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Introduction
What is PDF

Adobe first introduced Acrobat® in 1993 creating the PDF (Portable Document Format) open-source file format.
PDF is the worldwide standard for secure and reliable electronic document distribution. Regardless of the program
and platform (Windows, Mac OS, UNIX®, Palm OS® or Pocket PCTM) used to create them, the Leauty of PDF
documents is that they preserve the fonts, images, graphics, and layout of the original, when created properly. PDF
files are compact and can be shared, printed, viewed and searched by anyone using the free
Adobe Reader” application. To date, more than 500 million copies of Reader” have been
downloaded. Adobe PDF documents are readable and searchable on over 13 platforms.

u . . .
leere 1S no unlversa/ way to commumnicate anal

view this printed information electronically. . .
Typically, PDF documents originate in programs other than Adobe Acrobat but direct

What industries badly need is a universal way to
PDF creation is possible using JavaScript or some Third-Party applications and plug- 2 .

communicate documents across a wide variety of

ins. The PDF specification is available to anyone wanting to develop tools for creating,
viewing, or manipulating PDF documents. Currently, more than 1,800 vendors offer machine Conﬁguraﬁons, operating systems, and
PDF-based solutions. communication networks.”

—folm Warnock, Co—foun(jer oj[AaZOZJe, 1002
Create PDF Files Anyone Can Open

There are many different ways to create an Adobe PDF document from a variety of
applications. It’s important to remember you may not know what platform the receiver is on, or which version of
Reader is installed. For this reason, we will cover the Distiller preferences and give recommendations for settings to

make your PDF file as compatible and readable as possible.

Acrobat 9 ©2010—kelly mccathran Page 1
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Introduction

Acrobat Applications

Adobe Reader

Formerly called Acrobat Reader, the Adobe Reader is free from adobe.com in the downloads section. With Reader,
users can Open, Search, Print and Fill out Forms. If you own Acrobat Professional users of the free Adobe Reader 7
can electronically marlzup your PDF document. With Acrobat 8 & 9 tl'ley can now save Form data.

Price: Free

Adobe Acrobat Elements

In order to purchase Acrobat Elements, there must be a minimum of 1,000 users. Elements gives Microsoft Office
users the al)ility to create PDFs from Worol, Excel and PowerPoint (Microsof’c Qf{'ice).

Price:  Check with Adobe

Adobe Acrobat Standard

With Acrobat Standard users can create PDFs from Microsoft Office, Distiller or the Adobe PDF printer.
Price: 299 or 99 upgrade

Adobe Acrobat Professional

The most comprehensive version of Adobe Acrobat, includes high—enc]. tools for Prepress, Forms Creation and
additional features that are not always necessary for the ligl'xt Acrobat user.

Price: 449 or *159 upgrade

Acrobat 9 Pro Extended *Windows Only

Adobe® Acrobat® Pro Extended includes all the features of the Professional version of Acrobat 9 so{tware, plus Adobe
Presenter and Adobe LiveCyc1e® Designer.

Price:  *699 or %229 upgrade

Acrobat 9 ©2010—kelly mecathran Page 2



Building PDFs
User Interface

Acrobat Connect &
Collaboration using
Acrobat.com
Combine Files Forms Menu

00 _I_ | Acrobat_9 coliahoration.gk

v v
ﬁ Create - @ Combine ~ @ Collaborate ~ H‘: Secure ~ ﬂ Sign ~ Forms - E Multimedia ~ /_}} Comment ~
OB EP %1 aozn x| & & @ easx - = A Fin -

|

Pages

Bookmarks

Digital Signatures

Acrobat 9

for Collaboration

Comments

Attachments

11.00 x 8.50 in
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Building PDFs

Methods to Create a PDF

There are a variety of methods for creating PDF (PoriaZ?/e Document Format) documents, some of which are notal)ly
better than others. Once the PDF has been generatecl, users will have a file that is viewable, searchable, printal)le on

over 13 pla’tforms. In aclclition, this file will have all fonts and images used embedded (storecl) in the documen’c, not
linked to the original.

1. PDFMaker ¢/

PDFMaker is available on either PC or Mac, but is only fully functional on the PC. Users press one button in
Microsoft” Office applications. This feature writes PostScript, Distills and creates Bookmarks, Links and Tags.

2. Print to Adobe PDF Printer ¢/

With this method, from any application, users can print to the Distiller printer driver. This will create a PostScript
file (behind the scenes) and generate a PDF based on the selected set of Job Options. Distiller installs automatically
when users purchase the full version of Acrobat.

3. Print to PostScript and Distill ¢/

This is the /ongest /asting and typica//y pre][erreai method for Press Ready PDFs. On the Windows p/at][orm, some
PostScript files may have the extension .prn instead of .ps.

4‘. Save AS

Programs such as Hlustrator and Plzoz‘oslzop O][][er a native Save As PDF. This teclmique does not a/ways ][u//y
embed the fonts, or allow the user full choices over compatibility settings in earlier versions. The new Creative Suite

2, 3 & 4 offer global PDF settings, so you may accurately build PDF documents directly from these applications.

5. Native Export to PDF...

Programs such as InDesign CS2, CS3, CS4 & CS5 ¢/ and QuarkX Press O.x - 8.x or newer offer a native Bxport
to PDF. Check with your print shop to see if they accept these files. Quark is more problematic than InDesign.

v Recommended Method
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6. PDFWriter

PDFWriter is a quick and dirty non-PostScript printer driver that converts files directly to Adobe PDF from any
application. It is designed for documents that contain only text. PDFWriter installed automatically with Acrobat

4, but is only available as a custom install with Acrobat 5. This method should never be used, there may be a lot of
printing related issues with files created with PDF Writer. This driver was designed for applications that can not write
PostScript, or with documents that don't contain complex graphics.

7. OS 10 on the Mac

Mac OS 10 (X) now offers creation of PDF directly through the print dialog. This saves the PDF with the images
at actual reso/ution, but on/y includes the characters usea’, ora Sulfset, o][ the ][onts.

8. Screen Shot PDF

OS 10 on the Mac also allows the capture o][a screen shot (picture o][ the screen) as a native PDF, tlzrouglz
Command Ski][f 3 or Command SZZI][LL 4. TZzey appear on the Desktop as Picture Z.pal][ (Picture 2, 3, etc.). In
Windows users can hit Alt Print Screen and choose in Adobe Acrobat File > Create PDF > From Cliphoard Image.

0. Third Party

There are many Third party products which offer a very inexpensive, if not free creation of PDF files. Check with
your Print Service Provider to see if the one you are choosing will be building printable PDFs.

10. JavaScript
For the programmers out tizere, users can create a blank PDFﬁ/e via a JavaScript command:
app.new Doc ();

11. Web Capture. File > Create PDF > From Web Page (Command shift 0 or Ctr/ Shift O)

Acrobat 9 ©2010—kelly mecathran
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I —————— Building PDFs

PDF Document Version

Acrobat

Version 3
Version 4
Version 6
Version 6
Version 7

Version 8

Version 9

Acrobat 9

PDF
1.2
1.3
1.4
1.5
1.6

1.7

1.8

Differences

No Spot Color Support, 40 Bit Encryption

ICC Color Management, 40 Bit Encryption - Flattened Transparency and no Layers
Transparency, 128 Bit RC4 Encryption

Layers, Transparency, 128 Bit RC4 Encryption, Embedded Multimedia content

Layers, Transparency, 128 Bit RC4 & AES (Advanced Encryption Standard)
Encryption, Embedded Multimedia content

Major improvements to 3D, new printer controls, a PDF can now include default print
characteristics inclucling paper selection and llanouing, page range, copies, and scaling,
support for portaljle collections, Poly—line & Polygon annotations can now have scale
& measurement-aware dimensions attached to them, More Tags

Portable Collections

The intent of portable collections is to present, sort, and search collections of related

documents, such as email archives, pl’loto collections, and engineering bid sets.

Version 9 had only minor upda’tes to the speci{'ication and Adobe didnt produce a

manual for it.
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Building PDFs
Document Properties Interface

No PDF file should leave your system without first inspecting it’s Document Properties File > Properties
(Command D or ctrl D). This will tell you something about how the file was created.

*  The Version of the PDF file
+  Fonts embed status: Fu”y Eml:)eclcled, Embedded Subset or not in the file at all
*  Security settings

 Initial View/Open Options

Document Properties Document Properties

4[—Bucnmion—| Security Fonts Initial View = Custom | Advanced Description | Security | Fents | Initial View = Custom = Advanced

Description Fonts Used in this Document

File: acrobat_7_read_me_now.pdf

v @ AdabeCorplD-MinionBd {Embedded Subset)
Type: Type 1 (CID}

Author:  Adohe Systems Encoding: Identity-H

. v @ AdabeCorplD-MinionRg (Embedded Subset)
Type: Type 1 (CID}

Keywords: Encoding: ldentity-H

v @ AdabeCorplD-MinionRglt (Embedded Subset)
Type: Type 1 (CID}
Encoding: ldentity-H

Title: Adobe ReadMeNow

Subject: Technical newslette

Created: 12/16/04 10:02 AM (" additional Metadata... ) ¥ [F] AdobeCorpID-MinionSb (Embedded Subset)
Modified: 12/17/04 9:41 AM Type: Type 1 (CID}
Application: Adobe InDesign CS (3.0.1) Encoding: Identity-H
v @ AdabeCorplD-MinionSbit (Embedded Subset)
Advanced Type: Type 1 (CID}
PDF Producer:  Adobe PDF Library 6.0 Encaoding: Identity-H
POF Version: 1.5 (Acrobat 6.3) v @ AdobeCorplD-MyriadBd (Embedded Subset)
Location:  Macintosh HD:Users:kelly:Desktop:kelly:class_files_cs:acrobat_lessons: Type: Type 1 (CID)

Encoding: ldentity-H

File Size: 896.12 KB (917,630 Br
ile Size (317, ytes) ¥ [F] AdobeCorplD-MyriadBl (Embedded Subset) -

Page Size: 8.50 x 11.00 in Number of Pages: 11 Type: Type 1 (CID} s
Tagged PDF:  No Fast Web View:  Yes — e 5 1
€ : ) Jalw
Help ) (" Cancel ) f—ﬂk—’ (" Help ) [ Cancel E
Acrobat 9 ©2010—kelly mccathran
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Page Display Preferences

If you have files with Flattened Transparency (Acrol)at 4 or older), you should disable the Smooth line art and Smooth

images in the Page Display preferences Acrobat > Preferences (Mac) Edit > Preferences (PC). This will prevent the
White or Black data lines that are caused by Anti Aliasing.

Several other preferences I recommend changing here are:
* Single Page view, so you don’t split part of one page and part of another on the screen as you scroll down
+  Zoom to Fitthe Page in window when you open a PDF, so you don’t have to hit Fit in Window all the time

° Always Show the Document Page Size in the lower left corner of your screen

“

Categories: Default Layout and Zoom
Commenting Page Layout: (| Single Page ﬁ ) Zoom_|Fit Page §>
Dacuments
Full Screen Resolution
General . - [
EAE LTy () Use system setting: 107 pixels finch (® Custom resolution: | 98 I21 pixels/inch
Rendering

30 & Multimedia

Accessibility Smooth Text: | For Laptop/LCD screens 1%

Acrabat.com ™ smooth line art ™ smooth images
Batch Processin

9 g Use local fonts g Enhance thin lines
Catalog
Color Management # Use page cache

Convert From PDF
Convert To PDF
Farms B Show large images

Identity [ Show art, trim, & bleed boxes [ Show transparency grid
International

Page Content and Information

g Always show document page size
Only For PDF /X Files ==

Reference XObjects View Mode

g Use logical page numbers

Internet ]
JavaScript Use Overprint Preview:
Measuring (2D)

Measuring (3D)

Measuring (Gea) Show reference XObject targets: | Only PDF/X-5 compliant ones  [3]
Multimedia {legacy) *| | Location of referenced files: (Browse for Location... )
Multimedia Trust (leqacy) 7

(Gm) @)

Acrobat 9 ©2010—kelly mecathran
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Acrobat Tools

The Acrobat toolbar is a set of toolbars, some of which are hidden. Some of the tools that were visible 1)y default in

previous versions of Acrobat appear on hidden toolbars, such as the Commenting and Advanced Commenting.

OB a8 #$1

Tool Tips

Pause the mouse over the tool to see the name of that tool. To show or hide toolbars Choose View > Toolbars, and select
the toolbar to show or hide. If a check mark appears next to the toolbar name, this indicates that the toolbar is already

showing.
Also Riglzt—c/ick (“Z'naiows) or Control-click (Mac OS) the toolbar area, and then select the toolbar to show or hide.
Or click the arrow next to a Taslz toolbar button and select the associate(]. toolbar name.

To hide all tool]oars, choose View > Toolbars > Hide Toolbars (F8). To &isplay the tools again choose
View > Toolbars > Show Toolbars (also FS).

Choose View > Toolbars > Reset Toolbars to display the default set of toolbars.

Acrobat 9 ©2010—kelly mecathran
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Keeping Color Consistent

So that Acrobat prints color consmtently, you need to turn off Printer/PostScript Color Management in the Advanced

section of Acrobat’s Print dialog box. File > Print then click Advanced.

Advanced Print Setup

Printer:

Settings: | Custom

) Delete ( save As )

Output
Marks and Bleeds
PostSeript Options

Adobe PDF 8.0

Aarobatg
o Educatars

A

Print
Printer: | Adobe PDF 8.0 B
r
Presets: | Standard I—:i
[ Copies & Pages I—:i
® Al Copies 1 Preview: Composite
0 .
;, Current view g Collated
= apsntrags (] Reverse Pages
() Pages: [ 11 y
1-57
Subset: | All Pages in Range B T
ackats
Comments and Forms: | Document and Markups B‘ 8.5 it
Page Scaling: ' Shrink to Printable Area H—’ l
# Auto-Rotate and Center
Units: Inches Zoom

(" Advanced. (" printing Tips )

1/62 (1)

£ _surmmarize Comments

e—-

@ C PDF v ) C Prev‘rew) CSuppIies... )

Acrobat 9

[ Print As Image 300 B dpi

Output

Color. Composite B‘

C LAl ¥ Same As Source (No Color Management)

Printer/PostScript Color Management

Screeningl  Coated FOGRA27 (SO 12647-2:2004)
Coated FOGRA3® (IS0 12647-2:2004)
Japan Color 2001 Coated
Japan Color 2001 Uncoated
Japan Color 2002 Newspaper
) Simulate Ow  }apan Web Coated (Ad)
= U.S. Sheetfed Coated v2
U.S. Sheetfed Uncoated v2
U.S. Web Coated (SWOP) v2
U.S. Web Uncoated v2
Uncoated FOGRA29 (15O 12647-2:2004)
Web Coated FOGRAZE (ISO 12647-2:2004)
Euroscale Coated v2
Euroscale Uncoated v2
Generic CMYK Profile
Photoshop 4 Default CMYK
Photoshop 5 Default CMYK
Adobe RGB (1998)
Apple RGB
— ColorMarch RGE
ProPhoto RGB
SelectanicCp  SRGBIEC61966-2.1
Management'if  CIERGB
managed in th  Color LCD
profiles are ign  ¢-sRGR
Epson 1] Printer
Generic RGB Profile
HDTV (Rec. 709)

[ Apply Outpi

Ink Manager.

PAPAPADAD

hp color Laserjet RGB v402
NTSC (1853)
PAL/SECAM
@ PI550-2 Calibrated
ROMM-RGB
v

©2010—kelly mccathran
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Building PDFs
Printing Tip
When All Else Fails Print The PDF File As AnImage

Printing the PDF file as an image may enable the file to print, but it doesn’t identi{:y the source of the prol)lem,
sometimes in the print world you just need to meet the deadline. Printing as an image will usuaHy take longer, but
it will get the file out. This is often a goocl technique for people with non PostScript printers or printers with little

memory.

To Print A PDF As An Image
Acrobat 6-9
1. Choose File > Print (Command P or Ctrl P)

Click Advanced

2

3. Select Print As Image

4. Click oK to close the Advanced Print Setup clialog box
5

Finally click print

Acrobat 9 ©2010—kelly mccathran Page N



Font Info

Type Fundamentals

Today the term Font refers to the electronic file that is loaded on a computer and Type{:ace is the name you
choose from the Font menu. Ac].clitionally, there are more terms Acrobat pro{essionals should familiarize
themselves with when cliscussing type. Acrobat will generically substitute either a Serif or Sans-Serif typeface when the
font has not been embedded properly.

Serif
The two most common Seri{ fonts are Times New Roman or Times.
Sans-Serif

The two most popular Sans-Serif fonts are Arial and Helvetica.

Anatomy of Type

The fancy part of the character is called a serif:

Ascender
leadin { . .
g try helpln& someone else first

» Decender

» Serif

The red line under the type is the baseline. Type used to be set with lead, in the traditional days t}ley would have 12
point type with a 2 point thick piece of lead in between each line. The term leading grew from that, but toclay we have
12 point type with 14 points of leaoling (the Zfeigkt of the type counts m the /eacling value).

Acrobat 9 ©2010—kelly mccathran Page 12



Font Embed Status

The aclvantage of a PDF is that you can control the font that is used, so you don’t have to use Arial or Times, but if
that is a company standard, no prol)lem. Once a PDF has been created, it is important to check that the fonts made it
into the clocument, fully. To do this, open the PDF and choose File > Properties (Command D or Ctrl D) then click the
Fonts section at the top. Ideally it should say (Embedded Subset) or for high—end print (Embedded) next to every font in
the list. In many cases, because of licensing restrictions, Truelype fonts may not quy embed (more often on a Windows
machine than a Macintosh™). 1f you don’t see either. The font didn’t make it in. The Standard settings from Adobe
don’t embed ANY Microsoft Fonts.

Font Info

You can use the PDF settings on my iDisk pul)lic folder, the Proof_UnFlattened.joboptions are a good one to start with.
Download the file and double click to load (it will launch Distiller and put the ﬂ/e in the proper p/ace). You might have to
click Save As, then OK if you are on a PC (don't clzange the location where it is saving).

http://public.me.com/kmccathran

Font Status
Document Properties Document Properties
Description Security | Fonts | Initial View Custom Advanced ——— ——————— Description Security | Fonts | Initial View Custom Advanced ———
Fonts Used in this Document Fonts Used in this Document
vaACammond—Regular (Embedded) vaBemha(dMudemS(d—lta\ic (Embedded Subset} 1
Type: Type 1 Type: Type 1
Encoding: Custom Encoding: Custom
v a BernhardModern-Roman (Embedded) v a BernhardModernStd-Roman (Embedded Subset)
Type: Type 1 Type: Type 1
Encoding: Ansi Encoding: Custom
v a Futura (Embedded) v B BernhardModernStd-Roman (Embedded Subset)
Type: Type 1 Type: Type 1 (CID}
Encoding: Roman Encoding: Identity-H
v a Futura-Bold (Embedded) v a BrushScriptStd (Embedded Subset)
Type: Type 1 Type: Type 1
Encoding: Custom Encoding: Ansi
valtcEras-Ultra (Embedded) vanriadPro-BI:lckCDnd (Embedded Subset} L
Type: Type 1 Type: Type 1
Encoding: Roman Encoding: Ansi
v (@ ZapDingbats ¥ @ MyriadPro-BoldCond (Embedded Subset)
Type: Type 1 Type: Type 1
Encoding: Custom Encoding: Ansi
Actual Font: ZapfDingbats v a MyriadPro-Light (Embedded Subset)
Actual Font Type: Type 1 Type: Type 1
Encoding: Custom -
= B RR i dBeo LiakhtCond (Eobaddod Subeot) it
Help ) [ Cancel @ Help ) [ Cancel @

Acrobat 9 ©2010—kelly mccathran Page 13



Font Substitution

In some cases, fonts may not be able to be embedded because of licensing restrictions. In this case, the person
recelving the PDF will need to have the font installed on their machine for it to display properly. The text below
can only be viewed on a PC with the TrueType Font loaded. The Mac and Unix users are out of luck, it is simply not

available. Here is the example:

American Dream PDF on a Machine with the Font Loaded

Same PDF file on a Macintosh™

New TextT

When a font is not fu”y embedded or subset, Acrobat or Adobe Reader will substitute Adobe Sans MM or
Adobe Serif MM. They are loaded from a resource folder inside Acrobat and will not show up as a selection in any other

application.

Acrobat 9 ©2010—kelly mecathran
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Font Info

Font Attributes
To see the font that is used in a PDF:

1. Go to the Touch up Text tool
2. Click in the text

3. Rightclick or Ctrl Click in the text area and choose Properties...

Cut Q TouchUp Properties
Copy Content | Tag
Paste
Delete

. - n
Delete Clip Font:  Helvetica IT]
Select All Permissions: Can embed font for print and M Embed | Subset
Select None preview only
Create Artifact... Fone Size: |8 pt B Fil: [
S S T Character Spacing: |0 % Stroke @I
R Word Spacing: | 28 @ Stroke Width: | 0.5 pt %
Edit Object... . . | Fy e
TR Horizontal Scaling: | 100% % Baseline Offset: |0 pt 8

([ Close

If a font was not embedded properly, Embed can be checked from the TouchUp Properties dialog and the document can

Le re—savecl.

Acrobat 9 ©2010—kelly mccathran Page 15



Acrobat Distiller

The Acrobat” Distiller” applica’tion is a PostScript language interpreter that converts PostScript (ﬁ'/es printec] to disk
with a PostScript driver) into PDF files.

Acrobat ships with new groups of PDF Settings (][ormer/y Ca//ea]]oé Options) which control how a PDF is created. In all
versions of Acrobat, there are potential flaws (aiepem]ing on the intended use ofyour ﬁna/ document) in the default settings.

Preset Adobe PDF Settings

There are 6 sets of predefined Adobe PDF Settings available to the user. Each Distiller settings file controls

compression, font eml)edc].ing, color management and PDF/X—compliance as well as other settings for all PDF files
that Distiller creates.

Standard

The Standard set is the default. It is designecl to create PDF files for common office printing. This is the default set
for all versions of Acrobat and it should NEVER be used. It doesn’t embed any Microsoft fonts, it changes the color and may

make your images low resolution. This set was clesignecl for on-screen and low-end office printing.
High Quality

This set is designecl for devices that may have higher resolution capal)ilities than the standard office devices.

Press Quality

This set is built for high quality pre-press devices such as an 1magesetters or platesetters.

Smallest File Size

This set is designecl for Web-based PDFs.

PDF/X-1a
PDF/X-1a is a standard clevelopec]. in 2001 which ensures that the file is Acrobat 4 compatil)le and only CMYK or

Spot colors are included.

Acrobat 9 iy motia
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PDF/X-3
This format was &evelope(l in 2002 and allows for the same Acrobat 4 compati})ility, CMYK and Spot colors, but it

also supports RGB color space for clients using color management. This set is rarely used.

Note:  Users should not moaiify any o][tlze prea]eﬁneai Adobe PDF settings ﬁ/es. However; users can start with these settings and

create new ones based on the selected set, with a unique and identifiable name.

General

The first major change is that Acrobat sets the default compatibility for all generated PDFs to Acrobat 5 (PDF 1.4). The
two other areas that need to be fixed are the Fonts and Color settings, we will talk about these in the upcoming pages.

To customize your settings:

Launch Acrobat

Choose Advanced > Acrobat Distiller

Once Distiller launches, the window will show the default Settings which are called Standard
4. To customize these settings choose Settings > Edit Adobe PDF Settings (Ctr/ F or Command E)

& Acrobat Distiller =101

File Settings Help
—&dobe POF Settings
Default Settings:

W=

Standard
Compatibilty: — Acrobat 5.0 [PDF 1.4)

Use these settings ta create PDF documents suitable for

@ reliable wiewing and printing of business documents. The
PDF documents can be opened with Acrobat and Reader
8.0 and later.

r~ Current File Information ————————
File: none Pause |
Size: LCancel Job |

Source:

— Progress
Status: Feady

{Courier-BaldOblique -
JCourier-Bold _I
JCourier

JCourier-0blique j
-

Acrobat 9 iy motia

Distiller

Page 17



Editing the General Settings

In the General tab, PDF authors can select version Compati];)ility with Acrobat 3 — 8 The current recommended
setting is Acrobat 4 (PDF 1.3) for most print SllOpS and Acrobat 5 if the printer is accepting responsi]oility for
Transparency Flattening. Most print shops and high—end production workflows are still based on Acrobat 4.
Additiona”y, web users viewing PDF links or email attachments, may not upgracle their software very often, this will
ensure that most of the population can read the PDF that is I)eing created.

You can only get Un-flattened Transparency if you Export from InDesign or choose File > Save As from Illustra-
tor

* Any PDF Created from a PostScript file or Printed to the PDF Printer has the Transparency alreacly flattened in

the print stream

Adobe PDF Settings: Standard
| General | images Fomis  Color  Advanced  Standards |

Description

Uge these settings to create Adobe PDF documents suitable for reliable
wiewing and printing of business documents. Created POF documents can
be opened with Acrobat and Adobe Reader 5.0 and Later

File Options . Acrobar 4.0 (PDF 1.3)

v Acrobat 5.0 (PDF 1.4) T
Acrobat 6.0 (PDF 1.5)
Acrobat 7.0 (PDF 1.6)

Auto-Rotate Paged  acrobat 8.0 (POF 1.7)

..

Object-Level Comprassiod

Resolution GO0 dots per inch
1 Al Pages
_ Pages From: To:

— Embed Thumbnails
I Optimize For Fast Web View

Default Page Size
Units: | Points |ﬁ‘

Width: £12.0000 Height: 792.0000

(savens. ) (velp ) ( Cancel ) (G0N

Auto-Rotate Pages will rotate pages based on DSC (Document Structuring Convention) comments in the PostScript file
(ifprocess DSC Comments is selected in the Advanced tab oanlo]ae PDF Settings). A document may contain pages that

require switching orientation in order to be readable (tables or spreaa[skeets are a gooa/ examp/e).

* Individually will rotate each page based on the direction of the majority of text on every individual page in the
document.

* Collectively by File will rotate all pages in the document based on the orientation of the majority of text for the
entire document.

Acrobat 9 iy motiag
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Distiller
General Continued

The Resolution setting in this &ialog has nothing to do with image resolution. It refers to the hardware output
resolution. If your laser printer can do 600 (lpi (dots per inch, sometimes called spi, spots per inch) it will. Some devices
are capal)]e of switc}ling to mu]tiple hardware resolutions, this setting will determine which one is used })y the output
device. This setting also determines the number of color steps in a blend, a higher number will produce more shades

of gray, if the device is capable of printing it.

Embed Thumbnails stores color previews in the Thumbnails panel. However; Acrobat 5 and newer automatically
Generates Thumbnails when a document is opened. Prior versions must have the thumbnails genera’ted when the file
is distilled or created after the fact and stored inside the PDF document. Having this checked will increase the file
size. Therefore, it is not recommended for Web-based PDF files.

Optimize for fast web view reduces the PDF file size and restructures the file to prepare for page-at-a-time downloa(ling
(byte serving). This means that a user can view page 1 in a 10 page document while 2 - 10 are still being downloaded.

This option also compresses text and line art regardless of what is selected in the Compression settings.
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Compression Settings

Web or On-screen

Web based PDFs need the smallest possible file size. Most monitors can not display a resolution above 72 ppi, therefore

color and grayscale should be set to 72. Line Art (Monochrome or Bitmap images with no shades o][gray) 18 typically

acceptable at 300 ppi. For Image quality in color and grayscale images, a setting of High or Maximum is recommended

for print users, but Medium or Low for the web users.

Office

Laser, Inlzjet and most Print on Demand devices do not need 300 ppi for image resolution, it is overkill. A resolution

of 150- 225 ppi (pixe/s per inch) is sufficient for color or grayscale photos. Line Art is typically acceptal)le between

300 - 450 ppi.

Press

For high end printing, the rule of thumb is 2x1pi (fines per inch, or Zza/ftone screen) is the best resolution for color and
grayscale, typically 600 - 1200 ppi is recommended for Line Art, always check with your print shop for recommended

settings.

Web Settings

Sansalles Fiie Sier - Adobe POF Setbings

Gererdl Images | Forts | Coler | Advanced | POFAC|
Color Images
Downgomeh: [Bicubic Dowraaneingto =] [72 5] P pesinch.
foe inages shove: [72 =] palt per inch
Compegeions [Bugomanc 0PEGI =]
Image uskty. [Low =]

[m——
o eniges abover [72 2] s pes e
Comgeesion: [futomatic JFEG) 7]
Imoge Oyaby: [Low 7]
Manochiome Image:
toe mages abayer [300 2] pass pes mch
Coompgesce | ETRREET X = |
oot gy [OF <]

swoie | [0k | Corced | b |

Office Printing
[Starslard_Advbe POF Settings

Gererdl Images | Forts | Coler | Advanced | POFAC|
Cokot Imagers
Downgample: [Bicube: Dowraamping to =] 150 =] pieels pesinch

for images sbove: Im En'mlrnui\ch

Compegpsioer. | dutomanc WPEG) 'l
Image Qually. [Maamem =
Geagrese Images

Downsapie [icubic Dowraaneingto ] [150 =] pacsk pes ch

lew images abuver [T ] prts pes rch

Comgessin |fudumatic HPEG) 'I
Image Qyaln: | PSRN ~
Menochicme Imsge:

Dowmsample: |Hicute: (owraamping b =[50 =] s pex s

Soeimages abaye: [450 =] paunts pes imnch

Compesscer [COITT Gios 4 -]
Ao sias 1o gray: [OF |

Acrobat 9

swoie | [0k | Corced | b |

Press Printing

T —izly mooria s

Adobe POF Settings: Press Quabty

General | images | Fonts  Color  Advanced  PDF/X

Color kmages
Samgling: | Bicubic Downsamphng to 18] 300

for images above: 450
I Automatic (FEC)H =)

Image Quality: | Maximum (8]

Grayscale Images

for images above: 450
Compression: | Automatic UPEC)_ i)

tmage Quality: | Maximum 58]

Monathome Images

Sampling: | Bieubie Dowmnampling to 18 600

pinels per inch
pixtls par inch

" pixels per inch

pingls per inch

pixels par inch

for images abowe: | 1200 | picels per inch

Compression: [ CONTT Group4 b9

Anti-Alias to gray. | Off

Chuep ) (Bmhs ) ((Gned ) SO
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Font Settings

This is one of the l)iggest changes that should be made to the default PDF Settings. It is always safer to fully Embed
the fonts used in a document for high—end print, but Embedded Subset is per{ect for all other uses. There are three

choices: Embed or Embed a Subset or Subset. Sul)setting, only writes in the characters used in a document. This may

make it difficult to make last minute type corrections or print prec].ictal)ly when crossing platforms. Therefore, any
PDF files that may be printec]. should have Subset unchecked and Embed checked.

Subset % refers to the maximum percentage of characters (g/yplls) in a font that can be used before the entire font
is Bmbedded instead of Subset. The range is | through 100. For example, a value of 50 means that a font will be
Embedded in Full (1ot sulvset) if more than 509 of characters are usec].; a value of 100 means all fonts will be Subset
no matter how many characters are used (Zvecause more than 1009 o][clzamcters can't be useal). For Web based PDFs,
eml)edding all the fonts causes the file to become to 1arge, therefore Subset at 1009 is recommended. This means
that Distiller will Subset all fonts (write in the unique characters used) and not {ully Embed all characters in the font.

This will Izeep the file size down.

Web Settings

web_4ax_77 - Adobe PDF Settings x|

General| Images Fonte | Color | Advanced | PDF24 |

I~ Eni

[¥ Subset embedded fonts when percent of characters used is less than: 00 %

‘when embedding fails: |'Wam and continue E

~Embedding
Font Source: Always Embed:

CWWINMTWFontsh, - =

sial-BoldMT
rialltalich T
Mever Embed:

rialM amow-Balditalic =

B ookAriiua Balditali
BookAniiusiaic
BookmanOldStyle
pookmanldSte Bold x| =

Add Name... I Hemave.
Savestis. | ok | Concel | Help

Print/Press Settings

General | Imagss Forts | Color | Advanced | POF |
¥ Embed all forts
I~ Subset embedded fonts when percent of characters used is less than: 100 | %

Yhen embedding falls: |'Warh and continue =

- Embedding

Fant Source: Always Embed

C:AWINMT Y Fontsh - 1|

BOIBarcode e
(AgencyFE-Bold
{agencyFE-Reg

{slgerian

{auial- Black

lialBlackaic L]
arial-Boldlealichd T b

laial Boldh T HovesEinbed
{auialtalichd T -~
ariald T

{purialM arow

liall anow Bold et
aurialM arows-Baldltalic

{puriall arcw- talic

trialRoundedM TBold

liallicodeMs = -]
Saveds.. | ok | Cancel | Hep |

Note:  The Never Embed /ist should a/ways remain empty, especia//y fftkis document is intenc]ec]][or print use.

Acrobat 9
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Distiller

Color Settings

One of the biggest complaints about PDF files is that the color changes when printec]. from the PDF vs directly from
the application. This can be preventecl lay cl’langing the Color tab to Leave Color Unchanged for all sets.
x|

Gieneral | Images | Fonte  Color | Advanced | PDF24 |

~dobe Color Settings
Settings File:  [None =l

i~ Color Management Polici

Leave Color Unchanged =l

|ntent:| T 23 Everthing for Color Management
. Tag Orly Images for Color Management
Corwert All Colors to sAGB

~Working Spacs

Gray: [ Heone
BGE: [RGB IECE1566-2.1
euyk: [U.5 web Coated (SWOF] +2

Lof L) 1<

i~ Device Dependent Data

™ Preserve under color removwal and black generation

‘When transfer functions are found: |Apply he

™ Presetve halitone information

Savels. | o | Concel | Help

Tags allow the color pro{‘ile to be speciﬁecl at the output device, either for Images only or the entire document.

sRGB is an ICC Profile (International Color Consortium) that is used for converting device—depen(‘lent or device—indepenclent
color spaces.

When transfer functions are found Preserve determines how Distiller handles transfer functions, which are traditionaﬂy
used to compensate for dot gain or dot loss when an image 1s transferred to film. Preserve will pass into the PDF file

the transfer functions. Remove will cause Distiller to ignore transfer functions. Apply will use the transfer function
to moclify the data it writes to the PDF.

Preserve Halftone Information will apply speci{ic halftone settings stored in the PostScript file such as {requency, angle
and spot function.
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Saving Job Options

Once the ]ol) Options have been customized, tl'ley can be saved for future use. It is typicaHy recommended that the set
is named in such a way that it is easily identifiable. For example, this set is named print_150_4x.joboptions, to indicate
that it is clesignec]. for office printing, with a resolution of 150 ppi and it will be Acrobat 4 compa’tible.

Save jn! I@ Seftings j ﬁl

eBook.joboptions
Press joboptions
Frint.joboptions
Sereen joboptions

File name: — [print_150_4x jaboptions Save |
Save a3 type: [.ob Oiptions Fies (*joboptions) =l Carcel

Note:  The settings must be placed in the proper folder for them to be available to Acrobat Distiller and the Adobe PDF Printer.

Do not change the default location. Once these settings are created tlzey may be loaded on many compulers, so that all
users have consistent PDF settings.
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Advanced

InDesign has an RGB to CMYK conversion engine builtin, so in the Advanced section of you select CMYK all RGB images
will be converted to CMYK in the final PDF file.

0 .
Export Adobe PDF Subset % refers to the maximum percentage of

characters (g/yplzs) in a font that can be used
before the entire font is Embedded instead
of Subset. The range is 1 through 100. For

example, a value of 50 means that a font will be

Adobe PDF Preset: | pod_4x_150 (modified) f

)

Standard: = Mone J :! Compatibility: | Acrobat 4 (PDF 1.3) | :!

Advanced

General

Compression
v Fonts

:::I:nand Bleeds @ermmt of characters usew eml)edded in full (nat subsef) lf more than 500/0

Advanced y All fonts iermission bits will be embedded. .
e —_— of characters are used, a value of 100 means
Sty ont all fonts will be subset no matter how many
Omit for OPI: _EPS [_| PDF _| Bitmap Images
characters are used (chause more than 10090
AU IO AR o][clzamcters can't be used). For Web based PDFs,

Preset:  [High Resolution] .!

eml)edding all the fonts causes the file to become
to 1arge, therefore Subset at 100% is recommended.
[ Create JOF File Using Acrobat This means that InDesign will Subset all fonts

i) Requires Adoba Acrobat 7.0 Professional to b installed. Checking this option automatically (write 7.1’1 flze unfque cizaracters useal) and not {ully

deselects the "Spreads” option in the General panel.
Embed all characters in the font. This will leeep
the file size down.

"l Ignore Spread Overrides

Job Definition Format (JDF)

The value for Subset should be 0% to ensure that

(Save Preset.) (" Cancel ) ( Expom ) all fonts are fully embedded, not Subset. This
means Subset 090 of the time.

Transparency Fla’ctening also occurs here, High Resolution is recommended for all non web-based PDFs. If Acrobat 5,6

or 7 is selected in general this option will not be available.
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Print Driver Settings

Print Driver Settings

After saving a customized set, it is important to cl'lange the print driver on the PC to use this set as the default. To do
this go to Start > Settings > Printers. Now, Right-click on Adobe PDF and choose Properties. It is also important to de-select
the box that says do not send fonts to Adobe PDF. Distiller needs the fonts to ensure that type reflow does not occur.

SdoMzmconwet | Scmwibe |
Gonorsl | Sheig | P
(L ainixl
e i e Paites Tods reo
i i o 0 4
s [ 32 s ol g
Googe-| Bl ] [l ] = Localizn [+ Documens
gy, U ¥ & % o @ s (T
—n satfreow  QEEEEEN Y lewlt Flwed o Do
Printers frrglig -l
Madzl  4zoze FOF Corvznar
isbe FOF &
S -
Coamtai s s e )
S My Calr e =2pen vailablec
Gt G At PO Dinhle oded Mo Liztt

i 2000 5ot

a0 Py Cocments: O Locanor: Wy Donamants

Vista Printer Settings

Vista has a different check box than other versions of Windows, be sure to uncheck Rely on system fonts only do not

use document fonts.

= Adabe POF Printing Preferences I

Layeut | Popenuaity | (] Adobe FOF Satings |
Adobe PDF Conversion Setings

Diffice: o1 Mewwpaeer Printing cualiey, Verion 4. &1 Fones Embedded, Leave Cokr

i Unchirged
Default Settings: [affice_5x_150 -/ Edit..
Adobe PDF Segurity: |None | Edit...
Adabe PDF Quiput :I'-'mmpt for Adobe PDF filename -v: | Browse... |
Adobe POF Page Size: |Letter -/ Add...

(] ¥iew Adobe POF resulls
[¥] Add document information

& Delete log tiles for successiul jobs

| A5k to replace existing PDF file

[T Rely on eystem fonts only; do pot uze document fonts:

2=

.o, M
Soead 420

M -rsarram 811 d-

Fricihag Mieterznzes .

Fim Tzt Pzaz

& adobe POF PHNLing Freferences

oyt | 1opereeth, ] Adobe FOF Setings |

Senka 111 1inge iz

Azoze FOF Corvaricy

Lot

o J e s
f‘_l) Zirenz ol brsica o

= Reader 52N g1,

#idoba 2CF Zecurhy:
e

7" Wiz, z0ze FDF 162 21 vond

[ Frompt lo edobe 2LF Acnare

[ = Documeet | Fouration

=

e ol
[ Daas oo flzs for cu

[~ meh 1o Feplacs suising *CF s

% | Zancsl Sppk,
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The location of the

PDF settings may vary,

depending on the version of
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PDFMaker for Microsoft Office

PDFMaker is a PC based macro for users of Microsoft™ Word 97, Word 2000, PowerPoint 97, PowerPoint 2000,
Excel 97, and Excel 2000 using Acrobat” Distiller”. When Acrobat” is installed on a machine that contains Office
it will create a new button on the toolbar for one click access to Create a PDF, from any office applica’tion. PDF
Maker provides some special features such as automatic Bookmarks, Hyperlinlzs, Comments and Accessil)ility,

just to name a few. The button can either be clicked or users can select Adobe PDF> Convert to Adobe PDF or

Adobe PDF > Convert to Adobe PDF and eMail.

When creating PDF files from programs such as Word, it is important to 12eep in mind the intended use for the
resulting PDF. For example, will this document be viewed on-screen only, printec]. on an office laser printer or sent to

a printing press?

With PDFMaker users can create a taggec]. PDF, which enables the extraction of text and grapllics. For example, the
text in a PDF can be saved out as RTF (Rich Text Format) and brought back into Word for editing. The creation of
Hyperlinks is also improved for Word 2000.

Conversion Settings

In addition to setting the default ]o]o Options in the print driver, users can select the set to be used from within
Office. To do this, go to Adobe PDF > Change Conversion Settings. Now choose the newly created Job Options set. Once
this is changed, all Office applications will use this set.

Note:  Most users don't notice the new Adobe PDF menu, located next to the He/p menu m Ofﬂce.
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Additional Microsoft Office Conversion Settings

There are other settings that can be customized here as well. For example, if Custom Styles are used in Word, those can

automatica”y be converted into Bookmarks.

il ETI s oo e =
Somrgs Searty |word | Sodmar | Somrgs | Searty Word | Socbmarta | Setrgs | Securty | word Socdenata |
e S o
= : ¥ 7 it e i B
Erir sprmin i e b 7 ot lohod [t b 1o e e e
g % Corves: oot ermces st F ot o ik
) s st ot e s o e et LR oot Toee 1 voomas 1o |
Pormeisr Commants
= —— | = ] T T |
—
-
e s [ S | [ e o] oo | s |

Checking Your PDF

Once you have created your own PDF it is important to Verify that the file proc].uced was created with the proper
settings. Open your PDF file and choose File > Document Properties (Command D or Ctrl D). The two most important
areas to check are PDF version & Font Embed Status.

Daocument Properties Dacument Properties

[Dwernan

Description Fonts Used in this Detument

o R S ¥ [F] AdobeCarmiD-Miniontd Embedded Subseti

Tice:  Adcbe ReadMen Type: Type 1 000
b _ Encoding: Idemtiny-H
¥ [F] AdcbeCorpiD-MiniorRy iFrbedded Subet)
Type: Type L o0
Keywords Encoding; Identity-H
¥ [F] AdeneComiD-MiniaRgit (EmBedded Subser)
Type: Type 1 (€4
Encoding: Identity-
¥ AdebeCerpiD-Minionsh (Embedded Subser)

Suhjecr:

Created: 12/16/04 10:02 AM

-

(" Additianal Metadata... )

Modified: 12/17/04 541 AM Trps Type 1 (CH)
Application: Adobe InDesign €5 (3.0.1) _ Encoding: Identity-
¥ [F] AdebeComiD-Minicaskat (Embedded Subseth
Atvanced Type: Type 1 (€I
POF Producer:  Adebe POF Library 6.0 Encoding: ldemtity-H
POF Version: 1.5 (Acredian 6.1 ¥ [F] AdebeCompiD-Myriadid [Embedded Subsets
Location:  Macintosh HD: Users kelly Deskiop kelly class_Hiles_cs acrobat_lessoms Tres: Tywe 1 o000

Encading: Idemtiry-H

¥ [F) AdobeCorpiD-Myriadll iEmbedded Subset) -
Page Size:  B.50x 1L.091n Number of Pages: 11 5

Type: Type 1 o0
Tapged PN Mo Fast Web View:  Yes

File Size:  £05.17 KR (917,630 Bytes)

[ help Y (_Cancel ) (0N [ help Y [ Cancel ) (0N
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Comment with Free Reader

The owners of Acrobat 7, 8 or 9 Standard or Professional can enable the Commenting tools for anyone with the
Free Adobe Reader 7, 8 or 9 (the on/y requirement 1s that tlzey have version 7, 8, or O not a previous version). Before you start, be

sure Acrobat is connected to your default email program.

1. To start this process, on the toolbar at the top click send for Review, then choose Send by Email for Review.

r

é Acrobat File Edit View Document Comments Tools Advanced Window Help A% =~ 4 (=] (Charged) Tue 11:39 AM

‘[ﬁ ?’3 [E] L,,,“J @ (y . “Search‘ ﬁ&eate PDF ~ |A.;|Cumrnenr& Markup ~ EESend for Review ~ E]Secure =2 ZSlgn < % Forms ~

‘@]}mqﬁ‘@\ |_I.|_‘1 ® sox - &)‘E‘b IYM @ Hep ~ lm

2. The file will be re-saved as Acrobat 7 or 8 if it was created as an earlier version such as Acrobat 4 (PDF 1.3),

which most print shops prefer to receive. Click Next.

Send by Email for Review: Step 1 of 3 Send by Email for Review: Step 2 of 3
St Getting Started: Initisting an Email-Rased Review St Invite Reviewars
W Getling Started Acrobat 7.0 Professional allows you 10 send POFs by email for review and Getting Warted Enter an email address for eath person whem you would like 19 invite to
e ; Pielps you 1o track and aggregate the COmMWENts you receive from reviewers. e R Fevbew this PDF file
RS :;::pumn::ﬂn(u:'m:;‘or"-;?ﬁ'l‘: SR R preview imation || [ ASdress Book ) kelhygeatime comi

» Recipients are as3isted in sending their comments back 18 vou via email
Vol bs mrnh« option o merge comments back anta your copy of
the POF a5 you receive lhesn.

* Amyone tan participate! Anyone with the Free Adobe Keader 7.0 or later,
of with Acrobat 6.0 of later, can review and comment on your FOF

Specify a POF file to Send by Email for Review:

L phateshen_8_calor.paf @ [ Choose... ) You cam reguest that reviewers oc their comments to other
people, or that reviewers return their commenss directly 1o
Q samene ather than you
L T ————
.+ Im addition to C tooals.
{ Customize Reveew Options )
Com D (o ot D) (oo ) )

3. In the next window click the button that says Customize Review Options. Check the box that says

Display Drawing Markup Tools for this review, this will turn on an extra toolbar for Commenting.

Review Options

Reguest that reviewsrs retiarm thei comments to

Euspﬁw Drawing Markup Tools fir this review

Users with Atrobat 6.0 of Liter can participate in this review
9 Also allow users of Free Adebe Reader 7.0 to participate In this review

~y  Usars of Arabat will be restricted from perfarming some
(J operations on POF files M|I(P| are erabled for review with
Adobe Reader
(Cancel ) (o
Acrobat 9 ©2010—kelly mccathran
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4. Now click Send Invitation, this will launch your default mail program and attach the PDF for review.

Sand by Email for Review: Step 3 of 3

Stapa e imetatian

et o achd 13 1

You & e
et of the imvitation. Clkck the “Send Wnvitation” butmon 1o end the review
It Bverwers i ]

W Froview mtatien

) (e G—

5. Once the program is launched, Acrobat will have written all this copy for the email and even included the location
to download the latest Adobe Reader. Click Send.

ann Piaase Review tha Artsced Drcument: phossshop. ook ot (=)
‘@ g @ A Q

To | el WeCathees

S e st

] e— ]

et 1y, PHEEE T 31 COMARATR % EI ACTACME $O0RTMENS: BHOCZENCP_E_Coin pat
it Acione ACTOSS 6.0 or b, of ASote Resder 7,0 or Lt I requined 15 PAMTIORACE 11 TR nnv

£. Fst, apen the attachment

2. Then, o comments diressly 0 e documsent By weng the foos on the Commentiag toolhs, andf
o the boois mvaslatiie unger the Comment B Markup butben.

3. After you have finesned MaMng Your COMMEnts, thek the "Send CommEnts” butten en the Commenting
S0aka to emed your comemants bo the meuestor

Ve e bl B review e comment o 1his PO fle using the free Sdebs Beader 7.0 (as well m Adose

Aeruoan Szandard e Peosessional) Dechess the Derson sendag you S revien had used Adobe Aot 7.0
Frofessians 1o create and send the sttached PO fle. For more infore.ation 00 to ity ifww.adobe.com)
e

Youu can dosrriad Adobie Reader 7.0 for free oo Rt [ s, fobe. corn, el ucts/acrobat freadstesd himd

6. When the reviewer receives the file, they open in the Free Reader the commenting toolbar will automatically open.

¥ Comment & Markup

= Sticky Note TExtEditsv év A ER =1 & X s 0O o j &ﬁ;;gshmv

7. Once the comments are made, the reviewer simply has to hit the Send Comments button to get the notes back to the
author of the document.
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Commenting

Acrobat 8 & 9 have signi{'icantly improved their commenting features (former/y called Annotations). To view the

Commenting toolbar, click on the Review & Comment Task Button and select Commenting Toolbar.
fj Review & Comment ~

v Commenting Toolbar
v Advanced Commenting Toolbar
Comments List

How To.. Add Comments

Send by Email for Review...
Track Reviews...

How To.. Review & Comment

Commenting Toolbar

Indicate Text Edits Highlight

¥ Comment & Markup v V

. = Sticky Note @Textsdinv & - A B =l ~ ~ 00 / bt Show +

! !

Post-it Note Stamp

Note: Comments are the most ][requent/y usea], tZzey look like electronic Post-it™ notes. Houwever, there is another commenting tool
that may be easier for the reviewer. That tool is the Text Box tool on the Advanced Commenting toolbar. To access this tool
chick on the Review & Comment Task Button and select Advanced Commenting Toolbar.
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Commenting Preferences

There are a few options that should be changed in the Commenting Preferences.

Preferences

Accessibility

Batch Processing
Catalog

Color Management

Convert From PDF
Convert To PDF
Digital Signatures
Forms

Full Screen
General
Identity
Internet
JavaScript
Multimedia
Page Display
Reading
Reviewing
Search
Smoothing
Spelling
Startup
TouchUp

Trust Manager
Units & Guides
Updates

‘Web Capture

— Viewing Comments

Font: = Medium B:
Pop-up Opacity: |85 B

E Reduce note size when zoom level is less than 100%

2 Automatically open pop-ups on mouse rollover

E Print comment pop-ups

E Hide comment pop-ups when Comments List is open

gshuw indicator arrows pointing to off-screen comments

gshnw lines connecting comment markups to their pop-ups on mouse rollover
2 Scale document to fit pop-ups

2 Scale document to fit comments

2 Show the tooltip for double-click to add comments

— Pop-up Open Behavior

E Open pop-up when comment is selected

EWM pop-ups for CDM

~_

—/Making Comments
2 Always use Log-in Name for Author name
gCreale new pop-ups aligned to the edge of the document

E Copy encircled text into Drawing comment pop-ups

gCup\f selected text into Highlight, Cross-0ut, and Underline comment pop-ups

Always use Log-in Name for Author name should be unchecked if the IT staff used a generic name for the installation,

instead of your name.

Create new pop-ups aligned to the edge of the document is a nice option and is on l)y default.

Copy encircled text into Drawing comment pop-ups, will automatica”y put the text that is surrounded l)y a comment tool,

such as Rectangle or Cloud into the note.

Copy selected text into Highlight, Cross-Out, and Underline pop-ups will make Acrobat 7,8 & 9 behave more like Acrobat 5.
This will allow the Highlighted, Underlined or Crossed out text to be exported to a summary or saved as a Word doc.

Acrobat 9
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Creating a Note

The Note tool will add notes to any page in the document. They can be positionecl anywhere on the page, l)y default

they are created as pop-up windows on the edge of the document. Bold, italic and other attributes can be speci{iecl for

the pop-up window. The text also text scrolls for long notes.

Tip:

1. Select the Note tool

2. Click where you want the note, or click and c].rag to create a custom-sized note window

3. Add the note text

4. Once the note is finished, it can be closed or left open

Titf =

Tagged Image File Format (TIFF), the last F is dropped
because of the PC platform, is used to exchange files between

Make ail cagl

applications and computer platforms for use in the print

world. The TIFF format supports LZW compression, a lossless it
compression method that does not discard detail from the

image.

When saving an Advbe Photoshop image in TIFF format, users
can choose to save as Macintosh or by TBM PC-campatible.
TIEF is always smaller than EPS.

To Leep the note tool active, select the Keep Tool Selected option n the Properties toolhar. To quicL/y get to the Properties
too/Zvar, Riglxt click or Control click the toolbar area at the top 0][ the screen, then choose Properties Bar. You must be on the

Note tool ][or this option to appear.

¥ C i 6] Pop-up Text Properties
 Advanced Editing 1
/M -TH-T T B I US' S,
« Commenting
Edit
 File
 How To
Measuring
Mavigation
+ Rotate View
 Tasks
« Zoom

+ Properties Bar XE

+ Tool Button Labels
Hide Toolbars F8
Dock All Toolbars  “CRD
Reset Toolbars
Leck Toolbars

Acrobat 9
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Commenting
Advanced Commenting Toolbar

Text box comments are some of the most useful types of notes and they are closer to the traditional pen & paper method.
The text box comment is visible on the page and doesn’t have to be opened like the post-it note. Once the note is
finished Properties can be set:

x Comment & Markup
= Sticky Note |£|Text£ditsv é' ,ﬂ El\ = O /A J/ - O / v:_-’J.:gShuw' Info

1. Choose Review & Comment > Advanced Commenting toolbar.
2. Select the Text Box tool.
3. Click once or drag a rectang]e to create the note.

Note: The Properties toolbar will allow you to clzange the color, a/ignment, and typeface o][ the note View > Toolbars > Properties Bar
(Ctrl E or CommandE).

Text Box Properties

&)
‘6|:| = E = — - Opt = E: ~ Author: Kelly [ More... )

4. Click outside the note, to leave text mode.

Note:  Acrobat 7 and 8 dor't leave the note tool active, when a note is ﬁnislzec] it will revert back to the Hand tool. Acrobat 0

leaves your current note tool selected when you add a comment.

To Delete a Note
1. Select the Hand tool or the Note tool.

2. Select the note icon, then press Delete or Right click or Control click the note icon (or the title bar o][tize pop-up

wina]ow), then choose Delete.

Note:  You can also Right click or Control click the text area o][ the pop-up window, and then choose Delete Comment.
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Indicating Text Edits

Acrobat 7 and 8 has added new features called Markups, to indicate where text changes or deletions should occur. A
caret indicates text is to be inserted and the actual text will appear in a pop-up window. Text can also be highlightecl
or underlined after it is selected with the Indicate Text Edits tool.

Commenting

Comment text can be eXported directly to a Word 2002 document. That means if the document origina’ted in Word, a
user can send a PDF to a group of Reviewers, tl'ley can mark it up and send the comments back to the Author. Finally,
the author can export the comments back to the original Word doc. The author just needs to be sure that the insertion

comment is the exact text, including spaces and returns, that tl'ley want added.

Indicate Text Edits

Ty Insert Text At Cursor

T, Replace Selected Text

lighlight Selected Text

Add Note To Selecte

Cross Out Text for Deletion

el M

Underline Selected Text

-

A How To... Indicate Text Edits

Markup Instructions
1. Click the Indicate Text Edits tool

2. With the cursor in the text, simply start typing and a pop-up window will appear ac].ding your text
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Markup Tips
* To indicate that a space should be added sirnply press the spacel)ar, then close the pop-up window.
* Right click or Control click selected text, then choose Replace Text.

* To indicate that a new paragraph should be added, press Enter or Return, then close the pop-up window without
ad(ling text.

* Text edits can also be indicated using the Select Text tool, then choosing Insert Text At Cursor from the Text

Edits menu on the Commenting toolbar.

* For text to be deleted, on the Commenting toolbar click Text Edits. Select the text, then press Baclzspace or
Delete.

* Choose Text Edits > Highlight Selected Text or Underline Selected Text on the Commenting toolbar. Then ctrl drag or

Option &rag to mark up a rectangular area of text. This is especia”y useful to mark up textin a column.

Note:  Notes added to cross-out markups will not be exportea7 into Word.
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Commenting

Adding Stamps

The Stamp tool has many enhancements in Acrobat 7 and 8. Users can now choose from a list of prede{'inecl stamps
and it is easier to create your own custom stamps. Adobe has added Dynamic stamps which gral) information from
your system and from the Identity panel of the Preferences dialog box. This information includes name, date, and
time which appears right on the stamp.

Dynamic » Approved » [APPROVED
Sign Here > Confidential oo
Standard Business > Received >
Reviewed >
Create Custom Stamp... Revised =

Add Current Stamp To Favorites
Manage Stamps...

1. On the Commenting too”oar, select the stamp to add.

2. Click the page where you want to place the stamp (this builds one at its a[efau/f size).

Note:  You can also or zjrag a recfang/e to a]eﬁne a custom size. To delete a stamp, ]\)iglzt click or Control click the stamyp, then
choose Delete. An easier method is to click the stamp and press Delete or BacLspace.
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Stamp Properties

To change a stamp’s color or opacity, Right click or Control click the stamp, and choose Properties. The Appearance

tab contains these settings.

Reply
Set Status »
Mark with Checkmark

Open Pop-up Note
Reset Pop-up Note Location

Delete
Show Comments List

Make Current Properties Default

Q Stamp Properties [&] Stamp Properties Stamp Properties
f—mnﬂm—l General [ Review History | [ appearance }-Genual—l Review History | [ Appearance | General [_umwmw_]—
Color: li| Author:  Kelly Review history
Opacity: | 100% Subject:  Approved
'—6 Modified: 10/17/2003 1:14:56 PM
The Review History lists any change of status for
this comment.
[ Locked (o ) [Jlocked 3ot o e
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Creating Custom Stamps

Creating Custom Stamps from PDF files is far easier than in previous versions. Acrobat now supports common
graphic formats such as Adobe Ilustrator (.ai), Adobe Pl’lotoshop (.pscl), Joint Photographic Experts Group (jpg),
Graphics Interchange Format (.gif), and Bitmap (l)mp) It does continue to support PDF for custom stamps. Custom

stamps can be added to an existing stamp category, or users can create a new categories.

Note:  To remove the stamp fmm the menu, Select the stamp, then choose Remove Current Stamp from Favorites.

Highlight, Cross-Out and Underline

The Highlighter tool is very powerful. Here is an example: You may have a long PDF document that you are reacling and
certain sections may be important to note or marlzup. Use the Highlighter tool to mark the sections that you would

like to save and they will become exportable to a Comment Summary.

The Cross-Out Text tool is llelpful for inc].icating text that should be deleted from a file you are reviewing and the
Underline Text tool can be used like the Highlighter tool.

=+ Highlighter Tool

¥ Cross-Out Text Tool
"1 Underline Text Tool

v Show Highlighting Toolbar

1. On the Commenting toolbar, select the Highlighter tool (or Cross-Out or the Underline too/).

2. Click and (lrag over the text to be marked or ctrl or Option drag to mark up a rectangular area. This works well for
PDF documents that have multiple columns.

3. Double click the text to add a note.

Note: I][ Copy selected text into pop-ups has been selected in the Commenting preferences, the lziglz/iglzted text will automatica//y
be in the pop-up.
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Deleting a Highlight, Cross-Out or Underline

Right click or Control click the marlzup and choose Delete or select the Hand tool, click the markup, and then press
Delete.

Note: I][ mu/tip/e markups are p/acea7 on top o][one anotlzer, you may need to delete several comments

Exporting Comments

Once comments have been added to a document, they can be exported or summarized through the
Comments Navigation Tab (View > Navigation Tabs > Comments) or click on the Comments tab at the lower right corner of

the document window.

@006 ~ adobe_eval.pdf =]
»
2 Add form data m
i . .
£ h‘ DRAFT | AdobeSseminar
H
L Survey & Raffle
Adobe

g www.adobe.com
2 ' . Seminar Date TLomton
5
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Company Title
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City State / Province Zip Code

Email Address
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a» 8.5 x 1lin
—
Expand All ] ] 5 I g setstatus - [ “ishow + 8% somsy - & = - Options + X
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|
£
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Commenting

Summarizing Comments

To create a separate document with all of the comments and the author choose Options from the

Comments Navigation Tab and choose Summarize Comments.

®00 T graphics_info_kfm_Review.pdf -
i @ . s A =| .

] Create ~ E‘j Combine ~ &j Collaborate - [y Secure = 4 Sign - |=| Forms - By mutimedia - P Comment -
s B2 @ 01 lacis |x M & | & @ 352% - | {F .

= Please adld your comments a-nd click Publish Comments so that @EJ Check for New Comments Publi —_— -
other reviewers can automatically see them.

m.

Graphics
Info
L La
[ ————
11.00 x 8.50 in
B - [ 2t onsy - o P 4
Summarize Comments...
Import Comments... m
- peall...  Make the font the same
6 Track Reviews...
Scan for Comment 'y
or Bezier Curve
e -

Summarize Options

— Choose a Layout

tw

® Document and comments with connector lines on separate pages
e = = .

\_J Document and comments with connector lines on single pages
~

\_ Comments only

0 .
\_ Document and comments with sequence numbers on separate pages

Sort comments by: [ Author %)

—
Include: e All comments [ Only the comments currently showing

Font Size: SSmaII eMadium Qurge

[ Help ) Cancel | @
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Bookmarks

ene

ﬁ Create PDF - @ Combine Files - @ Export

T=l=0c1E T e

Bookmarks *

i [ B Options -
vy

|[| Panel Tip
v |E| Toclbar Layouts

[| Shortcuts for
Nested Tools

v El The Control Panel

[| Saveable
Workspaces

|E| Collapsible Panel
Layout

m InDesign
El Changing Preferences

¥ El Creating a New
Document

|E| Document Presets
El Page Layout

¥ |I| Bleeds and Slugs
Preview

[| Print Preview

v m Large Document
Support

[| High Zoom Levels

|[| Default Document
Settings

[E] usability
Enhancements

|E| Info Palette
El Placing Content

¥ |I| Display Preferences

|E| Other Preferences
El Layout Adjustment
|I| Changing Margins
|E| Keyboard Shortcuts
El Character Formatting
|I| Placing Text
?a ¥ ] Autoflow

Acrobat 9

Bookmarks allow users to jump to a different spot within a PDF document, to
another document (PDF or non-PDF), or to a Web page. Bookmarks appear
in the Navigation pane, which can be l)rought up in several ways. Click the
Show or Hide Navigation pane button on the toolbar or click the Bookmarks
tab on the left side of the document window.

Bookmarks can also perform actions, such as playing a movie or sound,

executing a menu item, or submitting a form.|
Creating Bookmarks

To add a bookmark:
1. Click the Bookmarks tab in the navigation pane
(on the /e][t side o][your screen).

2. Highlight the text to be used for the Bookmark with the Text Select tool.

3. Click the New Bookmark button at the top of the Bookmarks pane (Ctrl B

or Command B) or choose it from the Options menu on the Bookmanrks Panel.

New Bookmark . #B
New Bookmarks from Structure...

Expand Current Bookmark
Collapse Top-Level Bookmarks

v Highlight Current Bookmark
Hide After Use

Text Size >

Go to Bookmark
Print Page(s)

Cut X
Paste under Selected Bookmark
Paste after Selected Bookmark £

Delete Bookmark(s)

Set Bookmark Destination

Rename Bookmark

Use Current Appearance as New Default

v Wrap Long Bookmarks

Properties... |

T —izly mooria s
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Recognize Text Using OCR

To search, correct, and copy the text in a scanned Adobe PDF {'ile, users can run Paper Capture in one of three file
formats: Adobe PDF Formatted Text and Grapllics, PDF Searchable Image (Exact), and Searchable Image (Compact).
All formats apply optical character recognition (OCR) and font and page recognition to the text 1mages and convert
them to normal text. The searchable 1mage file types have a bitmap 1mage of the pages in the foregrouncl and the

capturecl text on an invisible layer beneath.

Resolution Guidelines

¢ Black-and-white images at 200 to 600 dpi (300 dpi is generally optimal).
Grayscale or color images at 200 to 400 dpi.

To convert scanned pages to searchable text:
1. Open the file you want to capture.

2. I the file you want doesn’t Sl’lOW, go to Show and choose AllFiles.

2l

whn (e 5] e

3. Document > OCR Text Recognition > Recognize Text Using OCR.

4. o T | Under Settings, click the Edit button if you want to change
Pages Priey OCR sy =]
€ dpsms m.::: I&T! the primary Optical Character Recognition (OCR) language, the
s Q’mm i e % PDF output style, or the image downsampling.
satr , For PDF Output Style, the default is Searchable Image (Exact)
Primary GO Langusgn: Englsh (LI5) =] o . . .
e | to 12eep the orlglnal 1mage 1n the foregroun(l and place
searchable text behind the image. This should be changed to
| Formatted Text and Graphics to reconstruct the original page
using recognized text, fonts, pictures, and other graphic
elements.
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5. Inthe Paper Capture &ialog box, click OK to start the conversion.

7. Choose Document > OCR Text Recognition > Find First OCR Suspect. The suspect text and the original bitmap image

are shown in the Find Element window.

6. Choose Document > OCR Text Recognition > Find All OCR Suspects. All suspect words on the page are enclosed in
boxes. Click any suspect word to show the suspect text and its original Litmap image in the Find Element

window.

Correcting Captured Pages

Correcting words on captured pages, if choose the PDF Formatted Text and Graphics format as the PDF Output Style,
Acrobat “reads” l)itmaps of text and tries to substitute words and characters for the l)itmaps. When it isn’t certain

of one of its substitutions, it marks the word as a Capture Suspect. Suspects are shown in the PDF as the original
Litmap of the word, but the text is included on an invisible layer behind the Litmap of the word. This makes the

word searchable even t}lough it is &isplayed asa Litmap. You can accept these suspects as they are, or you can use the
TouchUp Text tool to correct them. Note: You must have converted your scanned page to formatted text and graphics

before you can correct suspect words. To review and correct suspect words on capturecl pages:

Web Capture

Have you ever had a document that won’t print properly from a web browser? With Acrobat’s Create PDF from Web
Page, most HTML documents can be converted into an 8.6 x 11 printaMe Iayout, even sites that use Frames. To try
this Choose File> Create PDF > From Web Page.

Create PDF from Web Page: X
j Browse...

Setting:
* Getonly I'I _|; level(s] " Get grtire site

[~ Stay on same path

™ Stay on same server

Create I Cancel | Settings... |

Note: This is also an excellent way to permanent/y archive inj[ormation ][rom the internet.
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Cropping Pages

Pages can be cropped in several different ways. The first is Document > Crop Pages. In the pop-up menu in the upper
left corner, leave CropBox selected, and then adjust values for the Margins: Top, Bottom, Left, and Right. A black
rectangle will clisplay the adjusted boundaries of the cropped page.

The second method is through the Crop tool. View > Toolbars > Advanced Editing then click the Crop Tool. Draga rectangle

over the area youyd like to 1zeep. Double-click inside the cropping area to perform the crop.

» Advanced Editing

kN H D E I @

Editing Images

To edit an image:

1. Go to the TouchUp Object tool ‘

(leis may be located under the Touclep text fao/)
2. Right click or CtrlClick on the image and choose Edit Image...

This will launch Photoshop and open the image as a temp file. Changes made to the image can be saved into the
Acrobat document through File > Save.

Note: A Save As will extract the image at actual resolution from the PDF.

Acrobat 9 ©2010—kelly mecathran

Editing Images

Page 44



- —
Editing Images

TouchUp Preferences

If your machine procluces an error when you attempt to use the TouchUp Ql)ject tool, you may need to specify an
image or page editor. The two recommended applications are Photoshop for images and Hlustrator for the page.

Preferences
Accessibility — Image Editor
Batch Processing
Catalog
Color Management Macintosh HD:Applications:Adobe Photoshop 7:Adobe Photoshop 7.0:
Commenting
Convert From PDF e
Convert To PDF 'M-

Digital Signatures
Forms

Full Screen Editor not yet chosen
General
Identity
Internet

— Page/Object Editor

Macintosh HD-Applications:Adobe lllustrator 10.0.3:Adobe Illustrator 10:

JavaScript s . = y
Multimedia { Choose Page/Object Editor...

Page Display
Reading
Reviewing
Search
Smaoothing
Spelling
Startup

Trust Manager
Units & Guides
Updates

Web Capture

Note:  You may select a image ezjiting application other than Plzotoslzop from Edit > Preferences on Windows or
Acrobat > Preferences on Mac OS 10. Then click the Touch Up section on the left side of the Window.
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PDF Optimizer

The PDF Optimizer feature Advanced > PDF Optimizer was intended to reduce the file size of a PDF document. It allows
such things as removing embedded fonts, compressing images, and removing elements from the file that are no Ionger
needed. More of’ten, we recommend that this is run in order to lower the version of the PDF file to make it more

compatil)le.

Note: When a cliyita//y signea] document is Optimizec], it invalidates the signature.

Auditing the Space Usage

Before optimizing, it is llelpful to run a Space Audit. This provicles a report of the total number of l)ytes used for
speci{'ic document elements such as boolzmarlzs, fonts, images, forms and comments. It also reports the total file size.
Each element occupies a percentage of the total file size, this will help determine what parts of the PDF should be
targetecl to reduce the file size.

Space Audit
——— 1. Choose Advanced > PDF Optimizer.
Percentage  Bytes Description 2. Click the Audit Space Usage button at the top of the (lialog box.
0% 0 Thumbnails
98.15 % B557633 Images
E?;% ng zz:::i':reams Note: The PDF Optimizer J[eature cannot ﬂatten transparency. Transparency
EIES 20021 Eonts increases the documents ﬁ/e size. Tmnsparency can on/y be ﬂattenetj when
0.00% 256 Structure Info
0% 0 Acrs Forms building the original PDF document or when printing from
0% 0 Link Annotations
0% 0 Comments AcrOLat é! 7/ 8 g Q
0% 0 Named Destinations
0% 0 Web Capture Information
0.07% 5864 Document Overhead
0% 0 Color Spaces
0% 1] X Object Forms
0% 0 Pattern Information
0% 1] Shading Information
0.22 % 18807 Extended Craphics States
0% o Piece Information
0.21% 17959 Cross Reference Table
0.00 % 4 Unknown
100% 8718529 Total
Cox )
Acrobat 9 e

PDF Optimizer

Page 46



PDF Optimizer
Optimizing a PDF File

PDE Optimizer . oose Advanced > ptimizer.
1. Choose Advanced > PDF Optimi
preset: (Custom  T8) []] peete e 2. Select the version of Acrobat that the PDF will
Preset Settings . . . .
Current PDF Version: 1.3 (Acrobat 4.x) Make compatible with: [‘Acrobat4.0and later %) })e Compatlble Wlth from the Compatlble Wlth
Image Settings menu, Acrobat 4 is recommended for many
S P E::;:::Z: C — hlg}l end print workflows.
Transparency Compression: ((Retain ising )
e e 3. Click the Images ta}), select the resolution
Grayscale Images :
Downsample: [0ff ) downsampling for color, graysca]e and

Compression: | Retain existing \#] .
monochrome 1mages. If you only want to change

Monochrome Images

Downsample: (0 W) the version compati})ility, uncheck all the boxes.
Campression: [Reaimesing= )

Removing Fonts

The PDF Optimizer also offers the a})ility to unembed (or remove) fonts stored in a document. The only scenario where
this is useful feature is: You work for a company that uses the same core set of fonts and everyone who opens the PDF
has the exact version of the required font loaded on their machine. In all other cases, where you have no control over

the fonts on the receiver’s machine, fonts should always remain embedded or subsetted in the PDF document.
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Clean Up

PDF Optimizer

Preset: | Custom [ :] ] Delete (" Audit space usage...
Preset Settings
Current PDF Version: 1.3 (Acrobat 4.x) Make compatible with: | Acrobat 4.0 and later =

Clean Up Settings

Images Object compression options: | Compress document structure |5

Scanned Pages
Fonts ™ Use Flate to encode streams that are not encoded

Transparency # in streams that use LZW encoding, use Flate instead
Discard Objects ™ Remove invalid bookmarks
# Remove invalid links

"] Remove unreferenced named destinations
# Optimize the POF for fast web view

Acrobat 9

Clean Up removes obsolete or unnecessary
elements in the document. Be careful with
Remove Document Structure, this enables
screen reading programs to understand the order
and elements to be read out lout to the VisuaHy
impaire(l. This should not be checked, it prevents
document accessil)ility. By default, only elements
that do not affect £unctionality are checked.

Therefore in most cases these settings are fine.

By default, the fo]lowing options are checked:

* Use Flate (Flate is a loss less compression encoding
metlzoa’)

* In streams that use LZW enco&ing, use Flate
instead

¢ Remove invalid bookmarks and links

* Remove unused named destinations

* Discard all alternate images

* Optimize the PDF for Fast Web View

PDF Optimizer
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PDF Portfolios

A PDF Portfolio contains multiple PDF documents assembled into an single PDEF file. The PDF Portfolio can
contain many different file formats, created l)y different applications.

You could combine all of these types of documents into a PDF Portfolio:
+  Text documents
*  Video
+  eMail messages
° Spreac].sl'leets
« CAD clrawings
*  PowerPoint presentations

The original files retain their individual identities and are assembled into one PDF Portfolio. Users can open, read,
edit, and format each file independently of the other files in the PDF Portfolio.

To Create a PDF Portfolio
Create a PDF Portfolio l)y choosing the File > Create PDF Portfolio.
Note: In ‘Vinc]ows, PDFMaker in Outlook and Lotus Notes can create PDF Portfo/fos when you convert email messages.

To add files to the PDF Portfolio choose Modify > Add Files in the PDF Portfolio toolbar. When you've completed your

PDF Portfolio, you can share it through email or Acrobat.com, a free, secure web-based service. You can burn it to a

CD or DVD, or distribute it as you would share any other PDF.
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