o
Adobe Acrobat

School District 11



The Acrobat Environment

e User Interface
e Tools/Menus/Commands
e Searching PDF’s




Creating PDF files (from Acrobat)

e Acrobat Tools
Create PDF Toolbar
Read Out Loud
Multiple documents
From Web Page

e Exporting to PDF
Word (Save As)




PDF Editing

e Content editing
e Headers and Footers
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Commenting Tools

e Note Tool

e Text Edits

e Stamp Tool

e Highlighting Tools
Highlight text
Cross-Out text for deletion
Underline text




Advanced Commenting

e Drawing Tools
e Text

e Pencll

e Eraser

e Attach

e Snapshot Tool
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Summary of Comments on Adobe Acrobat
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e Document/Summarize Comments
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E-Mail Based R

Send by Email for Review: commentsDiscussion.pdi

commentsCiscugsian.pdf Wil be attached to anemal for you ko send bo resisasrs,

Rewiewers must hawe borobat 6, DProfessiond or Standard, ar laker, Resiewers wil be
nsructad ba comment on he POF and s2nd comments b oo,

Cormmarks vl arkein 3 fils attachad ta an emal in yow emalinb, Opsring that fila

e Practice sending files ===
e | [dewemteaann

g mcheniTadohe o]
e Make change and o

return to sender o T
Attachment:  commanksDiscussion FOF, packaged for sandngin

comm=ntsDiscusson . FOE

Mesz30a ko REvEars:

‘ Please rendaw and commanic an the sktachad dooumart:
corrrentslscusson, pdf, Aoobat Professonel o Skandard, 6.0 or later, is

recured to patidpate inhis revisw,

1. First, ap=nthe attechment .

L]
reJ e ‘ te d 2. Then, makes your comments direcy on the documerk by using the boals on

Help




D11 Evaluation Form

e Open Form oo, .
. FI”_In Form A k PERFORMANCE EXCELLENCE RUBRIC
e Send form for

Position; BuildinglLocation;

C O m m e n tS Evaluator(s) Titk: Date of Hire:

CDE Licensels
COE License(s): Expiration Datels)
e Reply and add
comments




Questions????

® jan@martinbusinessgroup.com



mailto:jan@martinbusinessgroup.com
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