Staff Development Unit

Student and Staff Services Division

ADOBE ACROBAT
READER & PDF'S
DEMYSTIFIED



Written by Stuart Lees

Client Services & Training Coordinator
ArtsIT

Faculty of Arts

Monash University

6 May 2002



Adobe Acrobat Reader & PDFs Demystified

Contents
Introduction.................cccccccciiiini 5
Recognising a PDF...........................l. 6
PDF Initial Options.............cccccoeeeeeeeneeen. 6
Comparison of Acrobat & Reader................. 7
Screen Layout...................ccoooeeiiiiiiiiine e, 8
Navigation...........ccccceeeiiiiiiiiiiiiie i, 10
Jumping to a Page...................ccoocc. 11
Thumbnails..............ccooocco, 11
Bookmarks.............oooooo, 11
ZiOOMI........ooviiiiiiiiiiiiiiiieeee e 12
Navigating the Page.......................ooooi 13
Print & Find Tools..............ccccviiiiiiiinnnnen. 14
Text Select & Graphics Select Tools........... 15
Non-functioning Tools....................oooooooe. 16
Index......oooiii 17

Monash University Staff Development Unit

Page 3



Adobe Acrobat Reader & PDFs Demystified

Monash University Staff Development Unit Page 4
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Acrobat'Reader-50

Introduction (or “What is an Acrobat, and would I want to read one?”)

To start, a comparison needs to be drawn to explain the terminology being used. Word (for example) is a word processing
program, developed by Microsoft. Adobe is also a software company, whose products focus more on the visual media,
and many people would have heard of their most popular product “Photoshop” - a powerful digital graphics editing
program. Adobe also have created another program called “Acrobat”. This program is used to convert documents from
other programs such as Word into an e-document format. These are stored in a format called a PDF, which we will
discuss in a second. To view these documents, Adobe has created a program that it gives away for free called “Acrobat
Reader”, which is the subject of this training course.

In simple terms, the Portable Document Format (PDF) is chosen to be able to distribute a document electronically (ie via
the Web, E-mail or disk) so that it can be opened and viewed irrespective of computer type (eg PC, Mac, Unix) and
installed software. For example, there is no point sending a Word document created on a PC to a person operating a Mac
who doesn’t own Microsoft Office.

PDFs solve this problem, being specifically designed to be platform-independent, yet still retain the look and feel of the
original document. Their use doesn’t end there however. They can be used for electronic forms, can incorporate sound
and movies, hyperlinks and links to web pages, and security features to prevent unauthorised people from opening,
printing, copying content etc.

One final point- Acrobat is not used to create the initial page, or its layout. The author of a PDF will still use their favourite
program (such as Word, Excel, PageMaker etc) to create the initial document, then convert it to PDF format using
Acrobat for distribution.

In summary, Adobe PDF is a universal file format that preserves all of the fonts, formatting, colours and graphics of any
source document, regardless of the application and platform used to create it. PDF files are compact and can be shared,
viewed, navigated and printed exactly as intended by anyone with the free Acrobat Reader.

Software Company: Microsoft Software Company: Adobe

Product: Word 2000 Product: Acrobat 5.0

File Format: Word Document File Format: Portable Document Format
File Suffix: .doc File Suffix: pdf

File Icon: @ File Icon: FE
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How do I recognise a PDF when I come across it?

PDFs are typically found on the Web, CD or in an e-mail. The author will usually give pretty obvious clues when a PDF
is used.

= FAQ (PDF: 21 KB f 3 pages)

Adobe

I’ve found a PDF, now what do I do with it?

If you have encountered the PDF on the Web, you typically have three options- open, save or print.
The default action is normally “Open”, which you can activate by double-clicking the icon. Alternatively, using the right
mouse button, and right-clicking the icon will bring up a menu list.

FAQ [(PDF: 21 KB/ 3 pages}
Open
Open in Hew Window
Save Target bz

Frint T arget
This menu gives you the option to ‘Open’ and ‘Open in Cii
New Window’. The difference between these is, the first Copy
will display the PDF in the browser window you are currently Copy Sharteut
EEste

using (such as Netscape or Internet Explorer), while the
second will open a new browser window to display the PDF,
so that you can continue surfing the site while the PDF

Add bo Favarnites. .

Cached Snapzhot of Page

downloads. e
imilar Pages
. Backward Links
‘Save Target As’ allows you to save the PDF ., T
. ¢ . Py ) [ialglohii ot
;:S glglcllr ha;ddtrwe, and . Ptrmt Target’ send the p— 7]
irectly to your printer. .o :
Save in: Wrk e - i =]
- | n[S v, = 5| 2 5l B
It.l some cases, the ‘Open’ commands willnot [~ acrabat 5 Extras iR T Business Card.pdf
display the PDF in a browser but instead will ~  |Z7 artsIT Documents ®e . T PSNZ Subscription. pdf
open Acrobat Reader to view the PDF. When | |1 Camera *e,
this happens, it means the Plug-in for your | | Personal °e
. . . . . H ; ®
browser to view PDFs is missing. Itisnotan | | TiPs & Tricks °
important omission, but it can be corrected if '@ artzl T Production keeting Minutes 27 2 02, pdf ..
. [ ]
desired. ‘| I S |

File name: faq.pd

: Save I

Save a3 ype: I.i‘-.l:ll:nl:ue Acrobat Docurment

j Cancel |

v
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The Comparison
Acrobat vs Acrobat Reader

Acrobat Reader software is a free utility for viewing and printing Adobe PDF files. Acrobat 5.0 is a desktop productivity
tool that allows you to create, review, approve, secure and share Adobe PDF files online.

Features Acrobat Reader Acrobat 5.0
View, navigate and print Adobe PDF files X X
Fill in Adobe PDF forms X X
Convert any document from any application to an Adobe PDF file X
Create and save interactive, electronic forms in Adobe PDF X
Convert Web pages/sites to Adobe PDF files X
Review and share comments on an Adobe PDF file X
Easily add electronic sticky notes, highlights and strikethroughs X
Add digital signatures to an Adobe PDF file from within a Web browser X
Add security controls to an Adobe PDF file X

I
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o “Zoom Tools”
“Navigation Tools” ‘.
.. °
113 »” °
-.. Hand Togl. *, “Text Select Tools”
. ° [ ] [ ]

B2 Acrobat Reader - [Adobe Photoshop web.pdf]
'E File Edit Document Toolz “iew ‘wWindow Help ° .. ..

BRRLON(E K e @R T

Thurnbnail =

r=a
o

[=2=R=RGE

Bookmarks

TR e

+61 3 S0 (54239) + helpdes ko arts.nonas)

M 4| 20f10 » M 826x1169in ([0 H H &=
[ ) [ ]
[ ] [
. ° . ° . o
“Navigafion & Page Select” “Single / Continuous Select”
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“Graphics Select Tool” “Single / Continuous Select”
«  “Magnification Select” ..°
[ ] (] °
: e. o. —I—I' g 5'
BRG]0 - @[ Bl Rl A “Document Info”

6.0 Contents

Introduction... ... 3
Cropping the Image.. ... 4
Resizing the Image. ... ... 5
Adjusting Brightness & Contrast ... [
IIIIIII Sharpening the Image... ... ..........T7
Saving the Masterpiece. ... 8
Imdex . 9
e bl arts. monssh.edu.an + htipewew.aris. manash, edwanit’ Page 2
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Finding your way around a PDF document

Navigation Buttons

Like many programs these days, there are multiple ways of achieving the same thing, and where it comes to navigating a
document, Acrobat Reader is almost unmatchable in the number of ways of getting around. (Un)fortunately, the author of
the PDF can choose to disable any of these that they wish, and they can also design and add their own.

The most common are the arrows at top of the screen in the toolbar. ‘ 4 4 b Pl | & » |
° ® ® Iy [} o
The same arrows are repeated at the bottom of the screen. o’ o '. ®
First Previous Next Last
M 4| 2010 kM Page Page Page Page

As mentioned, the author can also design their own. Here are a couple of samples that [ have used in the past.

E"'""" P b = —

Fs 3

You may notice that there are more than just navigation buttons here. That is because the author (using Acrobat) can
create a whole range of functional buttons, adding search tools and even web links to name a few.

Document Tools Miew  ‘Wwindow  Help

You can also use the menu to navigate. Click on “Document” E::Liziepage E:_tr|+5 AR
then click the desired option. You will see to the right of Mest Page N
each option there are also keyboard shortcuts for all the Last Page Cirl+Shift+Pg Dn
navigation tools. The most common used are the forward Go ToPage... Ctrl+M
and back arrows to advance or retreat a page respectively. B P L o
o ®Li0 Ta Previous Yigw Alb+<-
°o® ®  GoTaoMextView Bt
o ¢ (g T [ et N GEment o e e
IR R _ _
LI . o® L4 Select Reading Order... Ctrl+Shift+C
(] ° ° . . . ° [}

Another very common tool used is the ‘Go To Previous View”. This is very similar to the “Back” button in your web
browser. There is also the ‘Go To Next View’ to advance again after using the ‘Go To Previous View’ button. Confused?
It is definitely worth taking some time to try out all these buttons until they become second nature. Using Acrobat Reader
you cannot damage a PDF, so feel free to play.
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Docurment Tools  View ‘wWindow  Help

Getting to a Specific Page

Firzt Page Cil+5hift+Pg Up
. . . Previous Page <
You can jump directly to any page in a PDF document by a ¥ :
. MHext Page -
number of methods. You can use either the keyboard shortcut [eet o Chl+Shift+Pg D

“Ctrl+N” or click on the menu item ‘Document’ then ‘Go To Go To Page... Chil+H
Page’. This brings up a window where you can type in the
desired page number.

e Ijm Ereyiaus [Naeiment SlE e

) Go To Previous YWiew Bk -
Alternatively, at the b(.)ttor_n of Go To Page Go To Mest View b+
the screen, you can highlight (i Tl et aeument il it
the current page number, and = Page: Iﬂ af 10 - :
tvoe in the number of the Select Reading Order. .. Chrl+Shift+C

yp . K I Cancel |
page you want to jump to.
M o4 r M
. Thurnbnail =

Thumbnails

s
P

Bookmarks

The author may have created thumbnails for

the document to assist in navigation. Ifthese
are not already visible, click the ‘Show/Hide
Navigation Pane’ button, then click the
‘Thumbnail’ tab. You can use thumbnails
to navigate by clicking on the page that you want to display.

show/Hide Navigation Pane

Thumbnails

The red box indicates the area currently
visible in your window. By placing your
mouse on the edge of the box, it can be
dragged, and your window display will
reflect the new location. It can also be resized
B by zooming (see the next page), or by
grabbling the little red square at the bottom-

right corner, and dragging this to resize the red box.

B- Bookmark =

| & Page -
Bookmarks | E (Y Index
=
|2 EID artsIT Personalities
The author may have also created bookmarks for the - ]Management & Admin
document. Click on the ‘Bookmark’ tab to see the |f= D Wieb Team
bookmarks that have been created. Clickingonany ofthe || 8 D Training
headings will jump the PDF document to the corresponding || £ - ] Metworks

D Helpdesk & Desktop Support
[ ¥hat People Really Think of Computers
|| Downloading from the Web
=0 ] ¥our Comments
D Tahle of Cormments

page, and magnification chosen by the author.
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Zoom (magnification)

There are numerous ways of changing the magnification of the window in Acrobat Reader. In the toolbar, there are the

magnifying buttons.
clicking on the

B

These can be used two ways. Firstly, by selecting the magnifying glass then single-
image, you will zoom in (or out) by set increments. By using the same tool, you can also

click, and hold the button to drag a marquee around the area you want the view to zoom to.
[ ]

i SATIIENIRG = 102% (RGH]

The toolbar displays the current magnification, and also has

symbols on either side for zs).oming in and out by set steps.
o [}
[}

‘ {:}.184% :°'E-} |

The down arrow.opens up a list of common magnifications
that you can choose from, and also gives the options of “Fit

in Window”, “Actual Size”, “Fit Width” and “Fit Visible”.

R - ® 0

16005
B00%
4005
200%
1605
125%
These options are also available as buttons on the toolbar, 100%
and all the options are available under “View” in the menu. 3 50%
° ° 20%
%o, *e  125%
Wiew Window Help °. - 2.33%
L4 ®
Full Scieen Chrl+L . Fit in 'Window
® .
Zoom In Chil++ °. Actual Size
Zoom Out Chrl+- o Eit'width
Zoom To... Chrl+hd Fit Yisible
v Fitin YWindaw Chrl+0
Actual Size Chel+1
Fit "idth Chil+2
Fit “izible Chrl+3 A00%
i i B
; 100%
v Single Page BE.B7%
Continuous P
L o AOE
Continuaus - Facing _ . eoooo0e® o eo0o0® o
There is the right mouse button options B
Raotate Clockwize Chil+Shift++ . C o 25%
: : as well. Right-clicking on the document
Rotate Counterclockwize  Clrl+Shift+- e . . T,
opens up familiar zoom options again, Itin ingow
and finally, the previous page discusses i‘_“:fjﬁze
how to zoom using thumbnails. Sttt
Fit Wizible
Monash University Staff Development Unit Page 12
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Getting Around the Current Page

As discussed earlier, you can use thumbnails to scroll around a page (if you have zoomed in). There is also the “Hand
Tool” which allows you to drag the page around. ﬂ

Hand Toaol (H)

(Position Bar)

3o

Depending on the size of the document, and the current magnification,
there may be scroll bars on the right side and/or bottom of the page.
These can be used in a similar way to the “Hand Tool”” and can also be
used to (slowly) move from page to page. For a multipage document,
you can grab the position bar, and drag it down multiple pages. The
view will not change while you are holding the position bar, but Reader
will tell you which page will appear when you release the mouse button.

Yiew ‘'window Help

Full Screen Chrl+L
Almost there. How Acrobat Reader displays one page after Zoom |n Crl++
the next can also be chosen. The author will have already Zoom Out Clrl+-
chosen the default setting, but you can change this to your Zoom Ta... Ctrl+t
personal preference. The options are “Single Page”, where v Fitin Window Chl+00
the view will ‘flick” from one page to the next, like reading a Actual S Chil+1
book. “Continuous” will scroll one page directly after the Fit Width Chil+2
previous- similar to “Print Layout” in Word. “Continuous- Fit Visible Chrl+3
Facing” is used when an image or text spreads over 2 pages, Fizflod Cile
so you get to see both the left and right pages at the same o® v Single Page
time. o® ¢ o ® Lontinuous

. ® o® ° . ® Confinuous - Facing

These options can be set either under “View” in the 1_.;’ ¢ Ratate Clock wise Chl+S kit e+
menu, or by clicking on the small buttons at the bottom Rl IS Riotate Courterclockwise Ctil+Shifts-

of the screen.
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More Tools - Print and Find

Printing with Acrobat Reader is much the same as any other program, so there is no specific requirement to go into too
much detail here. You can access the print menu via ‘File’ then ‘Print’, or via the icon on the toolbar. @ G

The find text tool can be accessed via ‘Edit’ then ‘Find’, or the keyboard shortcut <Ctrl>+ ‘F’. Keep in mind that this tool
searches from your current position to the end of the document. It does not

Edit | Document Tools Wiew 4 automatically start from the beginning. When it reaches the end of the

Wit Chie? document, it will ask if you wish to continue searching from the start.

Hedn e

Eut Chleit Find |
[Eomy [t

Paste il Find what: || Eind |
LEicte [ Match whale Word Only =ancel |
Selehsl (Bl [ Match Case

Deselect Al Chil+Shift+2, ™ Find Backwards

Eind... Chil+F | ™ Ignore Asian Characker Width

Find Egaim [t

Search 3

Eraperfies.. Lkl

Preferences... Chil+k
DocBox *

Some authors also include a separate index file with their PDF document(s), especially the longer, more complex ones. In
this case, you can also use the ‘Search’ tool to access this file. However, a vast majority of people using PDFs never
access this option.
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The Other Tools - Text Select and Graphics Select

The “Text Select Tool” allows you to highlight passages

of text, and copy them to the clipboard using either

‘Edit’ then ‘Copy’, or the keyboard shortcut Adobe Photoshop is a powerful. industry-standard
<Ctrl>+C’

T EEThe used for simple image manipulations. EiM

This can then be pasted into r_y formats depending on the intended use. the most ¢
anyotherprogram, such as Text Select Toal M iy dls UCPCTIAITE O ke cl LSE, LIS ITosL e

Word.

& Contrast
The “Graphics Select Tool” works slightly
differently. In this case, it allows you to
draw a marquee around the area you
require (and can include text and graphic
clements). This area can then be copied
to the clipboard as above, and pasted into 'Ctgllk:d already.
another document as desired. :

anned, rarely have the correct
ittast. The exception to this are
‘eb. which should have had the

at; washed out. lacking colour.
dithrough a grey sheet of film.

Graphics Select Tool [G][

1w richt The ton nhoto g "ag

I
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Why are these ‘Select’ tools not working?

There are a couple of reasons that the tools do not function as expected. Firstly, if the PDF was created by scanning a
document into Acrobat directly, it is created as a PDF Image File. That means that although you can see text on the screen,
itis still an image, and the text select tool is not functional.

The other main reason is the author has enabled certain levels of the security features available. You can check to see what
has been enabled by clicking on ‘File’ then ‘Document Security’ or by using the keyboard shortcut <Ctrl> + <Alt>+ S’

o or by clicking on the arrow at the top right of the screen,
o and selecting ‘Document Security’ from that menu.
File Edit Document Tools Yiew ﬂindmﬁ’ Help ..
Dpen. R CuleD
I Close o. e+ ;Iilil ..
Save & Copy... o Chl+5hift+5 o
Ewpart i asiment e ey, o '
° Document Surmmary...
Docurnent Properties .. » Docurnent Security... E
Document Security.. Chrl+Al+5 Docurnent Fonts. ..
Page Setup... Ctrl+Shift+P Freferences...
Frint Chl+P

Document Security Ed |

A list of all the security features is displayed
with their current settings. If “Content
Copying or Extraction” shows “Not
Allowed”, this would explain why the select
tools are not working as expected.

Security Mekhbod:

Iser Passwiord:

Master Password:

Prinking:

Changing the Document:

Zontent Copying or Exkraction:
Authoring Comments and Form Fields;
Form Field Fill-in or Signing:

Caonkent Accessibility Enabled:
Document Assembly:

Encryption Lewvel;

Acrobat Skandard Securiky
Mo

Yes

Fully allowed

Mot Allowed

Mok Allowed

Mot allowed

Mot Allowed

Mot allowed

Mot allowed

40-bit RZ4 (Acrobat 3., 4.0
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Index
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S

save 6

save target 6
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