Adobe Acrobat - Version XI

CHAPTER1 GETT'NG STARTED

INFocus

WPL_AC81
Acrobat allows you to open and view files created from a myriad of
programs. It also lets you convert content from many disparate
sources into a common file format: a portable document format,

or PDF, while preserving the exact look and content of the original,
complete with fonts and graphics.

Once converted, Acrobat provides a plethora of tools and features
for editing, organising, searching, linking and collaborative
functions.

To provide universal access to PDF documents, Adobe offers a free
program, Adobe Reader, so that anyone can view a PDF file.

In this session you will:

gain an understanding of Acrobat and PDFs
learn how to start Adobe Acrobat XI

gain an understanding of the Acrobat interface
learn how to open a PDF file

learn how to use menus

learn how to use toolbars

learn how to use the task panes

learn how to use the Navigation pane

learn how to exit Acrobat.
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ACROBAT AND PDFs

Who thinks that Acrobat only allows you to view, Adobe Reader is only one component of Adobe
navigate and print PDF documents? Wrong! That Acrobat. Other programs are included with Acrobat
is what the Adobe Reader software (freely Suite that provide you with tools for creating and
available on the Adobe website) allows you to do. working with PDF documents.

What Is Adobe Acrobat?

One of the great frustrations of computing is receiving a document or picture and not being able to
view it or print it because you have neither the program that created it nor a program to adequately
convert it. Well, here’s your answer.

Adobe Acrobat was created to act as a universal recipient, accepting many file and graphics
formats, regardless of the application or platform in which they were created, for conversion to its
Portable Document Format (PDF). And once a document is converted to a PDF file in Acrobat, a
myriad of features and benefits can be universally applied. For example, using Acrobat you can:

e combine several documents into a single PDF document

e reduce the file size associated with documents by selecting one of several PDF file
compression levels

e share PDF documents among several reviewers using acrobat.com and use commenting
and marking-up tools (acrobat.com is a server-based system which allows you to upload or
share files)

e create tables of contents and indexes

e provide document security using passwords, encryption and digital signatures
e create electronic forms

¢ insert multimedia (Acrobat Pro and Acrobat Suite users only).

What Is Adobe Reader?
Adobe Reader is a tool found on most computers that lets you view PDF files, as well as providing
some other functionality. For example, using Reader you can:
e view PDF files
e work with acrobat.com to upload or share files
e save copies of PDFs as long as no security restrictions have been applied
e save PDFs as text.

What Is PDF?

PDF, or Portable Document Format, is a universal file format that was developed by Adobe
Systems for preserving the fonts, formatting, layout, colours and graphics of any source document.

As the name implies, PDF files are portable. This means that if you create a page layout on a
Macintosh using fonts that are generic to Macintosh applications and then convert it to a PDF file,
you can view this PDF file, complete with the graphics and fonts intact, on a UNIX or Windows
machine. Multiplatform compliance (for example, being able to share files across different
computers) is one of the great advantages of PDF files.

PDF documents are compact, and can be shared, viewed, navigated and printed exactly as intended
by anyone using the free Adobe Reader.

PDF is the standard for the secure and reliable distribution and exchange of electronic documents
and forms worldwide.
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STARTING ACROBAT

When you install Acrobat, it will be added to the also be created automatically on the desktop during
All Programs menu under the heading Adobe installation. If you want a quicker way of starting
Acrobat XI Standard, Pro or Suite, depending Acrobat, you can create a shortcut on the Windows
on the program you have installed. An icon will Quick Launch toolbar.
A Adobe Acrobat Pro = =
Try This Yourself: Fe E Ter Thoer R
y @ Create ~ | @ B @ LEIF' B = ‘ ) 2z B & F Customize ~ |
Before starting this exercise [2]o] kO | we]-) | B B ek, S Coamen

you MUST ensure that your
computer is switched on...

Adobe’ Acrobat’ XI Pro

o Click on the Windows Start

; Open a Recent File Select a Task
button, located in the B open.. L creeror
bottom left corner of the L
screen, to display the Start T3 e
menu, then select All B CresteFom
Programs to display the ] Comine s no POF
Smeenu Get Documents Signed
Adobe Acrobat XI should . Easily Create FDF Files
appear in the menu... @ Gnyone can vew them with Adope

Reader.

Learn How

e Select Adobe Acrobat Xl
Standard, Pro or Suite to

open the application e
After a few moments, the

Acrobat XI Welcome
Screen will display with

Note: If your computer is running the Windows 8 operating system, it

opf[ions allowing_ you to may not have a Start button. In this case, you have several options
qu_lckIy ahd easily open an for starting Acrobat from the Windows 8 Start screen.
existing file or create a new  You can begin typing acrobat and then click on Acrobat on

one the Results screen.

e You can right-click anywhere on the screen, click on All apps
in the App bar at the bottom of the window, and then scroll to
and click on the Acrobat tile.

e You can click on the Acrobat tile if you have pinned it to the
Windows 8 Start screen.

For Your Reference... Handy to Know...
To start Acrobat: e When you use a program frequently, its icon
1. Click on the Start button will appear on the left side of the Start menu.

If you want to ensure that the Acrobat icon
always appears at the top of the Start menu,
you can pin it there by right-clicking on the
Acrobat icon on the Desktop and selecting
Pin to Start Menu.

2. Select All Programs > Adobe Acrobat Xl
Standard, Pro or Suite
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THE ACROBAT INTERFACE

Acrobat XI continues to present a more
simplified, uncluttered interface, as first seen in
Acrobat X. This is achieved by incorporating most
of the tools in the Tools panel area. Using the

Adobe Acrobat - Version XI

Tools panel area, along with the other screen
elements such as the menu bar, toolbars and
Navigation panel, you are able to use Adobe
Acrobat to create, edit and distribute PDF files.

Title bar ———— ™ AC81 Started_1.pdf - Adobe Acrobat Pro - o
Menu bar || File Edit View Window Help %
f{\l‘ Create + | @ =l @ @ @ ‘ -@_}1 e Eg % E@\j Bb @“ Customize = | *‘
Toolbar area — »[]:200 | XNFl| = * - Tools | Sign | Comment
— - =]~
] @ Page Thumbnad  [c] (2] v Content Editing -
L [F B | & History Of Tea T} Edit Tet & Images
O ——
;:I:i\rglsgatlon é -~ Add Text
R —————— Add Image
Options || A Tea sty - India & ExportFileto...
menu More Content
L &P ~dd or Edit Link
Pages panel 5t o sbced bl [P AddBookmark

Navigation pane
(currently

showing the
Page
Thumbnails
panel)

Title bar

Menu bar

Toolbar area

Task Pane
tabs

Navigation
pane

Document
pane

= of
archivactuee ichasekl] developed sescificaly T "bea houses”.

Tea Story - Europe

T reactied Euroges from Chikss and Lapass in 1610 whes Dutch traders brought leaves back i &
" ongsde spices s slks.

1 o tabies o Evnglaet

el LariTs by Blegally isgorting.

8.27x11.69 in <

& AttachaFile

» Pages

» Interactive Objects

» Forms

» Action Wizard

» Text Recognition

» Protection

» Print Production

——Tools, Sign
and Comment
panel tabs

I Task panels

Document
pane

Contains the name of the open document along with the Minimise, Maximise and Close
buttons for the window. You can move the window around by dragging the Title bar.

Contains tools for Acrobat, grouped into functional categories.

Toolbars contain commonly-used tools and commands for managing PDF documents. By
default, toolbars appear docked in the Toolbar area. Many additional tools can be found

in the Tools pane.

Clicking on one of the three default task pane tabs (Tools, Sign and Comment) will open
the relevant task pane on the right side of the screen. Contained within these task panes
are task panels which contain options relevant to that particular task pane. By default, the
panels are collapsed and the task pane is closed with only the task pane tabs displayed.
As you can see in the above example the Tools pane is open with the Content Editing
panel expanded, while the other panels below are collapsed.

The Navigation pane is an area of the workspace where you can display different
navigation panels that allow you to browse through the current PDF document. There are
four navigation panels - Pages Thumbnails, Bookmarks, Attachments and Signatures.

Each panel has its own Options menu.

Displays the open PDF document.
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OPENING A PDF FILE

You can open PDF files in Acrobat using
techniqgues common to other Windows programs.
For example, using the File > Open menu
command, you can select the file you want to

open from the appropriate folder. You can also
open a PDF by double-clicking on its filename in
Windows Explorer or by double-clicking on an icon
on the desktop.

Try This Yourself:

Before starting this exercise
you MUST ensure that
Acrobat has started and the
Welcome Screen is
displayed...

Click on Open... in Open a

. <« Hard..,

Organize + New folder

> Libraries

> M; Homegroup
4 M Computer

» Course Files for ... v &

I iy Hard Disk (C3)

>y RECOVERY (D:)
» £ty DVD RW Drive (E)
> 2 Elements (F:)

Open

FLACET Started_1,pdf

L ACE2 Viewing_1.pdf

L ACE2 Viewing_2.pdf

T ACS2 Viewing_3.pdf

L AC84 Combining_16.pdf
T ACE5 Modifying_1.pdf
FLACES Modifying_3.pdf

Search Course Files for Acrob... 2

By I @

T ACES Modifying_8.pdf

T ACE5 Modifying_9.pdf

L AC85 Modifying_10.pdf
FHAC85 Modifying_12.pdf
FH1AC85 Modifying_14.pdf
L ACS5 Modifying_15.pdf
FHACES Madifying_16.pdf

Recent File in the Adobe ’g Emmlkp | FLIACES Modifying_4pdf  TEACES Modifying_17.pdf
> ontrol Panel - o
pane to display the Open § Recycle Bin Faces Mod!fy!ng_s.pdf Haces Mod!fy!ng_w.pdf
. X = L ACES Modifying_6.pdf T ACES Modifying_20.pdf
dialog box, thgn navigate to T ACES Modifying Tpdf  THJACSS Madifying_21.pdf
the Course Files for >
Acrobat Xl folder File name: v | Adobe PDF Files (*.pdf) v
You can also open this dialog Open from Online Account > Conee
box by clicking on File then - — -
selecting Open ... a
9 Click on AC81 Started_1.pdf
then click on [Open] T AC81 Started_1.pdf - Adobe Acrobat Pro = =
File Edit Wiew Window Help *
e Click on Page Thumbnails Bee: | B P @B D | @OF DB BT cmome - | e
in the Navigation pane on W NE | @@ | R e —
the left side of the application PRI A— B
window, to display the Page ==
Thumbnails panel e History Of Tea
; &g e e g s i,
Page thumbnails make e g e i o e
navigating the document & s 2 o
. tes, only to water as humanity’s most
eaSIer drunk liquid, was born.
7 ’ Tea Story - India
ooy e ey et
b oot Ve
z Tea Story - Japan
e e e :
Such purity of form and expression prompted nd nd
special form of architecture (chaseki) developed specifically for "tea houses”.
Tea Story - Europe
For Your Reference... Handy to Know...
To open a PDF document: e The keyboard shortcut for displaying the
1. Click on Open... in the Adobe pane or click Open dialog box is [ctr1] + [ ].
on Open file e By default, when opening a document, its
2. Select the Look in folder and click on the width will fill the screen horizontally.
desired file
3. Click on [Open]
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USING MENUS

The menu bar contains commands that enable
you to perform operations in your document.
Acrobat XI features the abridged menu bar as
first shown in Acrobat X. Many of the commands

o Eile Edit %ﬂindow Help
Rotate View 4

(previously accessed through the menu bar) are
now available in the Tools panel. The options that
remain in the Acrobat XI menu bar are considered
the most commonly-used.

Try This Yourself:

Continue using the previous

Page MNavigation

m .
E 2 file with this exercise, or open Eage Display
0 the file AC81 Started_1.pdf... ST
. . Tool Sets
o Click on View on the menu bar
to display the View menu —i
. Sign
Notice that a few of the menu c
. . emment
options have an arrow to their
Show/Hide

right. This indicates that they

have a submenu. Notice also 7] Read Mode Cirl+H
that some of the options have [ Eull Screen Mode el

an icon to their left, indicating
that the option is available on a
toolbar...

Click on View again or press
@ to deselect the menu
You can also access menu

commands using the
keyboard...

[Br Tracker...

Read Out Loud

Compare Documents...

File Edit [ Window Help

Rotate View

Page Navigation

e Hold down [At] and press [V ] Eage Display
to display the View menu R
again Tool Sets
o Hold down [ai] + [T ]+ [V]to
display the Tools submenu, as i Eaes
shown Comment Interactive Objects
- Forms
q Show/Hide =
o Click elsewhere or press Esc] — 1 AcionWar
twice to deselect the menus «| Read Mode tri+ Text Recognition
@l Full Screen Mode Ctrl+L .
Protection

@F Tracker...

Read Qut Loud

Compare Documents...

Document Processing
Print Production
JavaScript
Accessibility

Analyze

For Your Reference...
To access menu commands:

e Click on a desired menu option to select it,

e Hold down @ and press the underlined
character in the command, or

or

e Press the keyboard combination — these are

shown to the right of menu options

Handy to Know...

¢ Right-clicking on the screen or on an object
that you wish to change will display a
shortcut or context menu. This menu
displays commands relevant to the selected

item.

e You can hide the menu bar by pressing @
Press @ again to redisplay the menu bar.
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USING TOOLBARS

By default, Acrobat displays several toolbars in
the toolbar area at the top of the window. You
can display and hide toolbars, customise the
toolbars by adding or removing tools, access

Adobe Acrobat - Version XI

functions, plus more. Toolbars in Acrobat XI are
abridged and only include the most commonly used
tools; the full complement of tools being found in
the Tools, Sign and Comment panels.

Try This Yourself:

Continue using the previous
file with this exercise, or
open the file AC81
Started_1.pdf...

Same
File

Point to a tool on any of the
toolbars— a tooltip will
appear describing the tool

Click on Open file to display
the Open dialog box, then
click on [Cancel] to close it

Click on the drop arrow for
Create — a menu will appear
showing the relevant options
— press [esc] to close the
menu

Right-click on any grey area
of the toolbar area to display
a context menu and point to
File — a submenu displays
the File toolbar tools and
options

In the context menu, point to

Page Navigation then select
First Page to add this tool to

the Page Display commands
on the toolbar

Repeat step 5 to select
Reset Page Navigation
Tools to remove the First
Page tool

™

File Edit View Window Help

AC81 Started_1.pdf - Adobe Acrobat Pro

@Crﬁte'|@>a@%@ @@@%@@)@

EEI

@ Page Thumbnails

P = | =
@Create' |@D Roﬁm&_ 'ﬁ%@@@@)@
., /2 | @ Page Navigation L4 Tools
Page Display L4
o ‘ Select 8 Zoom L4
v [ Qpen
Edit L\\’ Fow Save
@j Touch Mode v = Print

v [27 Add Text or Signature

@ Edit Current Tool Set...
W Send File...

Properties Bar Ctrl+E

Show All File Tools

Hide Toolbars F8
Alt+F8

Reset File Tools
Reset Toolbars

Rrate- | D E R H| oD B &

G- Ne|e®=|HB

Roete- | D O RXEH &b R T
MG |= @[« HB

For Your Reference...
Regarding toolbars, you can:

e Click on a tool to open a function, or on the
drop arrow to display a tool’s submenu of ,

options

¢ Right-click on a toolbar, select the toolbar

Handy to Know...

e You can display or hide all toolbars (but not
the menu bar) by pressing @
You can drag any tool from the Tools, Sign

or Comment panels into the Quick Tools
toolbar to add it there for easy access.

and then select the tool(s) to hide or display,

or reset the default toolbars tools.
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USING THE TASK PANES

The Comment pane contains commands related to
using comments in a document and the Sign pane
enables you to sign and certify a PDF and send a
document to others.

There are three task panes: Tools, Sign and
Comment. Many of the commands previously
found in the Menu bar are located in the Tools
pane — this is an area that you will access often.

] o Adobe Acrobat Pro = =
Try This Yourself: x
T Continue using the previous 0 & @ :Cummizf . | B
%E file with this exercise, or open Tools | Sign | Comment
(%) : E

the file AC81 Started_1.pdf... =

» Content Editing

Click on the Tools tab on the
toolbar to display the Tools

» Pages

» Interactive Objects

pane

Panes contain collapsible
panels — groups of commands
organised under headers...

peen around for centuries and it all began in
mperor Shen Nung, & scholar and herbalist, was
'z & breeze blew the topmost leaves of a nearby
= and prodaimed that this liquid was both

and second only to water as humanity's miost

» Forms

» Action Wizard

» Text Recognition

» Protection
Click on Content Editing to
expand the panel — by default, prame.
only one panel of options will erousty e 0 fllg aslep, Bocichatm
be displayed at a time
Click on Content Edltlng to e Tools Sign Comment e Tools Sign Comment
— Elx Elx
CO”apse the panel ¥ Content Editing » Content Editing ~
Click on Show or hide panels 3 et Text & Images > Pages

in the top right corner to > Interactive Objects

. [T] Add Text
display a menu [z] ~ Forms
Add Image
You can see there are more &) bt Fieto.. . B creste
panels you could display... o e
More Content
@ Distribute

Click on Print Production to
display this panel

&P Add or Edit Link
E More Form Options A

[:P Add Bookmark

+ Action Wizard

Click on Show or hide panels
and select Allow Multiple
Panels Open

é Attach a File
» Text Recognition

© 0

» Pages » Protection

b Interactive Objects ¥ Print Production

Click on Forms to display the

o c s (@ Preflight
panel contents » Action Wizard
» Text Recognition ﬁ+ S
The Print Production pane has — = IR EditObject
. . rof on
not been collapsed this time _
Ii'l Flattener Preview
and a scroll bar appears,
enabling you to scroll through ) Convert Colers
the options More Production
% Set Page Boxes
w 3 w

For Your Reference... Handy to Know...

To use the task panes: e The task panes cannot be resized in width.
e Click on a task pane header to show/hide the ¢ To hide the task pane, click on the name of
pane the active task pane.

e Click on a panel to expand/collapse the panel

e Click on Show or hide panels for additional
options
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USING THE NAVIGATION PANE

When you first open a PDF file, the Navigation and an Options menu relevant for each icon, are
pane will be closed with only the icons visible available at the top of the Navigation pane. Each
down the left side of the window. You can open icon offers extended functionality, such as
the pane, alter its width and close it again. Tools navigating the document with the Pages panel.
A @ Bookmarks |E| |I| D Page Thumbnails E E|
Try This Yourself: o e —
P P Ees
Before starting this exercise you
= ! 4 4
22 MUST open the file AC81 | e “
@) steeped in mystery
StartEd_l-pdf- - loZ and intrigue, has L7
. . . been around for
o In the Navigation pane, click on centuries and it all
Bookmarks to display the =HF And tea, officially
mankind's favourite
Bookmarks panel hot beverage and
P second only to water
;ou can also topen panels using as humaritgf@host
€ menu system... [F Tea Story - India
9 Select View > Show/Hide ' Tea Story - Japan -
Navigation Panes > Page o ;eaft‘l?w—
Thumbnails to open the Page B
Thumbnails panel — a bit
laborious!
e Hover over the border between
the Navigation pane and .
R . Page Thumbnails
Document pane until the pointer e L) P .
changes to a double-headed (] B & e o History Of Tea
arrow, then drag to the right to
widen the Navigation pane — &
release the mouse button
7
o Repeat step 3 to drag the border
to the left side of the window, . ]
then release the mouse button ! :
Only the icons will be visible... M
o Click on Page Thumbnails to
expand the Navigation pane
and open the Page Thumbnails
panel
Click on Close in the top right History Of Tea
corner Of the NaVIgatlon pal’]e Te.a, the brew steeped in mystery and intrigue, has been around for centurie
to hide the pane NSOl A i
tree into the pot. Shen tasted the beguiling beverage and proclaimed that th
delicious and invigorating.
And tea, officially mankind's favourite hot beverage and second only to wate

drunk liguid, was born.

For Your Reference... Handy to Know...
To work with the Navigation pane: ¢ Inthe Navigation pane, click on Options to
desired icon the selected icon.

. . e If you want to delete a page in a PDF, click
o Clegzilie g alien pane by e o on its thumbnail in the Page Thumbnails

the same icon again or by clicking on Close panel then click on Delete Pages. You can
o Drag the right edge to adjust panel width also press [¢].
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EXITING ACROBAT

When you have finished working with a PDF them when you choose to exit, Acrobat will ask you
document it is important to exit correctly — if you whether or not you want to save them prior to
don't, you may lose data. If you have made exiting.

changes to the document and have not saved

) a o AC81 Started_1.pdf -
Try This Yourself: P it View Window Help
i i i % Open... Ctrl+0
() @ Continue using the previous B Creat N @ @ | @ @ @ @ E‘
£ 9 . . g 5 reate Enpae—
Si file with this exercise, or open =) (&) |
the file AC81 Started 1.pdf... Save B
Save As... Shift+ Ctrl+5
o Click on File > Exit Save As Other... »
If you have made any changes A=
to the PDF document, Acrobat [ Get Documents Signed...
will prompt you to save the Revert
changes. In this case we Close Ctrl+W
s ) 3 g ted in London’s COFFEE h -
haven't so the application will Propertics. o I ruesien intondons ouses
close |mmEd|ate|y - 18th century, England imported 200,000 pounds of 4
@ Print... Ctrl+P r two million. Tea replaced ale and gin as Britain's m
1 CAAACE! Started_1.pdf ustries, from tea gardens to English pottery and porc
ry, the British Empire had helped make tea a daily dr
ﬁ — up tea plantations in India.

For Your Reference... Handy to Know...
To exit Acrobat: e You can exit Acrobat by clicking on Close in
1. Click on File > Exit the top right corner of the application
window.

2. Save your file if prompted
e You can use the keyboard shortcut @ + @
to exit Adobe Acrobat.
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VIEWING AND PRINTING PDFs

INFOcus
WPL_AC82

Both Acrobat and Reader offer many tools that let you find, view
and navigate PDF documents.

Once found, you can open and view a single PDF in several
configurations, as well as open and view multiple PDFs on your
screen.

If you require a hard copy of your PDF document, you can specify
various printing options, preview it and then send it to your printer.

In this session you will:

v

AN N N N R N

\

gain an understanding of the various navigation tools in
Acrobat

learn how to use the navigation tools

learn how to change the view of the document

learn how to use the Zoom tools

learn how to split documents into multiple views

learn how to work with multiple open PDF documents

gain an understanding of some of the main options in the
Print dialog box

learn how to print a PDF document.

© Watsonia Publishing
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NAVIGATING PDFs

Acrobat provides numerous methods for Page Navigation toolbar, or jump to a specific
navigating a document. For example, you can page using the thumbnails in the Pages panel of
scroll through a document using the scroll bar, the Navigation pane.

you can ‘turn the pages’ using the tools in the

The Navigation Pane

The Navigation pane provides panels identified by an icon that categorise many of the elements
found in a PDF file, allowing you to quickly focus on the information you want. The panels let you
keep track of a document’s bookmarks, page thumbnails, signatures and attachments.

The Navigation pane icons that provide additional navigation properties

| Page Thumbnails D]
include: L)
Page Thumbnails of each page in a document appear in the Page W
Thumbnails Thumbnails panel (as shown). You can quickly display a &
page in the document pane by clicking on its thumbnail. L
Lol

Right-clicking on a thumbnail displays a context menu allowing
you to perform many functions on the document page.

Bookmarks Bookmarks let you jump to specific, marked areas or objects in
[:P a document or perform an action, such as a page view.
Bookmarks can be created from a table of contents, but they
can also be created by selecting text, graphics or portions of
graphics.

Navigation Tools

The navigation tools in the Page Navigation toolbar provide page-by-page Previous page  Next page
movement through a document: instant first page and last page access !

the Page Navigation toolbar and selecting the desired tool) and; page

|
(these tools are hidden by default and can be displayed by right-clicking on 3 [2
|

numbering information.
Current page

The Hand Tool

The Hand tool @}“ provides a ‘grabber’ hand that you can use to move Fit to window width and
within a document. To use this tool, you simply click and drag the page enable scrolling
around, to display the part of the document that you want to view — a bit like -

moving a page on a table. ﬁ E

The Hand tool works in conjunction with the tools on the Page Display :

toolbar. For instance, if you want to use the Hand tool to move smoothly Fit one fulllpage to
around the entire document, you must ensure that the Enable Scrolling window
tool is selected.

The Scroll Bars

When the content of a document is too large to fit in the document pane, vertical and horizontal
scroll bars appear. Your document can be viewed in either Enable Scrolling Mode which means
that when you scroll, the pages will move up or down smoothly from one to another and it is
possible to see the bottom of one page at the same time as the top of the next page. It is also
possible to make the scroll bar less smooth by activating the Single Page Mode, which then
scrolls in larger increments, so that when you scroll you move from one entire page directly to the
next entire page. In Single Page Mode, when you drag the scroll box, a thumbnail preview
appears showing you the page you are up to. You can also right-click on a scroll bar to display a
context menu. A handy menu option on this context menu is Scroll Here — this lets you move to
the content that is proportionately located along the scroll bar near where you right-clicked on it.
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