Adobe PDF Files

Portable Document Format (PDF)

PDF files are most appropriately used to encode the exact look of a document in a device-independent way. While the PDF format can describe very simple one page documents, it is also used for many pages, complex documents that use a variety of different fonts, graphics, colours, and images.

Converting a document to PDF format reduces the file size, sometimes considerably, and ensures that the document cannot be edited.  A reduced file size is often beneficial if the document is to be displayed on a web page or sent as an email attachment. See also: The Importance of File Size

Convert files created in Microsoft applications directly to Adobe PDF files without leaving the Microsoft authoring application.  The default Acrobat installation adds three ‘convert to Adobe PDF’ buttons to the toolbar that allow creation of  Adobe PDF files quickly and easily from within Microsoft Word, Excel and PowerPoint. An Adobe PDF menu is also added. Adobe files created using these commands and buttons preserve hyperlinks, styles and bookmarks present in the source file.

Convert files by right-clicking on the file, and choosing one of the Convert to Adobe PDF commands from the context menu.

In Windows XP, if the ‘Convert to Adobe PDF’ buttons cannot be seen in the MS application, choose View> Toolbars> PDFMaker 6.0

Create a PDF document from a Microsoft Office file

1. Open the file to be converted in its MS Office application (Word, Excel or PowerPoint)

2. For Excel, choose Adobe .pdf> Convert Entire Workbook to convert all worksheets into bookmarked pages in the Adobe PDF document. If this option is not selected, only the active page is converted.

3. Do one of the following:

· Choose Adobe PDF > Convert to Adobe PDF

· [image: image1.emf]Click the Convert to Adobe PDF button          on the toolbar

· Click the Convert to Adobe PDF and Email button on the toolbar
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· Click the convert to Adobe PDF and Send for Review button          on the toolbar.

The Microsoft file is converted to Adobe PDF. You can specify how converted files are named and where they are stored.

Note:  not all versions on MS Outlook have the following option:

Converting and attaching files in Microsoft Outlook

Acrobat adds a button to the MS Outlook application that allows you to convert files to Adobe PDF files and attach them to an email. The button is present only when the New Mail window is active.

1. Open a new email window and create your email.

2. Click the Attach as Adobe PDF button, select the file to convert and attach in the Choose File to Attach as Adobe PDF dialog box, and click Open. You are prompted to provide a filename and directory to save the converted attachment in.  Click Save to complete the conversion and attach the PDF file to the email.

3. If the file type cannot be converted to an Adobe PDF file, you will be asked if you want to attach the unconverted file. Supported file typed include Microsoft Office files, PostScript, image format files, text files and HTML files.

To Install Adobe Reader

The latest version of this software is available as a free download from Adobe

Download the latest version of Adobe Reader
However, this only allows the user to read Adobe documents, Adobe Acrobat must be purchased in order to make document conversions. 

To Purchase Adobe Acrobat

Software can be purchased from the ISG online store on the IT Service Desk page of Knet.

Alternatively, visit the Adobe Online store


CFE education units will be able to purchase the Educational version of the software at a reduced rate. Children’s Service units will have to purchase at the full rate.
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