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What did you want to learn? 

• 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 



What’s new in Adobe Pro XI? 

What’s new in Adobe Pro XI? 

ADOBE 
TV 

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 

I 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. 

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 

• Find vs. Search 

• Arrow vs. hand 

• Page Zoom 

• Pan & Zoom 

• Page navigation 

• Share document (Email icon) 

 



Document navigation 



Adobe Pro 8|FILE 



Editing functions 

• Document 
• Crop pages  

• Rotate page(s) 

• Insert pages 

• Delete pages 

• Add watermark (e.g., 
Draft) 

• Change background 
color 

• OCR text recognition 
script 

• Comments 
• Sticky notes 

• Printing with comments 

• Tools 
• Comment & Markup 

• 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 
right clicking on the tool.
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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 

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



Which menus give you editing options? 

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



Adobe Pro 8|EDIT 

You can copy and paste images, 
including screenshots to your PDF. 



If you have unevenly scanned pages or some with uneven margins 

Use Document|CROP PAGES function 



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).



Embed videos in PDF 

Sample 

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  

kse
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 

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.



Creating Forms 

Forms Menu on main toolbar 

Forms Menu 

• Run Form Field Recognition 
• Compile returned forms 
• Merge data into spreadsheet 
• Track Forms (all forms you’ve ever 

created with that program) 

kse
Comment/Question
This is the same process in Pro XI



Adobe/Internet Interface!  

• Post a form online 

• Include SUBMIT button that returns the results to your email 

• Xml file 

• Completed form 

• 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… 

• Microsoft Office 
Word 

• As text 

• Other applications? 

 

• 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 

• Issues about “security”  

• Who can change a pdf? 

• How can you prevent pdf’s from being changed? 

• To what extent? 

kse
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 



Versions 8 and 9 
• Apply digital signatures 
• Self-generated certificate 
• Contain date/time stamp when document was “signed” and an email to 

contact for verification 

Version XI 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? 



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. 

Even after changes are made, the 
reader may view the document as it 
appeared when the signature was 
created. 



BEFORE 

AFTER 
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How do you check? 



Programs to be offered next term in 2 sessions: 

0 5 10 15 20 25 30

Other

MailChimp

CBIeTools

MSOneNote

Devices

FileSharingTools

MSProject

MSWord

MSPPT

MSPub

Graphics

Adobe Pro

MSExcel

Number of People Interested 

Office Related Applications for SOS Workshop Topics 

Excel MS Project, One Note and other Graphics tools 

kse
View or Download Sample Document

http://fid.medicine.arizona.edu/content/sos-workshop-series-suggestions



