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            The PDF, or portable document format, is a popular file format as it can be opened on most digital devices regardless of the operating system you use. As long as your device has a PDF reader or even an Internet browser, a PDF file can be opened and viewed.  


While several PDF readers and editors exist on the market, this blog series discusses the Adobe Acrobat Pro software, as it is the most widely used software program for the creation and management of PDF files. If you use Acrobat often to view or edit PDFs, this blog series contains a number of tips that may be of use. 



This blog covers some of the basics of using Acrobat Pro – how to create, edit, or review PDFs. 




Blog Series Topics: 


Part 1 – Acrobat Basics 


Part 2 – Extracting Pages 


Part 3 – PDF Security 


Part 4 – Managing Security Policies 


Part 5 – Title Bar Display


Part 6 – Forms and Other Features







How to Create a PDF 


	In File Explorer, you can right-click on a file and select Convert to Adobe PDF. 
	Within Adobe Acrobat Pro, you can click File > Create and then select from one of the four options shown in the image below – PDF from File, Scanner, Web Page, or Clipboard – to quickly convert a document, a scanned image, a webpage, or screenshots into a PDF file. 







How to Edit a PDF 


A PDF file can be edited to make modifications to the text, or to add new text, images, hyperlinks, watermarks, or headers and footers.  


Keep the file open and then click the Edit PDF icon 
 to access the toolbar options for editing, as shown below. You can also right-click on any page and select Edit Text from the right-click menu to access the Editing toolbar options shown below. 


  



The options are self-explanatory. Pick the appropriate option you need. There are additional options available under the More drop-down menu, for adding a background color, image, bookmarks, or for attaching a file.  


How to Review a PDF 


A PDF file can be shared with reviewers, and they can mark their changes or provide feedback in the PDF itself. Select the text you’d like to comment on, then right-click for the options shown in the image below – Highlight Text, Strikethrough Text, Add Note to Replace Text, Add Note to Text, Add Bookmark, and Create Link. You can also access these options in the toolbar by clicking the Comment icon 
. Additionally, the toolbar provides options to add new images or other file attachments and use drawing tools. The drawing tools available are shown on the right in the image below.  





We hope these tips improve your Adobe experience and make it easier for you to manage your PDFs. If you have questions about PDF editing or management, you can reach out to us at tech.writing@ASCENTed.com.   
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		        Tips for Acrobat PDFs: Part 3 – PDF Security

                	
This article discusses the many security features available in Acrobat Pro for protecting your PDFs.
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		        Improve Your Technical Documentation with ASCENT

                	
Get superior documentation with help from our multi-disciplinary team of industry specialists skilled in technical writing and instructional design.
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		        Documentation Strategies for Project Implementations

                	
Get strategies for implementing a new technology platform, prepping for a process improvement, or updating documentation.
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		        Technical Writing Tip: Title Case vs. Sentence Case

                	
Trying to decide how to capitalize your titles and headings? This blog will help!
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		        Technical Writing Tip: Writing Numbers

                	
Unsure about when you should spell out numbers and when you should use numerals? Read this blog post to find out!
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		        Technical Writing Tip: Watch Out for Those Modifiers!

                	
Do you know how to spot a misplaced or dangling modifier? Get a few quick tips for making sure those modifiers are modifying the correct things!
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		        Technical Writing Tip: Why You Should Use Templates for Creating Documentation

                	
Do you use templates for your documentation? If not, here are a few reasons to consider why you should start!
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		        Technical Writing Tip: Using Apostrophes Correctly

                	
Do you have trouble knowing when to add in an apostrophe? This blog provides some quick tips for when, and when NOT, to use them!
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		        Tips for Acrobat PDFs: Part 2 – Page Extraction 

                	
This blog covers the two different options (Extract and Split) for removing pages from a PDF to save them as separate PDF files.
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		        Technical Writing Tip - Comparing Documents 

                	
Need to compare or combine files after changes have been made? This blog will give you the run-down on using compare tools in Word and Adobe Acrobat.
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		        Quick Steps for Creating Process Documentation

                	
In the last blog of this series, get steps for documenting your process workflow.
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		        How to Implement Your Process Workflow

                	
A process can be effective only if it is followed consistently by all involved. Here are 10 steps for implementing a process workflow.
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		        How to Design an Effective Process Workflow

                	
Optimize workflows to streamline processes and improve overall performance and efficiency by minimizing errors, eliminating bottlenecks, and strengthening collaboration.
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		        Process Documentation - What is a Procedure?

                	
Make sure to keep your procedure documents regularly updated with new information or clarifications as your organization makes workflow improvements.
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		        Communicate Complex Information with Targeted Solutions

                	
Learn how ASCENT's professional services can help you effectively communicate with employees or clients.
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		        Learning and Documentation Strategies: Tips for a Successful Implementation

                	
Planning a technology implementation? Get documentation and learning strategies to get your team up and running quickly!
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		        Process Documentation - What is a Process?

                	
This blog is the sixth in a series on “Process Documentation”.


                    

    
        Read Article    
    



        
    
		        Process Documentation - What is a Policy?

                	
This blog is the fifth in a blog series on “Process Documentation”.
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		        Process Documentation - Understanding the 3 Ps 

                	
Understanding the clear difference between the 3Ps can be helpful in the successful management of your growing business operations.
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