Creating and Editing Adobe Files
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Convert Documents to Adobe (.pdf)

All documents to be included in the file should first be converted to Adobe (if not already
an Adobe file). This may not be necessary if the computer in use has the capability to
combine different types of documents. Note: before converting documents to Adobe it
is best to set page ranges and margins.

e Both Word and Excel documents can be converted to Adobe using the “Save As”
function on the Office Button in the upper left corner.

e Documents can also be “printed” to Adobe. To print to Adobe, select (i.e.
highlight) the area to be printed then select the “Print” function under the Office
Button. Choose “Adobe PDF” as the printer name and mark “Selection” under
“Print What.” Next, click “OK” and you will be prompted as to where the
document will be saved and as what title.

Combine Documents to one Adobe file
There are various ways to create one Adobe file. The easiest is to use the “Combine

Files” function.

¢ Right click on the first Adobe file and select “Combine Supported Files in
Acrobat.” The screen below will appear and you can choose “Add Files” to select
the other documents to be added to the file.

e There are buttons on the bottom of the screen that allow documents to be
rearranged in the order you want them to appear in the combined file.

e Once you have everything organized, choose “Next.”

& Combine Files

Choose the files you want to combine:

% L O

Add Files...  Add Folders...  Reuse Files...

Arrange the files in the order you want them to appear in the new PDF:

MName Page Range Conversion Settings Size

ENSB BckGround. pdf All Pages 22.69 KB
%ﬁi 12-26 Recondliation.pdf
EBank account flow.pdf All Pages 89.29KB

Y

2
[ﬂ‘ Move Up ] [Gv Move Down ] [X Remove ] Specify a subset of & document to include: Choose Pages
Choose a file size and conversion setting:
() smallerFile Size (&) Default File Size () Larger File Size
Lawer Quality Uses default conversion settings Better Quality
Optimizes POF Files

e On the next screen “Merge files into a single PDF” should be selected. Then you
can choose “Create.”
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% Combine Files

9=

Choose the type of combined PDF file to create:
® Merge files into a single PDF

O Assemble files into a PDF Package
. . . =
L m Merging files combines them into one o Packaging files wraps the separate
sequentially numbered POF file. W files into one PDF Package.
Review Files

Mame

Bookmark for File Conversion Settings ‘WarningsErrors
74 N8B BekGround pdf NSB BokGround

E 12-26 Reconciliation.pdf  12-25 Reconcilistion

E Bank account flow.pdf Bank account flow

>
Continue combining if an error occurs

[ Cancel ] [ Back I [ Create I

At this point, Adobe will combine the files. Click “Save” to rename the document
and choose the location where the documents will be saved.

4% Combine Files

Combine Files Complete

Current File: Bank account flow.pdf

File 3 of 3
[

Status: Bank account flow.pdf

(

Mame Status
E NSE BokGround . pdf Successful
E 12-26 Recondlistion.pdf Successful
EBank account flow. pdf Successful

Properties

Total Pages: 7 Criginal Total Size: 344.62 KB 1of 7 D bi
Errors: 0

Final POF Size: 344.62KB

[ Cancel ] [ Back ] [ Save ]
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To insert additional documents later choose “Document — Insert Pages” from the
toolbar.

Binder1.pdf - Adobe Acrobat Standard

File Edit View [atuCyll Comments Forms Tools Advanced Window Help

@S{ar{h‘eeﬁngv ﬁ Secure ~ fsign' _‘?Review&flnmmant'
AV SO EDNS] = X8

<

ﬁ Create PDI Header & Footer
——————  Background +

H |_—n‘ @ [ Watermark

<

Insert Pages... Shift+Ctrl+T Complete
53050 Hwy 212, Buffalo Lake, MN 55314 Mailing P.O
Extract Pages... |Address
Replace Pages. ..
Is the respondent
Delete Pages... Shift+Ctrl+D 320) 833-5301
jlumber (320 registered?
Crop Pages... Shift+Ctrl+T (220) 833-5220 e
Rotats Pages... Shift+Cirl+R Character of Os
izati Corporation Business
&) Scan to POF... @nization P e
Optimize Scanned PDF First Name Last Name Title
OCR Text Recognition L3
William (Bill) Gilger President
Reduce File Size...
Examine Document... Gordon Reisinger [Vice President
Add Bookmark Ctrl+8 Officers
& Attach aFile...

o0 You will be directed to locate and select the file you want to insert. Once
you have located the document highlight it and choose “Select.”

Select File To Insert E”E

Look in: |@Cash v| 3 ¥ £° -

. B 12-24 stmtpdf|
L"é | 12-26 Recondiiation pdf
My Recent t 12-31 bank statement.pdf
Documents . Bank account flow. pdf
= | check register 80237891, pdf
E "2 Check Register 80237904,pdf
T |check register 80237912, pdf
" Check Register.pdf
"\ Dally Bank Recs.pdf
7 |Dec 08 Bank Rec.pdf
" Jan 0% ank rec.pdf

Deskiop

My Documents

| Specialty Dec bark stmt.pdf Type: Adobe Acrobat Document
- s File Size: 232 KB
=2 &epedalty Jen barksrecpdf Modified:2/24/2008 3:53 M
My Computer
> File name: |12—21 stmt.pdf i | [ Select
My Netwok | Fiag of type: | Adobs POF Files pdf) v [ ceneat |

o The following box allows you to choose where the pages should be
inserted.

Insert Pages &|

Insert File: Daily Bank Recs.pdf

Location: | After w
Page
£ Before

JFirst
O Last

(&) Page: 1 of 7

[ OK l [ Cancel
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Pages can also be inserted or replaced by dragging thumbnails from one
document to another.

0 Have both documents open on your screen with the thumbnails displayed.

o0 Choose the pages from one document to be added to the other using the
thumbnails.

o Drag the thumbnails from the first document to the correct location in the
thumbnail pane of the other document. A line will appear between the
pages of the destination document to show where the inserted pages will
be placed. The pages will be inserted when you release the mouse
button.
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o To replace a page, drag the pages from the first document into the
thumbnail pane of the other document and place the cursor over the page
number of the page to be replaced. The selected pages from the first
document will be inserted and the selected page from the destination
document will be removed when you release the mouse button. OR

r

0 Select “Document — Replace Pages” and follow the prompts to select the
replacement pages.

] Binder1.pdf - Adobe Acrobat Standard

File Edit View JaiftuCidl Comments Forms Tools Advanced Window Help

:_'3 Create PDI Header & Footer

= ~
tu,:] Start Meeting ~ |ﬁ Secure f Sign + ‘;;) Review & Comment =

Background 3
L L’?ﬂ Watermark y & Q_? = Bl 130% IEI Iid
Insert Pages... shift+Ctrl+I Complete
53050 Hwy 212, Buffalo Lake, MN 55314 Mailing P.O.
Extract Pages. .. Address
Replace Pages...
- . Is the respondent
Delete Pages. .. Shift+Ctrl+D {
<l o Number (320) 833-5301 registered?
Crop Pages... Shift+Ctrl+T (320) 833-5320 D c
Rotate Pages... shift+Cirl+R Character of Os
i Corporation Business
&5 Scan to FOF... anization P Ele
Optimize Scanned POF First Name Last Name Title
OCR Text Recognition 3
William (Bill) Gilger President
Reduce File Size...
Examine Document... Gordon Reisinger [Vice President
Add Bookmark Cirl+B Officers
A Attach a File. ..
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Unwanted pages can be deleted by selecting “Document — Delete Pages” and
specifying the pages to be deleted, or by selecting the pages, right clicking, and
selecting delete.

Binder1.pdf - Adobe Acrobat Standard

File Edit View Ea\aly=i8 Comments Forms Tools Advanced Window Help

- | Create PDI Header & Footer D @ Start Mesting = ﬁ Secure T f Sign = ‘9 Review & Comment ~

2

Background 4 1 —
- " J1& o€ - il |
@ [ Watermark 4 5 S—? I\"’k I\J I\J td i
Insert Pages... Shift+Ctrl+ Complete
53050 Hwy 212, Buffalo Lake, MN 55314 Mailing P.O.
Extract Pages... Address
Replace Pages. ..
I:I> ; Is the respondent
Delete Pages... Shift+Ctrl+D
) = g Number (320) 833-5301 registered?
Crop Pages. .. Shift-+Ctrl+T (320) 833-5320 e
Rotate Pages. .. Shift-+Ctrl+R Character of Os
izati Corporation Business
&4 Scan to POF... anization p e
Optimize Scanned POF First Name Last Name Title
OCR Text Recognition L4
William (Bill} Gilger President
Reduce File Size...
Examine Document. .. Gordon Reisinger Vice President
Add Bookmark Cirl+B Officers
4 Attach a File...

o Youll e drecied to locae and seect fe e you mant 15
79 ave Iasaled the document HghiGht i an chosss “Selest

o Insert Pages...

Extract Pages... .
Replace Pages... =
Delete Pages...

Crop Pages...
Rotate Pages...
Page Transitions...

Number Pages...

Print Pages...

| Embed All Page Thumbnails
L—— Remove Embedded Page Thumbnails

Reduce Page Thumbnails
Enlarge Page Thumbnails

Page Properties...

= —

& a3 omae 2w antne s
— T actest the 530N MeNU, Ak T4 SECTND 0N 0N TE & 01 e feree

@9 12 e page o e ook
(the miccie ane wih the sear). T wil a0 a bootman whch can begleen ¢
e
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Editing Text

It is possible to edit Word and Excel documents within the Adobe file. To edit text,
select “Tools — Advanced Editing — TouchUp Text Tool.” If extensive edits are needed,
it's easier to make them in the original format (i.e. Word or Excel) and then replace the
pages in the Adobe file.

' Case File Instructions.pdf - Adobe Acrobat Professional
File Edit View Document Comments Forms Tools Advanced Window Help

ﬁ Create PDF = :@ Combing Files ~ @ Export ~ @ Start Meeting - ﬁ Secure * j Sign ~ Forms ~ _‘? Review & Comment ~

OB e MmO Goo= - w4l - R R ES @B G0
-—'vmmmmnww

il
Link Tool ’_ﬁ:hup Text Tool
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Bookmarks
Bookmarks can be used to make it easier for users to navigate through the document.

e To access the bookmark menu, click the second icon on the left of the screen
(see diagram below). Click on the bookmark icon (the middle one with the star).
This will add a bookmark which can be given a specific title. The location will
automatically be assigned to the page displayed.

g NSB Exhibits. pef - Adobe Acrobat Standard

Fe Edt Yew Doment Comments Forms Tools Acvenced Window Hep

-

o Craabs POF = "l:-i;:-'::-'nreff = i_‘ Export = E___J Siarl Ilfr;_!- a Ge

“-l_.,-.-_-rpd‘_'i C NN mu"g L&

e Click on the bookmark icon again to add another bookmark.
Organizing Bookmarks

e You can assign the correct page to a bookmark two ways.
o Go to the page you want bookmarked and click add the bookmark icon.
Edit the title as you go.
o Insert all of your bookmarks, edit, and organize them (See
grouping/indenting below).
= Select a bookmark
= Navigate to the correct location in the document for that bookmark
= Right click on the bookmark and choose Set Destination.
e Grouping/Indenting Bookmarks: You can group bookmarks into logical units for
your case file.

|_ Bookmarks
LI~ " £
=5 Section 1

[l Exhibit A

&
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o To indent a bookmark, select it and drag it up until a line with an
arrowhead appears under the bookmark you want to make the main
bookmark for the section. Any bookmarks added after indenting will retain
the indention.

Bookmarks

[T~ " C
= [ﬂbSectinn 1

o
K| Exhibit B

| Untitled

o To bring a bookmark back out a level, select it and drag it to the previous
bookmark that is at the level you want the current bookmark. Verify that
the arrowhead is at the correct level.

Bookmarks

[T " C

Exhibit A
E| Exhibit B
& Untitied

Viewing Bookmarks

¢ To have the PDF open with the bookmarks showing, save the file with the
bookmarks showing. The bookmarks will appear if user preferences are set to
“Restore last view settings when reopening documents.”

e To set the user preferences, Select Edit from the menu bar, then select

preferences, document, and click the “Restore last view settings when reopening
T x|

Comgres o e
Commarery = memnnnmnmv—M
| | 5 s v g bt i

F Open (roea otk . e sk
5 S fape st 1 e s g e okt

= o

e

S smrn
FF actmmascaly waes docmerd charges = pemparwy e ey [ seutes (1)
F Save b st o Pt e e

Lamere Docmer
T fxarrne shoeumerd wiee, s documert
™ Raaese docment b g cocmarst by gl

skt Cragton Bt Vs i

-';'" ‘ Llj [l 7 —
documents” box. = =
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Footers

Footers can be added in Adobe to identify the document source and insert page
numbers. To insert footer select “Document - Header & Footer — Add.” Select OK at
bottom of screen when you are finished formatting the headers and footers.

i La A at ¥
File Edit View | Document Comments Forms Tools Advanced Windo

ﬁ Create PDF - éi Header & Footer Add...
Y = = Background »  Update...
s L= Watermark > Remove...

Insert Pages... Shift+Ctrl+I
Extract Pages...
Replace Pages...
Delete Pages... Shift+Ctrl+D
Crop Pages... Shift+Ctrl+T
Rotate Pages... Shift+Ctrl+R

& Scan to PDF...
Optimize Scanned PDF
OCR Text Recognition 4

Reduce File Size...
Examine Document...

Add Bookmark Ctrl+B
& Attach a File...

Note: if a footer already exists on the document you may need to choose “Update.”

e There are three footer boxes you can type in based on where you want the text
(or page number) to show up on the page.
o To insert page numbers, click in one of the Footer Text boxes then click
“Insert Page Number”
o If you need to reposition the footer margins that can be done in the upper
right of this screen.

Add Header and Footer x|
Saved Settings: I vl Delete | Saye Settings... |

rFont Margin {Inches)
Mame: IAnaI ;I Sige: IS ;I Hl . Top: [0.5 ﬁ Bottom: [0.5 =
;}«b Dearance Options...; Left: IT:I Right: IT:’
Left Header Text Center Header Text Right Header Text
Left Footer Text Center Footer Text Right Footer Text System enters code

P B
|:<1>> < ] when Insert Page

Number is selected
Insert Page Number | Insert Date | @?age Mumber and Date Farmat. ..

| Preview

Preview Page |1 i’ of § )*?ge Range Cptions...
-
M T

\

|
___________________________________________________ [
T
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0 You create separately numbered section in the document by using the “Page
Range Options” and “Page Number and Date Formats” together.

o Inthe “Page Number and Date Format” menu you can choose the page
number you want to start with.

x|

Date Format:  |qujs! -

Page Mumber Format; I 1 ;I

Start Page Mumber: |1

QK I Cancel

=
=
|

o Inthe “Page Range Options” menu you can specify the page range.

Page Range Optic x|

™ Pages from: Il_ﬁ to: IB_ﬁ

Subset: I.-?-.II pages in rangs - |

| oK I Cancel |

o0 Inthe “Appearance Options” menu you can select “Shrink document to avoid
...”. This option ensures that the header and footer information will always be
seen even on pages with oversize graphics.

Appearance Options X|

- Shrink document to avoid averwriting the document's text and graphics:

[™ Kkeep position and size of header/footer text constant when printing on different page sizes

Ok I Cancel

Page
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Hyperlinks
Hyperlinks make it possible to jump to different places in the document. Hyperlinks are
also a good way to make it easier for users to navigate through the document.

e To add a link, select “Tools — Advanced Editing — Link tool.” You can also make
the advanced editing toolbar visible by right clicking on a blank area of the
toolbar and selecting Advanced Editing.

e After selecting the Link Tool, use the mouse to draw a box around the area
where you want the link.

e A menu will come up allowing modifications to the appearance of the link.

x|

rLink Appearance

Link Type: \ﬁsible Rectangle R4 l Line Style: ISolid - l
Highlight Style: IIn'-.-'ert - l Color: -l
Line Thickness: IThin - l

rLink Action

' Go to a page view

" Open a file
= Open a web page
 Custom link
Help | Mext I Cancel |

e To link another page in the same document, make sure the Link Action selected
is “Go to a Page View” and click Next.

e You are then prompted to go to the place in the document you wanted linked and
click “Set Link.”

Create Go to View |

Use the scrollbars, mouse, and zoom
tools to select the target view, then
press Set Link to create the link
destination,

Setlink i Cancel

e If you have already set up bookmarks, you can easily hyperlink your index pages
by using the bookmarks to navigate to the appropriate pages.

After setting a hyperlink (or editing text) the computer will stay in that mode until another
action is taken. The “hand” tool can be selected to escape the previous mode.

File Edit View Document Comments Forms Tools Advanced Window Help

=169 =Y [ =y -
4 | Create PDF ~ I:I'-’_Ll; Comkine Filez - @J Export - un:AF_] Start Mesting - ﬁ Secure ~ f Sign = j Review & Comment ~

= EE] @ 33 ]iso Ik i‘_”} € | ® ® 2% |- i o [ .

— <
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Upload to ECM
e Inthe ECM folder, select the “Documents” tab and click on “Add Document.”

USIDA united states Department of Agriculturs

———mas Packers and Stockyards Workflow
| i
Home | Inbox : About : Newsroom : Help | Contact Us : Logoff

Control Number 2469 Status Active Security Level Limited
Folder Owner [PsPiRO |
Folder Created: 03/05/2009 Related Folders: ~|Go] .- |
Business Entity: Sugarcreek Livestock Auction, In:.lIlREEIIDﬂ? MRO
DBA: Registration Status: Registered-Active
Mailing Address: P.O. Box 452 Entity Type: Market Agency

Sugarcreek, OH 44631 Contact:

| anDbocs |[anFolders | Contact Phone:
Process: Enforcement [T e [ Certified Letter | [ Milestones |
Process Category: Financial Violation Lead Agent: Khristan Kaufman >
Date Received- 03/05/2008 Starting Factor: Agency Initiated
Date Started: 03/05/2009 FPrimary Reason: ‘ Salvency ~
Process Due Date: 04/02/2009 Enforcement:
Date Completed: Closed By-
Process Status: Started

Heold Expiration Date:

[ [oocument Tyoe Document Title Author Last Modified | vers:
doc NOV - Motice of violation Insolvency Sugarcresk OH 3-5-09 George Pulwicz 03/05/2009 1

mm—102150r-nx;uoélm—|zm==r70=

« | 1D]]
Showing 1 -1 of 1
[ Check Out I || Doc Security || Send E-Mail |
| || Open or Save Copy ‘ | Doc Templates || Remove Doc ‘
| Add Document | | List All Versions ‘ | Doc Indexes | | Move Doc ‘
- /
/4 |[ Bar Code Sheet || Security i Refresh |
[ |[ Print Folder ] Admin || save and Close || Close |

[ Quick Print
Folder locked for editing by Khristan Kaufman[Khristan M Kaufman@usda gov] on 03/05/2009 11:59:04 AM CST

| Y FoLa | & bility Ststement | Brivecy Policy| Mon-Discrimination Ststement | Infermation Quality | FirstGow | AMS

e Select the appropriate description on the “Document Type” tab.
e Fill out the “Document Title” field (in accordance with naming conventions).
e Click on “Browse” to search for the saved file you are trying to add.

e Select “Add Document” to attach it to the folder.
o Large files may take awhile to attach, but we've been told ECM should be

able to handle 100mb uploads.

US DA United States Department of Agriculture

== Packers and Stockyards Workflow
= | Y

Add Document

Madule: GIPSA
Contral Mumber: 2469
"/'.Jncument Type: |Abbreviated Investigation Report v|
‘,Jucument Title: | |
Author: Khristan Kaufrman
Document Security: Default
File Location: | |@rowse...

| Add Document || Close | \‘/X

[ Add Multiple Documents
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