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(Note:  some of the tips below were taken from the Adobe web site)
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· Adobe Acrobat was created for the purpose of being able to transfer documents to other users without them needing to own the application you originally used to create the document.
· You can create PDF (portable document files) from an existing application, such as Word, WordPerfect, Excel, or Visio.  The document is created in one application and converted to an Adobe PDF format.  The look and formatting of the original file is preserved.
· PDF files can also be created directly from scanned documents.
· Each scanner device may be slightly different, but in general, you can open Adobe Professional, Select File, Create PDF, From Scanner.  Fill in the appropriate information and select Scan.

· You’ll be asked to name the scanned file and state the location it should be saved.  

· PDF files can be posted to the web or emailed.  The recipient of the file can open it and view it as long as they have Adobe Reader on their computer.  Adobe Reader is a free program that is easily available on the Internet from the Adobe website.
· PDF files are about half the size of the original files, which is a great benefit for saving or emailing files.
Creating an Adobe File TC "Creating an Adobe File" \f C \l "1" .  There are two very important requirements for creating a PDF file:

1) You must have Adobe Standard or Adobe Professional.  Adobe Reader will NOT create a PDF file.  It will only read one.

2) The document is created in another application, such as MS Word, and then converted to PDF.  It can then be edited if necessary.  The document is NOT created from scratch in Adobe.
· Begin the process of creating a PDF file by laying out complicated designs on paper.  If the document is straightforward, continue on to the next step.
· Use your preferred application to create the document.  It is common to use Microsoft Word, PowerPoint, Excel, Project, Visio, or AutoCad.  
· Save your file.  Right-click on the file name and choose to Convert To Adobe PDF.  (Note: there are a number of other ways to convert to Adobe depending on the originating application; this is just one.)
· You may now open the new file and edit it in Adobe if desired.
Editing in Adobe.
Basic text editing:
· Select Tools, Advanced Editing, TouchUp Text Tool.
· Click a line of text in the document.  A box appears around the text.
· Select the text within the box.
· Replace the selected text by typing or deleting.  OR
· You can change the text settings by Right-clicking on the text, and selecting Properties.  From here you can change the font type & size, character & word spacing, and colors.
Changing margins:

· Open your document with Adobe Professional (Adobe Reader will not work)

· Select the Advanced Editing button

· Select the Touch-up Object button

· Select Edit and Select All

· Using the mouse, drag and drop the text to the center of the page.  The drag and drop only works if you place your cursor on a selected area of the page (not a blank area).
Lookup Tool:

· Right-click on a word in the Adobe document, select Look Up.
Linking:

· Linking to a page in the current document, an outside document, or web page:
· Select Tools, Advanced Editing, Link Tool.
· Drag a box around the words or images you want linked.

· Choose to link it to a page number in the current document, a file on your computer, or a web page.

Forms:

· To use forms options, or display the forms toolbar, choose Tools, Advanced Editing, Forms, Show Forms Toolbar.

· Free tutorial on creating forms can be found at:
http://www.uncfsu.edu/itts/training/training-videos/acrobat_forms/acrobat_forms.html
Questions?   Please email amiller@mwa.ars.usda.gov.

