ADOBE" ACROBAT" READER
PROGRAM ON-LINE GUIDE

his on-line guide contains all the information you need to use the
Acrobat Reader program. For installation instructions, system
requirements, and registration information, see the Installation Card
accompanying your software.

Click one of the following topics to jump to an explanation of that topic:

How to use this on-line quide

About Adobe Acrobat software

The Acrobat Reader window

Tools and buttons

Procedures

M enu commands




HOW TO USE THIS ON-LINE GUIDE

Use the following procedures to navigate through this guide:

Topic
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Click underlined text to jump to the topic indicated. Underlined
text indicates text that is “linked” to another part of the guide.

Click the Go Back button in the tool bar to return to your previ-
ous location.

Click the Next Page button in the tool bar to go to the next page
of the guide.

Click the First Page button in the tool bar to return to the open-
ing screen of this guide.

Double-click the page icon to the left of a bookmark name to
jump to the topic marked by that bookmark. Click the triangle
to theleft of abookmark to show and hide subtopic bookmarks.

Click the arrow button to jump to the next screen of any contin-
ued topic.

See Browsing through documents for more information on how
to page through Acrobat documents.




ABOUT ADOBE ACROBAT SOFTWARE

The Acrobat Reader program is part of the Adobe Acrobat family of soft-
ware that lets you view, distribute, print, and save documentsin Portable
Document Format (PDF)—regardless of the computer, operating system,
fonts, or application used to create the original file. PDF filesretain all the
formatting, fonts, and graphics of the original document, and virtually any
document can be converted into PDF.

PDF files can be created using PDF Writer, included with the Acrobat
Exchange program, or they can be created using the Acrobat Distiller

program. See the following topics for more information:

How the Exchange and Reader programs display fonts

Acrobat Exchange
Acrobat Distiller




HOW THE EXCHANGE AND READER
PROGRAMS DISPLAY FONTS

When the fonts used to create a PDF file are installed on your system, the
Exchange and Reader programs use those fonts to display PDF files. When
you do not have the fonts used to create a document, the program creates
look-alike substitute fonts. These substitute fonts are not exact duplicates of
the original fonts, but they are very close. Substitute fonts are also used
when you print the document.

While the Exchange or Reader program is creating substitute fonts, the cur-
Sor appears as a spinning letter “a.”

Note: If you open a PDF document and the original fonts are displayed in
Courier, the document may have been created using the Acrobat Distiller
program without accessto the proper fonts. Seethe Acrobat Distiller on-line
guide for detailed information on how fonts are reproduced in the Distiller.




THE ACROBAT EXCHANGE PROGRAM

The Acrobat Exchange program gives you the power to exchange PDF doc-
uments with other Adobe Acrobat users. In addition to the featuresin the
Acrobat Reader program, the Acrobat Exchange program provides the abil-
ity to add links, thumbnails, bookmarks, and notesto PDF documents and to
save and collate multiple PDF files.

The Acrobat Exchange program also includesthe PDF Writer driver, which
creates PDF files from any application by “printing” to afile when you
select Print from the application’s File menu. PDF Writer can be used to

successfully reproduce most documents as PDF files; however, for repro-
ducing EPS artwork, 24-bit images, or documentsthat use features available
only with PostScript printers (such as blends), the Acrobat Distiller is
recommended.
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Acrobat Exchange is available in single- and multi-packs. Visit your nearest Adobe Authorized Reseller to select what's right for you. Or call 800-87-ADOBE (800-862-3623). Outside the USA and Canada, contact your local Adobe distributor.


THE ACROBAT DISTILLER PROGRAM

The Acrobat Distiller program creates PDF files from virtually any docu-
ment that has first been saved as a PostScript language file. While PDF files
can also be created using the PDF Writer included with the Exchange pro-
gram, Acrobat Distiller is recommended for high-quality reproduction of
EPS artwork, 24-bit images, and documents that take advantage of features
only available on PostScript printers (such as blends).

TousetheDistiller program, users create a PostScript |language file and then
open thefile using the Distiller program. Thefileis copied and converted to
PDF and can then be viewed and printed by anyone using the Acrobat
Exchange or Reader program.

Adobe offers a Distiller program for single users and a Network Distiller
program that services any number of users over a network.
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Acrobat Distiller is available in personal and network versions. Visit your nearest Adobe Authorized Reseller to select what's right for you. Or call 800-87-ADOBE (800-862-3623). Outside the USA and Canada, contact your local Adobe distributor.


THE ACROBAT READER WINDOW

When you open afileinthe Acrobat Reader program, the document appears
in the window. Depending on how the document has been set up, you can
display bookmarks or thumbnails in an overview areato the left

of the document. (See Using bookmarks and Using thumbnailsfor more
information.)

Beneath the menu bar at the top of the window isthe tool bar; at the bottom
left of the window isthe status bar. Use the vertical scroll bar at the right of
the window to scroll up and down through a document. The overview area
of the window includes an independent scroll bar that you can use to scroll
through bookmarks or thumbnails.

See these topics for more information about the Acrobat Reader window:

Browsing through documents

Status bar fields and controls

Magnifying the page view

Tools and buttons

Menu commands




TOOLS AND BUTTONS

The tool bar contains tools for selecting, viewing, annotating, and linking
documents. Select atool by clicking the tool icon.

To hide or show the tool bar, choose Hide Tool Bar or Show Tool Bar from
the Window menu. The command alternates between the two options.

The tool bar contains the following tools and buttons:

Click the Page Only button to close the overview area of the
window.

Click the Bookmarks and Page button to open the overview area
and display bookmarks created for the document. Double-click the
page icon to the left of a bookmark name to jump to the location
marked by that bookmark. See Using bookmarks for more
information.

Click the Thumbnails and Page button to open the overview area
and display thumbnail images of each document page. Click athumb-
nail to jump to the page marked by that thumbnail. See Using thumb-

nails for more information.
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Use the hand tool to move a single document page
on-screen when the page does not fit within themain
window. Hold down the mouse button and drag the
hand tool in the direction you want to move the

page.
Use the zoom toolsto magnify and reduce the page

display. See Magnifying the page view for more
information.

.] Usethe text selection tool to select text in a docu-
‘] ment, which can then be copied to the Clipboard
using the Copy command. See Copying text to the
Clipboard for more information.

Use the browse buttons to moveto the first or last
page of adocument, or to moveforward or back one
page at atime. See Browsing through documentsfor
more information.




Usethe navigation buttonsto retrace your stepsthrough adoc-
ument, moving to each view in the order visited. See Browsing
through documents for more information.

.
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Usethe find tool to search for aword or part of aword in adoc-
ument. See Searching for words for more information.

Click the Actual Size button to display the page at 100 percent.
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Click the Fit Page to Window button to scale the page to fit
within the window.

Click the Fit Width to Window button to scale the page width
to fill the width of the window.
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STATUS BAR FIELDS AND CONTROLS

The status bar contains the following fields and controls:

<] [> Usethewindow splitter to adjust thewidth of the overview and
document areas. Hold down the mouse button and drag the con-
trol to where you want to divide the two areas.

The page number box displays the current page number and
lets you jump to a specified page in a multi-page document.
Click the page number box to display the Go to Page dialog box,
enter the page number you want, and click OK.
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Themagnification box displaysthe current page magnification
and lets you select from a menu of magnifications. Select the
magnification box and choose Other from the menu to display
the Zoom To dialog box. See Magnifying the page view for
more information.

Q_ 400 %




PROCEDURES

Click atopic nameto jump to the topic:

Magnifying the page view Using notes
Browsing through documents Using links

Using thumbnails Copying text to the
Clipboard

Displaying information
about a document

Using bookmarks

Printing documents

Choosing preferences

Keyboard Shortcuts

Searching for words




MAGNIFYING THE PAGE VIEW

Y ou can use the zoom tools or the magnification box in the status bar to
change the screen magnification.

To use the zoom tools:

':':"l 'El * Click using the zoom-in tool (+) to magnify the document by
afactor of 2. Click using the zoom-out tool (-) to reduce the
magnification by afactor of 2.

* To magnify or reduce a selected area, select azoom tool and
drag the mouse to draw arectangle around the area you want to
view. With the zoom-in tool, the page view expands to show
just the contents of the rectangle. With the zoom-out tool, the
current page view reduces to fit within the rectangle.

¢ To toggle between the zoom-in and zoom-out tools, hold
down the Option key.

To usethe magnification box:

Movethe pointer over the magnification box in the status bar and hold down
the mouse button. Select amagnification level from the list; or select Other,
type in the magnification level you want, and click OK.




BROWSING THROUGH DOCUMENTS

The Acrobat Reader program provides a number of ways to browse through
a document:

To page through a document:

p N Click the Previous Page or Next Page buttons to move back or

forward one page. Y ou can also use the Previous Page and Next
Page commands in the View menu or the Left Arrow (or Up
Arrow) and Right Arrow (or Down Arrow) keys on your key-
board. Use the PageUp or PageDown key on the keyboard to
move forward or back one screenfull at atime. (If your key-
board doesn’t have PageUp and PageDown keys, press Return
for PageDown and Shift-Return for PageUp.)

Usethe vertical scroll bar to scroll forward and back through a
document. Asyou drag the scroll box, a box to the left of the
| scroll bar displays the current page number. Click above or
beneath the scroll box to move back or forward one screenfull.




Tojump to a specified page:
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Click the First Page or Last Page button to move to the first or
last page of a document. Y ou can also use the First Page and
Last Page commands in the View menu or the Home and End
keys on the keyboard.

Click the page number box in the status bar at the bottom of the
main window or choose Go to Page from the View menu to
open the Go to Page dial og box; then enter the page number you
want and click OK.

Y ou can aso use thumbnails and bookmarks in the overview
area to jump to specified pages. See Using thumbnails and
Using bookmarks for more information.




Toretraceyour stepsin adocument:
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Click the Go Back and Go Forward buttonsto retrace your steps
through a document, one view at atime. Y ou can also use the
Go Back and Go Forward commands in the View menu.

Go Back returnsyou to your previous page view. Y our previous
page view might be the previous page or screen, or it might be
areduced or magnified view. Y our previous page view might
also be the page view before scrolling using the scroll bars or
hand tool.

Go Back is very useful for recovering from navigational mis-
takes. If you zoom in or out by mistake, or if you jump to the
wrong page, click Go Back to return to your previous view.

Go Forward reverses direction and returns you, one view at a
time, to the view where you first used Go Back.

Y ou can use the Go Back feature to retrace your steps through
100 views.




USING THUMBNAILS

Y ou can use thumbnailsto jump quickly to a page, and to adjust the view of
the current page. Thumbnails may be created when the PDF file is created
using the Acrobat Distiller program, or they may be added to a document
using the Acrobat Exchange program.

To browse using thumbnails:

= Click the Thumbnails and Page button or choose Thumbnails and

mi= | Page from the View menu to display thumbnail images of each page
in the document in the overview area. If you don’t see thumbnailsin
the overview area, the document was created without them. Click a
thumbnail to move to that page. The spot you click determines the

center of the page display.

Thelight gray box on the thumbnail, called the page-view box, indicates the
part of the page visible in the document window. Y ou can use the page view
box to scroll around a page and to change the magnification.




To adjust the thumbnail page-view box:

* Drag the page-view box on the thumbnail to scroll around the current page.

* Drag the lower right corner of the page-view box in or out to reduce or
expand the view of the current page.

* To redraw the page-view box, position the pointer anywhere outside the
current page-view box and drag to draw abox around the area of the page you
want to view.




USING BOOKMARKS

Y ou can use bookmarksto jump quickly to a page, and to adjust the view of
the current page. Bookmarks may be added to a PDF document using the
Acrobat Exchange program.

Click the Bookmarks and Page button or choose Bookmarks and Page
from the View menu to display bookmarks for the document in the
overview area. If you don’t see bookmarks in the overview area, the
document was created without them. Doubl e-click the pageiconto the
left of a bookmark name to move to the view specified by that book-
mark.

Click thetriangle to theleft of abookmark nameto show and hide any
subordinate bookmarks.




PRINTING DOCUMENTS

To print adocument with the Acrobat Reader program, you use the standard
method for printing a document. First, select the print options you want

using the Page Setup command. Then choose the Print command to display
the Print dialog box. The Print dialog box displayed by the Acrobat Reader
program offers two print options not available with most other applications:

Shrink to Fit

Select the Shrink to Fit option to shrink (and if necessary rotate) oversized
pages to fit on the paper size currently installed in your printer.

PostScript Option

If you are using a PostScript printer, the PostScript options appear in the
Print dialog box. If you are using a printer that supports PostScript Level 2,
selecting the Level 2 option speeds printing. If you are using the Adobe
PSPrinter driver, the driver automatically selects the appropriate PostScript
option for your printer, and the PostScript options are not displayed in the
Print dialog box.




CHOOSING PREFERENCES

The Preferences command in the Edit menu displays a dialog box that you
can use to change the way the Reader program displays and prints
documents. The preferencesyou select affect all the Acrobat documentsyou
view.

With the exceptions of the Substitution Fonts setting, all settingstake effect
immediately when you click OK in the Preferences dialog box.

Default M agnification: Select theinitial magnification the Reader program
uses when documents are opened.

Display L argel mages:. Select thisoptionto display largeimages. Clear this
option to display large images as gray boxes.

Note: A“large” image isan image that requires many bytes of storage
and that requires a long time to display. For example, a small but detailed
photograph with many colors may require a great deal of storage and thus
be considered a large image.




Greek Text below _ pixels: Select this option to adjust the size of charac-
ters below which the Reader program “greeks’ characters. The Reader
program displays “greeked” characters as gray lines. Increasing the size of
greeked characters can speed page display.

Substitution Fonts: This pop-up menu controls which multiple master
fonts the Reader program substitutes for Type 1 fonts that are not available
on your system. The setting affects the way PDF documents are displayed
and printed.

By default, the Reader program uses the AdobeSerifMM multiple master
font for missing serif fonts, and the AdobeSansXMM multiple master font
for missing sans serif fonts. If PDF documents fail to print because of
insufficient printer memory, you can reduce the amount of printer memory
required to print PDF documents by selecting either Sans Only or Serif Only
from the Substitution Fonts pop-up menu. Sans Only tells the Reader pro-
gram to use AdobeSansXMM for missing sans serif and serif fonts. Serif
Only tellsthe Reader program to use AdobeSerif MM for missing sans serif
and serif fonts.




AdobeSansXMM uses less printer memory than AdobeSerifMM, but
AdobeSerifMM isabetter substitute for very thin, bold, narrow, or extended
fonts.

When you change the Substitution Fonts setting, the change does not take
effect until you restart your Macintosh.

See How the Exchange and Reader programs display fonts for more infor-
mation about font substitution.




SEARCHING FOR WORDS

Y ou can search for aword or part of aword in a document using the Find
feature.

To search for aword:

h 1 Click thefind tool or choose Find from the Tools menu to open the
Find dialog box.

2 Select the Match Whole Word Only option if you want the Reader
program to ignore words that contain the word you enter. Select the

Match Case option if you want the program to find only those words
that contain exactly the same capital and lowercase letters you enter in
the Find dialog box.

3 Enter asingleword or part of aword in the Find What text box, and
click Find. When the program finds the word, the Find dialog box
closes and the page containing the word is displayed with the word
highlighted.

4 To find the next occurrence of the word, press Command-G or
reopen the Find dialog box.




USING NOTES

Peoplewho create Acrobat documents using the Acrobat Exchange program
can attach electronic notes to document pages. Acrobat notes rest on top of
document pages and can be moved around the page. Notes can also be
opened and closed: an open note appears as a text window; a closed note
appears as anote icon. Y ou can use the Create Notes File command in the
Tools menu to create a PDF file with the text of all the notes in a document.

To open and close notes:

Double-click anote icon to open anote. Click the close box in the upper left
corner of the note window to close a note.

To move a note:

If the noteisclosed, simply drag the noteicon to the new position. If the note
isopen, drag the bar at the top of the note window. Y ou cannot move anote
to adifferent page.




To find notes:

Choose Next Note from the Tools menu to jump to the next page in the doc-
ument that contains a note.

To create a PDF filewith thetext of all the notesin a document:

Choose Create Notes File from the Tools menu to create a PDF file with the
text of al the notes in a document. A notes file appears in a new document
window. The notes are listed in page-number order, starting with page one.
When a page contains more than one note, the notes are numbered in the

order they were created. Y ou can use the Print command in the File menu to

print the notes.




USING LINKS

Peoplewho create Acrobat documents using the Acrobat Exchange program
can add link buttons to documents to connect two parts of the document.

Y ou can then click the link buttons to jump to the related information. For
example, the underlined text in thison-line guide representslink buttonsthat
are linked to topicsin the guide.

Link buttons may or may not be enclosed in a box. When link buttons are
not enclosed in abox, the text in the link button is usually assigned special
formatting to indicate that it is alink button.

The Go Back button in the tool bar gives you a convenient way of returning
from linked information. After reading the linked text, click the Go Back
button to return to the page containing the link button.




COPYING TEXT TO THE CLIPBOARD

Y ou can select text in a PDF file, copy the text to the Clipboard, and paste
the text into a document in another application such as aword processor.
Y ou can select text in tables, illustrations, and graphs as well astitles and
paragraphs; however, text that has been created using a bitmapped font or
that is part of a photographic image cannot be copied to the Clipboard.

To select text and copy it to the Clipboard:

1| 1 Click thetext selection tool or choose Select from the Tools menu.
‘| The mouse pointer becomes a cross hair (+).

2 Drag to select the text you want to copy. When you release the
mouse button, the selected text is highlighted. Drawing the selection
box around any part of atext line selects the wholeline. (To deselect
the text and start over, click anywhere outside the text selection.)

3 Choose Copy from the Edit menu to copy the selected text to the
Clipboard. To view thetext, choose Show Clipboard from the Window
menul.

With the selected text on the Clipboard, you can switch to another
application and paste the text into another document.




DISPLAYING INFORMATION ABOUT A
DOCUMENT

The Document Info command in the File menu displays information about
adocument. The information includes

¢ The name and location of the PDF file

* The program that created the document (if known)

* The application or driver that produced the PDF document

* Theversion of the Portable Document Format (PDF) used to represent the
document

* The author of the document (if known)

¢ The date and time the document was created




MENU COMMANDS

The Acrobat Reader program commands are organized in five menus.

For information on a specific command, click the appropriate menu or com-
mand name below.

File menu
Edit menu
View menu
Tools menu
Window menu

Help command




FILE MENU COMMANDS

Open (Command-O) displays the standard Open dialog for the system you
are using.

Selecting the Show All File Types option shows all text files. By default,
only PDF files created by the Macintosh versions of the PDF Writer printer
driver and Acrobat Distiller program are shown in the document list. Select
the Show All File Types option to see PDF documents created with the
Windows versions of the PDF Writer printer driver and Acrobat Distiller
programs.

Close (Command-W) closes the document window for the active document.
Close also closes a selected note window and the Find dialog box.

Y ou can also close a document by clicking the close box in the upper left
corner of the document window. Pressing the Option key while clicking a
close box closes all documents.




Document Info (Command-1) displays information about the active docu-
ment. See Displaying information about a document.

Page Setup displaysthe standard setup dialog box. See your printer manual
for a description of the controls and settings in this dialog box.

Print (Command-P) displays the standard Print dialog box with additional
options for printing to a PostScript Level 2 printer and for shrinking (and
possibly rotating) page images so that they fit the paper currently installed
in the printer. See Printing documents for more information.

Quit (Command-Q) closes all document windows and returns you to the
Desktop.




EDIT MENU COMMANDS

Undo (Command-Z) cancel sthe most recent text editing. Many actions such
as moving bookmarks, modifying links, and deletions cannot be undone.

Cut (Command-X) moves selected text in adialog box (such as afilename)
to the Clipboard.

Copy (Command-C) copiestext selected using the text selection tool to the
Clipboard. See Copying text to the Clipboard for more
information.

Paste (Command-V inserts text from the Clipboard into a dialog box.
Clear deletes selected text within adialog box (such as afilename).
Select All (Command-A) selectsall text within an open note or abookmark.

Prefer ences displays a dialog box in which you can select settings that
affect all documents. See Choosing preferences for more information.




VIEW MENU COMMANDS

For additional information about using View menu commands, see
Magnifying the page view and Browsing through documents.

Actual Size (Command-H) displays the page at 100 percent.

Fit Page to Window (Command-J) scales the page to fit within the main
window.

Fit Width to Window (Command-K) scales the page to fit the width of the
main window.

Zoom To (Command-L) displaysadialog box in which you specify the per-
centage of magnification or reduction. Y ou can reduce a page to 12 percent
of its normal size and you can expand a page to 800 percent of its normal
size.

First Page (Command-1) displays the first page of the document.
Previous Page (Command-2) displays the previous page of the document.

Next Page (Command-3) displays the next page of the document.




L ast Page (Command-4) displays the last page of the document.
Go to Page (Command-5) displays a dialog box in which you specify the
page you want to see.

Go Back (Command--) retraces your path through a document, one screen
(or view) at atime. Y ou can retrace your steps through 100 views.

Go Forward (Command-=) returns you to where you were before choosing
Go Back.

Page Only closes the overview area of the window.

Bookmar ks and Page displays bookmarks in the overview areaif book-
marks have been created for the document. Double-click the pageicon to the
left of abookmark name to jump to the page marked by that bookmark. See
Using bookmarks for more information.

Thumbnails and Page displays thumbnail images of document pagesin
the overview area. If thumbnails have not been created for the document,
pagesin the overview area are represented as gray boxes. Click athumbnail
to jump to that page of the document. See Using thumbnails for more
information.




TOOLS MENU COMMANDS

Hand turns the mouse pointer into the hand tool. To use the hand tool, hold
down the mouse button and drag the document in the direction you want it
to move.

Zoom | n turns the mouse pointer into the zoom-in tool. Click the tool to
magnify the current view by afactor of two. See Magnifying the page view
for more information.

Zoom Out turns the mouse pointer into the zoom-out tool. Click the tool to
reduce the current view by one half. See Magnifying the page view for more
information.

Select turnsthe mouse pointer into the text selection tool. Hold down the
mouse button and drag to select text. Usethe Copy command to copy thetext
to the Clipboard. See Copying text to the Clipboard for more information.

Find (Command-F) displays the Find dialog box which you can use to find
aword or part of aword in adocument. See Searching for words for more
information.




Find Again (Command-G) performs the same operation as the Find button
in the Find dialog box: the next occurrence of the word is displayed.

Find Next Note (Command-T) moves to the next page containing a note.
The command does not display or open the note.

CreateNoteFilecreatesaPDF filethat containsthetext of all thenotesina
document. See Using notes for more information.




WINDOW MENU COMMANDS
Hide/Show Tool Bar hides or displays the tool bar.

Show Clipboard opens awindow that shows the text on the Clipboard.
Click the close box in the upper left corner of the window to close it.

Filename.PDF isthe name of an open PDF file. The name of every open
PDF fileislisted at the bottom of the Window menu. Choose the name of a
PDF file to make the window for the file the active window.




HELP COMMAND
Acrobat Reader Help opens this document.

Thelocation of the Help command depends on the version of the Macintosh
operating system you are using: with System 6, the Help command isin the
Apple menu; with System 7, the Help command is in the Balloon Help

menu.




KEYBOARD SHORTCUTS

Tool or key Plus
Click close box Option

Help
?key Command

Escape

period Command

Zoom-in Option

Zoom-out Option

Result
Closes all document windows

Opens on-line guide

Opens on-line guide

Interrupts display of page
Interruptsdisplay of page or find process
Zoom Out

Zoom In
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