==

development & engineering

MAopioved Rirpactaed

Approved A Moted Paivt e e Rsasdarint
This sestenn b oy ot general condatmancie with the Designosncept
anef the ialomtion gisen in The Conssudion Documents. Comacion:

’ oo comimants muds: o the shop drasings during thisreview do nat

rebewt thecontracon from compilnce with the napeements of the

F] plare a1vd specicatiors, Appmnal odaspectie tem shall net inchad

appeoval of an asemibhy of which e Laa componernt. The

onTachi B mepin bl for desentions 1o be confirmed an the jobase,
inormmation s pertairm soby 1o The mears of Libeication of

= metrecion, cocrdranien of the Work, an dperfomang the Workin a
ii e e 2t pchory aneer,
-"__"': By Tim Huff at 4:33 pm, Mar 23, 2007

—_—

See Tim'’s article Dynamic Custom Stamps for more details.
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21) Using the Pencil tool as a highlighter

The Highlight Text annotation tool is terrific, but it only works on documents with text. You can change the properties of the
pencil tool so that it can be used as a highlighter on image-only PDFs.

1. View—>Toolbars>Comment & Markup
2. Select the Pencil tool
3. (lickand drag to create a pencil annotation

4. Select the pencil annotation you created

5. Right-click and choose Properties to set the pencil width, color and opacity (transparency).

Pencil Mark Properties

Appearance |General Review Histary

Thickress: |7 pt :
Color: E]

Opacity: 50%0

thickness,
color and

Set,

opacity

[JLocked | [+]Make Properties Default:

Ok

l [ Cancel

6. Click Make Properties Default to save these settings every time you use the pencil tool.
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WORKING WITH PDFS

22) Compare Documents (text)

Acrobat allows you to compare to text-based documents to see if there have been changes.

1.
2.
3.

4.

Advanced->Compare Documents
Use the Browse button to locate your older document and newer document.
For text comparison, set up as follows:
Compare Documents
Compare (older document)

Rocument: | Work for Hire Contract-older.pdf - Adobe Acrobat Professonal “

Revision:

To (newer document)
Document: | Work for Hie Contract findl pdf v| [chgese... }
Reyision:

Type of Comparison

(O Page by page visual differences : Sartaxy okors

(%) Textual diffarences [Jindude font information (style, size, typeface)

Choosa compare report type

(%) Side by Side Report

() Consolidated Report

X

Click OK.

See Rick's article Comparing Two PDFs for more details.
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23) Reducing File Size with the PDF Op

timizer

If you receive scanned PDFs from outside your organization—or use a device which scans to PDF—often these files will be only
minimally compressed. For example, most devices will produce a 50K file from a black and white scanned page. We can make

these PDFs smaller!
1. Advanced->PDF Optimizer

2. Click Images from the list on the
Image Settings

Color Images ;

left. Set as follows:

ownsample: | Bicubic Downsampling b pixelsfinch. For images above pixels/fin
D I Bicubic D ling to 150 ixelsfinch. Fori b 225 ixelsfinch

Compression: | JPEG

Grayscale Images :

Downsample: | Bicubic Downsampling to % | |15IZI

Cormpression: | JPEG

Monochrome Images :

Downsample: |Biu:u|:ui|: Downsampling to v| |3IZIIZI

Compression: | JBIG2

PDF Optimizer Settings

3. Save the setting when prompted

24) Place animage in a PDF

Need to quickly place a picture into a PDF? No problem!
1. Tools>Advanced Editing->Touchup Object Tool

2. Right-click and choose Place Image

pixelsfinch. For images above 225 pixelsfinch

pixelsfinch. For images abowve 450 pixelsfinch

3. Click the Files of type menu at the bottom of the screen to target the kind of file you wish to import:

My Computer |

File name:

My Metwork Files of type:

v)

Open

JPEG (*jpa.*jpea.* ipe)

[ Cancel ]

Bitmap, BMP " bmp,* de,” dib)

Compuserve GIF

JPEG (" jpa.” jpeq 3]

JPEG2000 (* jpf * jp,* jp2,% j2k " j2c " jpc)
PCX (" pox)

PMG " png)

TIFF {*tif * tiff)

See Rick Borstein’s Blog article How to Import/Place an Image in a PDF for complete instructions.
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25) Cleaning up Scanned Documents with Redaction Tools

Redaction is the permanent deletion of sensitive data from documents. While redaction is most often used in the legal context or
in government, it can also come in handy for cleaning up scanned documents by “whiting out” areas.

1. View—>Toolbars=>Redaction

2. _Select the Mark for Reo!action tool
gmm for Redaction

3. (lickand drag to mark an area on the page

4. Right-click while over the Redacted area and choose Properties to set the color to No Color:

Redaction Properties rzl
Appearanct  General | Review Hstony
Redacted Area Pl Color: m Cluse Cverday Text
Coveatiy ot Ha Color s
o EEEEEEEE
Font: EEEEEEEE
ENEEEEN
Font Sze: | " = Em
Font Color:
Othesr Colior n
Tenl Agrment:
Code Sets:! Code Entries:
A
W
[Clioded | [3] Make Proper ties De Fault t_-ﬁ“ | Eﬂ'ﬂ'u-l

5. Click the checkbox Make Properties Default if you wish to always use no-color redactions.
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26) Compare Documents (drawing)

Acrobat allows you to compare to graphic-based documents to see if there have been changes.

1. Advanced->Compare Documents

2. Use the Browse button to locate your older document and newer document.

3. Fortext comparison, set up as follows:

Compare Documents

= ]

Compare (older document)

Document: [BUAIUZ-PIanVlewLe\re\l-Layoutla.pdf-AdobeAcrobatSD -] [ cmmse.‘.D

Revision:

To (newer document)

Document: |30 A102 - Plon View Level L-Loyoutlapdf - Adobe Acobat 30 +| [ Choose.. D

Revision:

Type of Comparison
1@ Page by page visual differences

Choose compare repart type

@ Side by Side Report

() Consolidated Report

Detailed analysis (very slow])

() Textual differences Include font information (style, size, typeface

~| Markup color: @]

4. Click OK.

27) Touchup Object

Touch up object allows you to add, subtract, or move objects within a PDF

1. Open your PDF

2. Tools>Advanced Editing—>Touchup Object Tool

3.  Now simply select objects in the PDF to change
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WEB

28) Adding a Print Button to a PDF
Do you upload PDFs to your website? Naive visitors to your site may not know that they need to click the Print button on the

Acrobat toolbar to print a PDF. Make it easier by adding a Print button to a PDF.
1. View>Toolbars=>Forms
2. Click the Button tool

ok

3. Click and drag to draw a button on the page. The Button Properties window will open.

4. Click the Appearance tab to choose borders, fills and styles:
E3

Button Properties

| General | Appearance | Options || Actions |

Borders and Colors

Border Color: @ Line Thickness: 'I'I"un \".

BilColor: (B  LineStvie: |CENETNN ~|

Text
Font Size: |12 b Text Color: @
Font: :Heluetca Bold v:
Digits: | 0123456783 ¥ |

Direction: (%) LeftToRight () Right To Left

Cisces
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5. Click the Options tab and type the button text:
Button Properties [x

| General | Appearance | Options |Acﬁuns |

Layout: | Label only w | Advanced...

Behavior:

Icon and Label

State:

Up E I3 Frint Document

Icon:

oo

6. Click the Actions tab

Button Properties L)

General | Appesrance | Optons | ACHONS
Add sn AcBon
Salect Trpper: Wi Uip bt

Seiect Action: | Eweculte a menu item W

Dlioses

7. Selection Action: Execute a menu item

8. Click the Add button
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9. Choose File=>Print from the list and click OK

File =Organizer =0pen Organizer
File =Create PDF =From Scanner. ..
File =Create POF =From Web Page. ..
File=Save As...

File =Attach to Email...

File =Cloze

File =Properties. ..

File =Print Setup...

File =Print...

>

File =Exit

Edit>Check Spelling =In Camments, Fields, & Editable Text...
Edit>Find

Edit=Search

Edit=Preferences...

e

R Y

10. Click Close

29) Web Ca

pture a selection

Most folks know that you can web capture an entire page. Did you know that you can capture part of a web page?

1. Start Internet Explorer on Windows

2. Select some text on the page

3. Rig

ht-click and choose Convert Selection to Adobe PDF

30) Add pages to web captured file

A web captured PDF isn't static. Links are live and additional pages can easily be appended to a document.

1. Web Capture a PDF within Internet Explorer on Windows or using Acrobat

2. Rig

30 Dirty Tricks for Acrobat 8
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BONUS TIP 31: Converting an RSS Feed to PDF

Did you know that Acrobat can directly open and convert an RSS feed to PDF? You can use Acrobat as a News Reader!

1.

30 Dirty Tricks for Acrobat 8

Go to the website or blog which you want to capture and find the RSS XML feed
Generally, the feed will have an RSS icon:

N

Click on the RSS icon to get to the feed URL. Copy the feed URL to the clipboard.
Comments—>Review Tracker

Click the RSS button in the Review Tracker window

& Review Tracker

= =] |E> |Ipdated Reviews
— '@ rev_test_3 Rewiew.pdi
=] |E> Reviews I've Sent

(>

E\F Updated Reviews

'@ 01_review_binder_Revi
rev test 3 Re

'@ 01-Work for Hire Contr:
'@ testing_Review.pdf
'@ sacagr_Review,pdf
'@ adagree_Review.pdf

Click the Subscribe button

b subscrive

Enter the RSS feed URL into the subscribe window.
(It will likely be pasted in automatically)

View the RSS feed inside the Tracker window:

Select feeds
and articles

& Subscriplios:

Convert antire
feed or article
to PDF

. Kot Unread ST Coavert i POF

23 Mark up Text Box Tool .. How the

3 ity Dty Tricks for Acrobat 8
ereemmemmsmmes | Thirty Dirty Tricks for Acrobat 8: An eSeminar on

) Setting a defsult in your dre |JRLLLLLE:T GV ARl
LT Y ———  7/25/2007 2-24:15 PM

£ 30 Minwtes well spemt! Aoro

) Rexent wpdate to Acrobat a

& Welcome to the new "Man. || Thirty Dirty Tricks for Acrobat 8: An eSeminar on Thursday,

July 26
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