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Abstract

Portable Document Format (PDF) is an internationally accepted standard file format for exchange of information. This is a product of Adobe systems. It can be created very easily and can be opened using freely available Adobe Acrobat software. We can add features for navigation and security in the PDF file through the Adobe Acrobat software. This write introduces the PDF file and provides step by step instruction in the creation of a fully featured PDF file.
Introduction

The expansion of Internet has caused huge increase in the exchange of information in the digital format. The amount of digital information being transmitted over the Internet is beyond our imagination. But the file formats and compatibility problems have remained as an impediment in the transfer of e-documents. Hence the need for a standard format that could be used over any software platforms was seriously felt.  In 1993 Adobe Systems created the Portable Document Format (PDF), a file format for document exchange. PDF is used for representing two-dimensional documents in a manner independent of the application software, hardware, and operating system. PDF is now an open standard that has been officially published on July 1, 2008 by the ISO as ISO 32000-1:2008

Anyone may create applications that can read and write PDF files without having to pay royalties to Adobe Systems; Adobe holds patents to PDF, but licenses them for royalty-free use in developing software complying with its PDF specification. The wide acceptance of PDF is because of the following factors.
· Maintains exact layout across all platforms

· Allows easy printing and on-screen viewing

· Fonts can be embedded for complete fidelity
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· Can be secured against printing, changing, opening
· Keeps text searchable and supports indexing

· Is interactive: hyperlink-navigation and forms

Two types of PDFs exist: native PDFs and scanned PDFs. A native PDF is a PDF that is made from a document that was electronically processed. A scanned PDF is one that is made by scanning a physical paper document using a scanning device. Creating a PDF is meant to take up almost no time at all. Just at a few clicks of a mouse, you’ll be able to create electronic versions of your files. 

There are numerous softwares to create PDF files. But the flexibility that Adobe Acrobat provides to a PDF file is not possible with any other software. Adobe Acrobat, which has its version 8 released is a product of the Adobe Systems. This software helps us to create PDF files directly, from Scanners and from other softwares. We can also delete pages, extract pages, and insert pages in a PDF file. Security measures like avoiding printing as well as copying facility is also possible through this software. We can add bookmarks to various sections of the file. Links to various parts of the file and to external URLs can be included in a PDF file using Adobe Acrobat. The creator of a PDF file can affix Digital Signature in his creation. Interactive PDF forms can also be created using Adobe Acrobat. This interface provides numerous other capabilities too.
PDF represents not only the data contained in the document but also the exact form the document took. The file can be viewed without the originating application. In fact, ten years from now and into the future, users will still be able to view the file exactly as it was created. Hence PDF is the most suitable file format for electronic archives.
Libraries and PDF
As libraries are the centers of archives and digitization librarians need to know the conversion process. This writeup describes the processes involved in the conversion of a document created out of a word processor, a scanned image or a webpage available online. The steps involved in the creation of a PDF file from multiple files and inserting and deleting of pages from a PDF file in the Adobe Acrobat 7 interface are described step by step in this. You can download a trial version of this software from the website of Adobe Systems. (www.adobe.com).
Creating PDF files using Adobe Acrobat

1. Creating PDF files from other applications

· Start Microsoft Word and open your document.

· In the tool bar there are two areas related to Adobe Acrobat. 

· They are Adobe PDF and Adobe Comments menus.

· Adobe Acrobat Icons

[image: image1.jpg]4 Adobe Acrobat - Microsoft Word
ge £t Table

QEEl gl P8l a8 B

Vew Insert Fomat Tooks window  Help





· Click Adobe PDF menu and select Change Conversion Settings
· Acrobat PDF maker dialog box appears which has four tabs with a number of options.

· To create a PDF file select standard from the Conversion settings pop-up menu on the settings tab.
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· By checking the view Adobe PDF result, it is ensured that the created PDF file will be shown in the Acrobat window automatically. Add Links to Adobe PDF will convert the links in the document to Acrobat links.

· Click OK to save your settings.

· Click on the Adobe PDF Menu and choose Convert to Adobe PDF option. (Click on the convert to Adobe PDF button)

· When prompted give a name to the PDF file to be created or accept the default file name provided by MS Word and click save.

· When the conversion is complete, the PDF file automatically gets opened in Adobe Acrobat window.

2. Creating a PDF files using the Print Command of other applications

· Start MS Word and open the file that is to be converted to PDF format.

· Choose Print from the File menu.

· From the Print dialog box choose Adobe PDF from the popup menu under 

Printer Name

· To set the print options, click the Properties button
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· Click Adobe PDF settings Tab select Standard from the default settings menu.

· The view Adobe PDF result is to be checked and it is ensures that the created PDF file is shown in the Acrobat window automatically.

· Click OK to save your settings.

· To continue with the PDF creation process, click OK in the print dialog box.

· When prompted give a name to the PDF file to be created or accept the default file name provided by MS Word and click save. (Note that the file type name is pdf)

· When the conversion is complete, the PDF file automatically gets opened in Adobe Acrobat window.

(The same process is possible with other programs that are compatible with Acrobat. Example: MS Excel, Page Maker, Photoshop)

3. Creating a PDF files directly in Acrobat 

· Option 1 (By opening a file in Acrobat)

· Open Adobe Acrobat.

· Under the file menu Create PDF option is available. The pop-up menu of this shows five options. The first option is from File. (Ctrl + N) Clicking on this option opens an Open dialog box. Select the file and click open.

· The Acrobat starts working and the so created PDF file will be shown in the Acrobat window. You can save this file with a suitable name.

· Option 2 ( From multiple files)

· Open Adobe Acrobat.

· From the pop-up menu for create PDF file click from multiple files option. Create PDF from multiple documents dialog box appears. Browse and select the files to be converted. The selected files will be listed in the dialog box. It is possible to change the sequence in which the files are to appear in the PDF binder. (Collection of PDF files) If required the unwanted files can be removed from the queue.
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· To create a binder containing the PDF files of the selected documents click OK button.

· The combined file will be shown in the Acrobat window so that you can save it.

· Option 3 ( From Scanner)

· Open Adobe Acrobat
· From the pop-up menu for create PDF file click from Scanner option.
· Create PDF from Scanner dialog Box appears. Select the scanner and click on the Scan button.
· The Twain software attached to the scanner scans the document and will be shown in a scan window. Here you can select the area of the document which is to be scanned and converted. Select the area and click on the accept or OK button of the Twain software.
· After finishing the scan Acrobat Scan dialog box appears. Click on the OK button.
· The PDF file of the scanned image will be shown in the Acrobat window. This file can be saved with a suitable name.
If pages containing text is used for scanning, Acrobat scan results in editable text through Optical Character Recognition (OCR)
· Option 4 ( From Webpage)

· Open Adobe Acrobat
· From the pop-up menu for create PDF file click from Webpage (Ctrl + Shit + O) option.
· The create PDF from Webpage dialog box appears. Provide URL of the webpage you want to convert. (See that the system is online) Option is available for getting the entire site too.

· Click on the create button. The download will start quickly and simultaneously the pages will be converted to PDF.

· The downloaded and converted page will be shown in the Acrobat window. You can save it.
· Option 5 ( From Clipboard image)

Clip board is the memory of a computer system where the copied and cut images are temporarily stores. This is part of the Windows operating system. If an image is available in the clip board memory of the computer it can be converted to a PDF file using this command.

Presuming that an image is available in the clipboard.
· Open Adobe Acrobat.

· From the pop-up menu for create PDF file click from Clip board
· The image available in the clipboard will be converted to PDF and will get opened in Acrobat window. You can save it.
4. Specifying Document properties

Information (Metadata) regarding a PDF file can be added along with that file using the Acrobat software.

· Open the PDF file in Adobe Acrobat

· Choose document properties from the File menu.

· Click the Description tab in the dialog box that appears

· Enter information Title, Author, Subject and Keywords that applies to the content of the document. Key words are to be separated by commas

(For other detailed options the help file available in Acrobat is very useful)

5. Manipulation of pages in PDF

You can insert, extract, replace and delete pages from a PDF file.

a. Inserting pages into a PDF file

· Open the PDF file in Adobe Acrobat

· Click on the page where the new page/s is to be added.

· Choose insert pages (Ctrl + Shift + I) from Document menu 

· Select file to insert dialog box appears

· Select the file in the dialog box and click Select

· Insert pages dialog box appears

· Specify the location where the file to be inserted and Click OK
· The pages gets inserted in the location provided by you

b. Deleting pages from a PDF file

· Open the PDF file in Adobe Acrobat

· Click on the page which s to be deleted.

· Choose delete pages (Ctrl + Shift + D) from Document menu 

· Delete pages dialog box appears

· Specify the pages to be deleted in that dialog box and click OK
· Acrobat will ask for confirmation regarding the deleting

· Click on Yes if you are sure about the delete process

· The specified pages gets deleted

c. Replacing pages from a PDF file

Page/s of a PDF file can be replaced by another page/s in Acrobat
· Open the file in Adobe Acrobat

· Choose Replace pages  from Document menu 

· Select the file with new pages dialog box appears. We have to select the file from which the pages for replacement are taken. Click select button.

· Replace pages dialog box appears. Provide the page numbers of the original file as well as the pages of the file to be replaced. Click OK.

· Acrobat will ask for confirmation regarding the replacement
· Click on Yes if you are sure about the replacement process

· The page/s get replaced by the specified page/s

d. Extracting pages from a PDF file

You can extract specified pages from a PDF file. Acrobat will delete all other pages excluding the specified pages.

· Open the PDF file in Adobe Acrobat

· Choose extract pages from Document menu 

· Extract pages dialog box appears

· Specify the pages to be extracted and how it should appear.

· There are options to create a new file out of the extracted file
6. Creating bookmarks

Book marks links to specific locations in the e-document. When you open the PDF file in the Acrobat or Acrobat Reader window a pane named as BOOKMARKS is visible. Clicking on this pane opens a separate window with the book marks. These help in the easy navigation of the PDF document. 

To add a book mark
· Open the PDF file in Adobe Acrobat

· Navigate to the page in which you need a bookmark

· Click the New Bookmark [image: image5.png]


button

· An untitled bookmark appears. Type the name for the bookmark and press enter key.

· Repeat these steps to create additional bookmarks.

To delete a book mark
· Select the bookmark to be deleted in the pane

· Click on the Trash [image: image6.png]


icon in the top.

· The selected bookmark gets deleted

You can create nested book marks and change the way the bookmarks appear.

7. Creating links within a document

The mouse pointer changes to a pointing finger indicating the availability of a linked resource. This is called a Hyperlink. Clicking on this point opens the linked page/ part of a page or URL. Similar links are possible in PDF files too.

Creating a hyperlink to a URL
· Select the text indicating the URL using the Link tool [image: image7.png]



· Create link dialog box appears

· Change the appearance of the link using the options available under Link Appearance 

· Select Open a webpage from Link action
· Edit URL dialog box appears where you can provide the required URL to be linked. Click OK. You have created a hyperlink to the specified URL.
Creating a link to a page within the document

· Select the text where the link is required using the Link tool [image: image8.png]



· Create link dialog box appears
· Change the appearance of the link using the options available under Link Appearance 

· Select Go to a page view from Link action
· Create Go to view dialog box appears. You can now scroll the documents using the mouse as well as book marks. Select the page you want to link and click OK in the dialog box.

· A link has been created to the specified page from the selected text.

(This feature can be used to create links to various chapters in an e-book from the contents page.)

This simple tutorial on the use of Adobe Acrobat provides only a very limited account of the capability of this package. You can have security settings for your document denying copying or printing capabilities. As digitization has become a catch word in library and information scenario librarians need to get acquaintance with this software and its immense capabilities.
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