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What did you want to learn?

= = = i
'..; Create PDF ~ Enl;_fhj Combine Files = @ Export - uk.;—_.Jﬂ Start Meeting - [ﬂ Secure ~ / Sign - |§—| Forms = /_)” Review & Comment ~

* Create fillable forms

Adobe/Internet Interface!
Create forms that can be submitted online
How to create submit button, access and compile results

* Edit pdf’s (portable document format) -
Graphics/objects
Text
Comments
Line edits

Export to Microsoft Office Word

Learn more functions and how to use the program more
efficiently (in general)



http://www.softpedia.com/progScreenshots/Adobe-Acrobat-Pro-Extended-Screenshot-102968.html

Changes from version 9 to 10

Acrobat 9

Acrobat X

Document

= Optimize Scanned FDF

Tools

> Document Processing = COptimize Scanned POF

Document = QCR Text Recognition Tools = Recognize Text

Document = Examine Document Tools = Protection = Remowve Hidden Information
Cocument = Compare Documents Yiew menu = Compare Documents

Ciocument = Attach a File Tools = Cantent = &ttach a File

Tools = Select & Zoom > Snapshot Tool

Edit = Take A Snapshot

I’Tcu:uls = Typewriter Tools = Content = Add or Edit Text Box
Tools = Analysis Tools = Analyze
Tools = Advanced Editing Tools » Content
Tools = Advanced Editing = Article Tool Tools » Document Processing = Add Article Box
Advanced = Web Capture Toole = Document Processing = Web Capture
Advanced = FDF Optimizer File = Save As = Cptimized FPDF
Advanced = Extend Features in Adcbe Reader File = Save Az = Reader Extended FDF
Advanced = Document Processing = Batch Processing | Tools = Action Wizard
Advanced = Document Processing = Bates Numbering | Tools = Pages = Edit Page Design = Bates Mumbering




What's new in Adobe Pro XI?

What’s new'infAdobe Pro XI?



http://helpx.adobe.com/acrobat/using/whats-new-acrobat-xi.html
http://tv.adobe.com/product/acrobat/show/featured/playlist/cc-acrobat-featured/

YouTube Playlists for Adobe Pro Versions 9 and XI

| have collected YouTube tutorials on how to use these versions of Adobe Pro software.
The rest of the slides in this Guide contain some information about using Adobe Pro
features, but these video playlists demonstrate step-by-step how to use this

application. If you would like further assistance or find videos you think should be
added to these playlists, please contact me. To view the playlists, click on the images
below.

Adobe Pro 9 Playlist Adobe Pro XI Playlist

i=~pLAYLIST | 1735 adobe acrobat 9 how to secure document by creat..

Update on Security Systems

* Distribute ID badges
* Maintain access control

systems

+« Communicate operating
details to staffin a timely
manner

* Assist with contractor
interaction as needed to

maintain system in good
working order
* Ensure GlobalCorp office
is locked and secure
every evening prior to
employees departure

uCertify

o,

The screenshots in the remaining slides depict Adobe Pro 8. Version 9 and 10 are
similar, if not the same. Adobe Pro Xl has made substantial changes to menu items,
including the option under the VIEW menu of creating and managing tool sets.



http://fid.medicine.arizona.edu/content/adobe-pro-9-playlist
http://fid.medicine.arizona.edu/content/adobe-pro-xi-playlist
http://fid.medicine.arizona.edu/content/adobe-pro-9-playlist
http://fid.medicine.arizona.edu/content/adobe-pro-xi-playlist
kse
Typewritten Text
The screenshots in the remaining slides depict Adobe Pro 8. Version 9 and 10 are
similar, if not the same. Adobe Pro XI has made substantial changes to menu items,
including the option under the VIEW menu of creating and managing tool sets.


Print to or Save as... —_—

* How the pdf looks depends on the application




Document navigation

—-‘ ‘E‘}j Lj M LJ :> Pagel (1 of8) Ir.h;;r “‘t_li? #[{:; =) &) 19%% - |§ IiEl Find

* Find vs. Search e ® e - [o]

* Arrow vs. hand

* Page Zoom

* Pan & Zoom

* Page navigation

* Share document (Email icon)
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E Arrange Windows

ames

Where would you like to search?
@) In the current POF document
1 All PDF Documents in

What word or phrase would you like to search for?

’ i My Documents

[¥] Whele words only
[] Case-Sensitive
[¥] Include Bookmarks

[¥] Include Comments

'S/OMSE FID Series
thing

'S/OMSE FID Series
thing

[ -

AMES/OMSE FID Series
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f;ﬁ Export »
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Attach to Email...

Revert
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| = Print... Ctrl+P
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Tw T Contexts
Karen Spear Ellinwood, PhD, JD, EdS

Workshop with Mike Griffith, MS rading is a form of assessment, but \ O»SE

orvcston
27 February 2014 assessment is not always about %.,M&**"“wt

grading. What qualifies as assess- AMES/OMSE FID Series 2013-14
ment may differ from one faculty member to

Exit Residents as Educa-
tors (RAE) Program—new activity

report form online!

Read more...

9-11 am MDL-3116

another.

Doceri—Create presentations

In the AMES/OMSE FID Series seminar in Janu-
ary 2014, one of the presenters, Susan Ellis,

with your iPad!

heck out these EdS, Program Manager for Assessment of Stu-

Bl




* Comments

* Tools

Sticky notes
Printing with comments

Comment & Markup <

Editing functions
* Document

Crop pages

Rotate page(s) =V

- & A A A B\ =

< 2/ 0O 7 ishow-

Insert pages
Delete pages

Add watermark (e.g.,
Draft)

Change background
color

OCR text recognition
script

Rk BB 9 @ H ¢ o g =

Select & Zoom

Advanced Editing
Touch up Text
Touch up Objects
Embed Sounds

Create hyperlinks (like
our beloved CNTL + K!)

Embed video and trigger
play during FULL SCREEN
view of document

Measurement tools



kse
Comment/Question
Mark up tools from Version Pro 8.
In Pro XI, these are found on the CONTENT EDITING menu.

kse
Comment/Question
on Adobe Pro XI, these tools are found under Tool Sets, INTERACTIVE OBJECTS.


Set\change tool properties by . R

right clicking on the tool.

Check with RG to see how he
wants to refer to this title.

Person
No. 9 - Medieal Humanities kse FINISH
[ Pencil Tool Properties et ) Dl
~ ]
Appearance Genera

- Color |§|

N Opacity: [100% kse play
1 (]

N kse play

ES Locked K ] | Gancel kse pa use
chl )
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Comment/Question
In Pro XI, you can still click on the tool to change properties.


Embedding a movie in Adobe Pro

IR ok} vl ==k
| i1y g $ @E @D R P 1 /3

B | @ ox] ¥ =F =8 @ [

A R RE YRR PO §

Add Movie (s |

Content Settings

Add Movie =)

ontent Settings

Select new content's compatibility:

Select new content's compatibility:

(@ Acrobat 6 (and Later) Compatible Media
() Acrobat 5 (and Earlier) Compatible Media

(@ Acrobat 6 (and Later) Compatible Medi

e Media
Location: |C:\Users\Public\Videos\SampIe‘u‘ideos\Wi\d\ife.wm\r
Location: ||
Content Type: ’ video,/x-ms-wmv
Snap to content proportions Snap to content proportions
Embed content in document Embed content in document
Poster Settings I Sy | H Poster Settings

_ g =g p—e gy .
2 lsmnrraE () Use no poster

Retrieve poster from movie (@) Retrieve poster from movie

() Creat ter from fil = s
_) Create poster from file () Create poster from file

Browse... ‘ dical H

QK Cancel .
ledical H

ok | [ cancel |



kse
Comment/Question
this is likely going to show more recent versions in addition to these when calculating for compatibility. 


Which menus give you editinfoptions?

e Tetdits - & - < X/ 0O O 7 ishows
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"_"1 UA_OMSE_| edEd-eMews_v2- 07_FEE_2014.pdf - Adobe Acrobat P

File Edit Vi w .omments  Forms  Tools  Advan
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= L Ctrl+6 ] L,'E"] E: Insert Pages... Shift+ Ctrl+1 @
—————  Hide Comment & Markup Toolbar . Extract Pages... —
Pagel = Show Comments List ] Replace Pages...
— ) ) -
SE g Delete Pages... Shift+Ctrl+D
C t & Markup Tool L .
ommen gl Crop Pages... Shift+Ctrl+T

7 Attach for Email Review...

Rotate Pages... Shift+Ctrl+R

w5 Send for Shared Review..,

Summarize Comments...

Export Comments to Word...
Export Comments to AutoCAD..,

=% Review Tracker...

Getting Started with Review & Comment

Add Bookmark

574 Scan to POF...
a

ptimize Scanned PDF

OCR Text Recognition

Reduce File Size...

Examine Document...

Ctrl+B

4 Attach a File...

FEB 2014
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Comment/Question
Remember, these are Version 8 menus.
Adobe IX - Go to TOOL SETS, CREATE TOOL SETS, select, CONTENT EDITING.


Adobe Pro 8|EDIT

. ——
E UA_OMSE_MedEd-eMews_v2-n07_FEB_2014.pdf

File m View Document Comments Forrr

j Undo Ctrl+Z
—— - Redo Shift+ Ctrl+Z
Cut Ctrl+ X

Copy Ctrl+C
@ Paste Ctrl+W

Delete

Copy File to Clipboard

Select All Ctrl+ A
Deselect All Shift+Ctrl+ A

Check Spelling
Look Up Selected Word...

Ctrl+F
Shift+Ctrl+F

Eind

Search

Search Results

Preferences... Ctrl+ K

7 UA_OMSE_MedEd-eNews_v2 07 FEB_2014 pdf - Adobe Acrobat Professional I " 1 . ]

File Edit View Document Comments Forms Tools Advanced Window Help
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Look Up Selected Word...
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Search Shift+Ctrl+F

Search Results

Preferences... Ctrl+K
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including screenshots to your PDF.
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Karen Spear Ellinwood, PhD, ID, EdS /

rading is a form of assessment,fut
assessment is not always about
grading. What qualifies as assess-
ment may differ from one faculty member to

another.

In the AMES/OMSE FID Series seminar in Janu-
ary 2014, one of the presenters; Susan Ellis,
EdS, Program Manager for Assessment of Stu-
dent Performance, asked the faculty audience
to identify whether assessment was the equiv-
alent of grading. Half the respondents said they
were “pretty sure” that assessment was not

ormative Assessment
Strategies for Classj-
room and Clinical / questions of the author, etc. Double click

5/23/2014 9:35:21 AMI=]
Options =

Highlight

_/Use comments to suggest edits, ask

EDITED TEXT to add a comment directly to
that editing mark. OR use the COMMENT

cursor.
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AMES/OMSE FID Series 2013-14
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Susan Ellis, EdS
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Kristi Grall, MD MHPE FACEP
Assistant Professor

vi @

> 5 G BE

i =) Libraries i " e
- Desktop I ks Mg B@®EAMNEED ™08

Underlining, highlighting & striking text + Comments



kse
Comment/Question
Comments and mark-up tools can be used to edit a document. Microsoft Office Word is a better tool for editing, however, sometimes you have no choice but to work with a PDF (different computer operating systems, someone in the group is using a tablet or iPad instead of a laptop or desktop).


This logo was added after converting the Word
document to PDF using the CONTENT EDITING -

ZAS COLLEGE /Object tool, Place Image. After placing the image, |

; OF MEDICINE resized it as | would do in other office applciations.
HE UNIVERSITY
OF ARIZONA
W yltext added as header
Date FID Series Video Person Event
5/23/2014 15:26  FID No. 9 -Medical Humanities residentl FINISH
5/23/2014 15:06  FID No. 9 -Medical Humanities residentl play
5/23/2014 13:50  FID No. 9 -Medical Humanities residentl play
ANMES/NNCE CIN Cariae Nla Q _Radeida

Embed videos in PDF

@Sa_mpl_e



https://www.dropbox.com/s/shf70c8t047mac6/SOS-06_Sample_AdobePro_8_ContentEdit.pdf
kse
Comment/Question
In Adobe Pro versions 8 or 9, you would add an image by going to TOOLS, ADVANCED EDITING, TOUCH UP OBJECT TOOL, PLACE IMAGE.

kse
View or Download Sample Document


Document Properties

* INITIAL VIEW — Determine how the document opens on the
recipient’s computer
First page, centered in window
First page, centered, and zoomed to XX% size
With or without bookmarks open
With or without PAGE display open
@ full size or FULL SCREEN




Initial View

Dacument Properties

Description | Security | Fonts | Initial View | Custom | Advanced|

Layout and Magnification

Mavigation tab: [F’age Only v]

Page layout: [Default v]

Magnification: Default -
Open to page: IPagel of Page 8 (8)

Window Options
[7] Resize window to initial page
[7] Center window on screen

= Open in Full Screen mode

Show: | File Name -

User Interface Options
[ Hide rmenu bar
[ Hide toel bars
[ Hide window controls

Document Properties

Description | Security | Fonts | Initial View |Custom |Advanced|

Layout and Magnification

Mavigation tab: [Eonkmarks Panel and Page v]

Page layout: [Twu:u-Up (Facing) v]
Magnification:  Default -
Open to page: IPEQT of Page & (8)

Window Options
[] Resize window to initial page
Center window on screen

[] Open in Full Screen mode

User Interface Options
[ Hide menu bar
[]Hide toal bars

["] Hide window controls

Cancel

Cancel
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Comment/Question
This is a screenshot from Adobe Pro 8. Pro 9 is the same.

The PAGES menu in Pro XI is where you would find the initial view options.


Create fillable forms v

ﬁ Sign ~

|E—| Forms = ,_}5 Review & Comment

or) v =P =8 © ] ) [

Working in MS Word first
In Microsoft Office

Word, you can create a .
form using underlines or .

the Developer tools
Then, Save As PDF.
Open in Adobe Pro.
Click, Form...

Working in Adobe Pro

Run macro for creating form
from document.

Select, this document

Adobe Pro will scan the
document and interpret boxes
or lines as blanks to be filled on
forms.

It’s not perfect so you may have
to ADD FIELDS.

Fields include:
Check boxes
Short answer text boxes

Drop-down menus with single or
multiple choice selection options

Radio buttons



kse
Comment/Question
Adobe Pro XI - FORMS menu under VIEW, Tool Sets, Create Tool Sets.


Forms Menu

Creating Forms == =
rev A sign~ || =| Forms = (“7 Review & Comment ©

oK | Create Mew Form... (I}
H Distribute Form...

Forms Menu on main toolbar 2 =7 = -
— — 1 Compile Returned Forms... 5
nQ7_FEE_2014.pdf - Adocbe Acrobat Professional - Track Forms...

Comments Im Tools  Advanced Window Help Getting Started with F
S— Getting Started with Forms

=, Create Mew Form...

nne Files = |2 BCUrE ™

1 k l Distribute Form... |%|

#] Compile Returned Formes...

ki ’ i
Highlight Fields * Run Form Field Recognition
e  Compile returned forms
* Merge data into spreadsheet
* Track Forms (all forms you’ve ever
created with that program)

Edit Form in Acrobat

Bun Form Field Recognition
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Comment/Question
This is the same process in Pro XI


Adobe/Internet Interface!

e Post a form online

* Include SUBMIT button that returns the results to your email
Xml file e
Completed form

e Compile results



kse
Comment/Question
Program the form return as an email to your email address.
You can also use Adobe's online service. You can use tracking forms, etc.

If you need help with this, please contact me, or view the YouTube playlist of the version of Adobe Pro that you have.


Export to...

—_—

T UA_OMSE_MedEd-eNews_v2-n07_FEE_2014.pdf - Adobe Acrobat Professional

[ Edit View Documen t Comments Forms Tools Adwvance d  Window Help

=i Cpen...

Organizer

5 Create PDF
.5—:1 Compine Files...

4] Start Meeting...
|5l Save

Ctrl+ 0

Ctrl+5

Save As... Shift+Ctrl+5

ﬂ Save as Certified Document...
&1 Export

Attach to Email...

Revert

Close Ctrl+W

Properties... Ctrl+D

Print Setup... Shift+Ctrl+P
= Print... Ctrl+P
.'313 History
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art Meeting - ﬂ Secure ¥ /

3

3

p B @) D T =

Word Document
Rich Text Format
HML1.0

HTML
Image

Text

- - - -

PostScript

PDF/A
PDF/X

What are you trying to
accomplish?

When might you want to
export to another
application?

Can you achieve that same
result and preserve
formatting or the integrity of
the document?

If the document original is in
Microsoft Office Word
format, then you should
work with that document to
make changes and SAVE AS
pdf. This avoids the time it
may take to reformat, which
IS necessary sometimes.




Signatures & Security

)_¢
Create electronic signatures
Embed written signature | ﬁ secure T 45 Sign T

Issues about “security”

Who can change a pdf?

How can you prevent pdf’s from being changed?

To what extent?
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Comment/Question
This is tricky process. Even signed or secure documents may be able to be edited by others. Black boxes covering private text, for example, can be removed.

Please read instructions carefully on creating security features in documents and what that means.

If you own the Microsoft Office Word or other original document, I strongly suggest you remove the protected information in a copy document BEFORE converting to or printing or saving as PDF.


Use Sign or Advanced Menus

£ UA_OMSE_MedEd-eNews_v2-n07_FEB_2014.pdf - Adobe Acrobat Professional 4 s
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. Typewriter l_@ Cj ﬁ Place Signature... (L]

Sign Decurnent

FEETNEIYN R Y LTS wr

Certify with Visible Signature —
Certify without Visible Signature

Validate All Signatures

Getting Started with Digital Signatures
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Enable Usage Rights in Adobe Reader... Manage Security Policies

Print Production L4 Show Security Properties...
Redaction L Remove Security...
Document Processing L4 Uze Adobe Online Services...
Web Capture r

Create Security Envelope...
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P )N1C Newsletter on
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Versions 8 and 9

* Apply digital signatures

e Self-generated certificate

* Contain date/time stamp when document was “signed” and an email to
contact for verification

R e e T

SEP 2013)

Digitally signed by Karen Spear

Ka ren Spear Ellinwood, PhD

DN: cn=Karen Spear Ellinwood,
E I I i nWOOd PhD, o=UA College of Medicine,
I/ ou=0ffice of Medical Student
Education, email=kse@medadmin.

P h D arizona.edu, ¢=US

Date: 2014.06.02 14:23:43 -07'00'

Version Xl allows you to

include a scanned signature



http://tv.adobe.com/watch/acrobat-x-tips-tricks/how-do-i-add-a-scanned-signature-to-a-digital-signature/

What does the signature offer?

— = =3 =T

Signature Properties T | M ‘

S

% Signature is VALID, signed by Karen Spear Ellinwood, PhD <kse@medadmin.arizona.edu>,

Summary | Document |Sigr|er | Date..l"l'imel Legal |

## The Document has not been medified since this signature was applied.

Hash Algorithm: |5HA1

Document Versioning

Document revision 1 of 1 View Signed Version...

ﬁ This revision of the document has not been altered

@) Forintegrity purposes, you should always validate what was signed by viewing the
signed version of the document. This is not necessary when you are viewing the
final versien of a document,

Meodifications

a There are no restrictions on the changes that are permitted to be made to this
document after signatures are applied. To view what was actually signed, click View
Signed Version,

Madification Details:

It is unknown what changes may have been made to this document since this signz

Compute Modifications List |

play

Digitally signed by Karen Spear
Ellinwood, PhD

DN: cn=Karen Spear Ellinwood,
PhD, o=UA College of Medicine,
ou=0ffice of Medical Student
Education, email=kse@medadmin.
arizona.edu, c=US

Date: 2014.06.02 14:23:43 -07'00'

[ Validate Signature ] I Close




Changes after signature is placed

When you make a change, the reader can click the signature
“pen” icon to find out if changes were made to the
document since it was signed. The “Compute Modifications
List” will tell the reader exactly what changes were made.

Modifications Hash Algorithm:  |SHAL

iﬂ There are no res.tr.ictiuzuns,u:unthecha.ngeﬂ Document Versioning
document after signatures are applied. T

Signed Version. Document revision 1 of 1 | View Signed Version... |
Medification Detals Even after changes are made, the
-1 1 comment(s) added . o
FreeText annot on page 3 reader may view the document as it
1 miscellaneous changes .
appeared when the signature was

created.

Compute Maodif
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] Signature Properties 2|

‘\\ﬁf Signature is VALID, signed by Karen Spear Ellinwood, PhD <kse@medadrmin.arizona.edus.

H OWI 5ur‘r1r'r|ar_-,-'| Document |5igner | Date/Time | Legal |

%{  The revision of the document that was covered by this signature has not been
altered; however, there have been subsequent changes to the document.

Hash Algorithm: |SHAL

[r— ) — h—

1es NO. Z - Us
. | 6cument‘-fersinning \
|On Signature Validation §
| Document revision 1 of 1 View Signed Version... ]
n SF w/) Signatureill
1 kse@me
1 ) a;;;a;.:r ﬁ? This revision of the document has not been altered
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Office Related Applications for SOS Workshop Topics
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@ Number of People Interested

Programs to be offered next term in 2 sessions:

Excel MS Project, One Note and other Graphics tools
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