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Go Digital with Adobe Scan 
De-clutter, organize, or share!  There’s no need to keep piles of paper on your desk or stuff receipts in your wallet. The 
Adobe Scan mobile app scans paper documents directly into PDFs, and automatically recognizes text.

Open the Adobe Scan 
and position the app 
over the document.

Save your PDF.

Adobe Scan recognizes the text, 
straightens the image and crops it 
automatically, preparing it for you 
to review or share with others.

After saving as a PDF, open 
the document in Acrobat and 
use the commenting tools to 
review before sharing the PDF.

In the menu bar, you’ll see 
different kinds of paper that 

the app can scan.

Auto-capture: 
Note that four dots 

appear over the 
corners of the page. 

You can turn Auto-capture 
off and adjust the borders.

Add pages, 
or try out 
different 

editing tools.
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Share PDF files and Collect Feedback
Whether you’re working on a desktop, in a browser, or on your mobile device, it’s easier than ever to share PDF files. 
Recipients will receive a link, via email, to view or comment on your documents using any web browser. There’s no sign-in 
required or software to install. Capture all their feedback in a single document that you can view from anywhere! 

You can Share a Link, Send by 
Email or Share with Others.

Open a PDF file that 
you’d like to share.

Collect all comments in a 
single PDF document.

You can 
even add a 

reminder 
or deadline 
for review.

View your team’s feedback from 
anywhere — all you need is a 

web browser or Acrobat DC.
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Import PDF Comments to InDesign 
InDesign CC 2019 allows you to import comments directly from PDF files. You can import, accept, and apply the changes 
with just one click. Selecting a comment in the new PDF Comments panel will locate and highlight the comment in your 
InDesign file.

Imported comments 
display in the PDF 
Comments panel. You 
can quickly evaluate all 
of the feedback.

Import comments from the reviewed PDF 
into your InDesign document. 

To accept a change, simply 
click Accept. The change 
will be applied instantly to 
your document. One click 
and it’s done!

Selecting a comment locates 
the source within the InDesign 
document, and provides you  
with the option to Accept or 
Delete the change. 
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Ditch the paper with Fill and Sign 
Fill, sign, and send forms fast from your desktop, browser, or mobile app. Adobe Sensei recognizes and saves commonly 
used data for use in a PDF form. Create a signature by drawing, importing a scan, or typing your name — then securely 
apply it to a document.

Open a PDF 
or link in your   
mobile apps.

Select the Edit 
button, and then 

Fill & Sign.

Add text to 
fill in your 
information.

Once you have your 
information filled in, 
you can add your 
signature.

(continued next page)
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Ditch the paper with Fill and Sign (continued) 

Sign with your 
signature or initials.

Finish the form 
by signing it 
your way—draw 
or type your 
signature. Place it 
anywhere in the 
document.

To send your 
signed form to 
someone, click 
the share icon and 
enter their email 
address.
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Click the Adobe Document 
Cloud menu and select 
Create PDF by Adobe.

A full PDF view experience 
is available in the browser.  
If you started the conversion 
from SharePoint or 
OneDrive, it will auto-save 
to that location. You can also 
download directly to your 
desktop.

Leverage the power of Acrobat DC and Office 365
If your IT team has implemented the Adobe Document Cloud add-in for Office 365 you can use 
time-saving PDF features right inside Word, Excel, SharePoint or OneDrive. Scan the QR Code to 
learn more about the add-in.

Hover over a Word, 
Excel or PowerPoint 

file and select it by 
clicking the small 

circle to the left of 
the file name.

Create PDF from Office 365

https://documentcloud.adobe.com/o365pdf/start.html
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With the files selected, choose 
Combine Files by Adobe.

Combine Files will open 
in a new window.

Select multiple files 
by clicking the small 

circle to the left of 
the file name.

Combine Files to PDF in Office 365

Reorder the files by dragging and dropping. 
Then, name your combined PDF.

2

3

1
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Select Export PDF from 
the Edit menu.

Click the blue, 
Export To, 
button.

Your document will open in Microsoft 
Office 365, where you now can edit the 
Word Document created from the PDF.

The text is now fully editable and the 
numbering styles are retained.

Pop up the Export To  
menu to show the 

additional export options.

Hover over a PDF 
file and click the 

document link to 
open the file in 

Document Cloud.

Reuse any PDF from within Office 365



BUFFALO STYLE CHICKEN EGG ROLLS
Stuffed with chicken, pepperoni, black beans, and 
smoked gouda served with bleu cheese crumbles 
and celery sticks
$8

GRILLED SHRIMP
Six shrimp in a chipotle marinade served with 
chipotle aioli
$8

WORKS NACHOS
Tortilla chips piled high with shredded colby jack, 
queso, cheddar cheese blend, served with fresh 
tomatoes, black olives, jalapenos , pico de gallo 
and your choice of shredded chicken or beef
$11

CHICKEN WINGS
Choice of hot, mild, BBQ, or honey chipotle sauce 
served with celery sticks and your choice of bleu 
cheese or Ranch dressing
$8

MOZZARELLA CHEESE BITES
Lightly breaded mozzarella cheese served with 
marinara sauce
$6

HUMMUS VEGGIES
Homemade hummus, served with carrot chips, 
radish chips, celery, and pita wedges
$6

CRABBY FRIES
Old Bay seasoned thick fries topped with Monterey 
jack cheese and lump crab meat
$8

J U S T  A  C O U P L E 

BITES

Appendix

S A M P L E  D O C U M E N T
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Adobe Acrobat Desktop Keyboard Shortcuts
These shortcuts are valid for Acrobat 9, Acrobat X, Acrobat XI, and Acrobat DC. For more tips, techniques, tutorials, videos, 
and forums about using Acrobat, visit learn.adobe.com.

		  Windows	 Macintosh

Give your PDF more space
	 Navigation Pane, hide/show	 F4	 F4

	 Toolbars, hide/show	 F8	 F8

	 Menu Bar, hide/show	 F9	 Command + Shift + M

	 Reading Mode 	 Ctrl + H	 Ctrl + Shift + H

	 Full Screen, open/close	 Ctrl + L	 Command + L

See more of your PDF
	 Fit Page	 Ctrl + 0	 Command + 0

	 Actual Size	 Ctrl + 1	 Command + 1

	 Fit Width	 Ctrl + 2	 Command + 2

	 Fit Visible	 Ctrl + 3	 Command + 3

	 Zoom In/Out	 Ctrl + +/–	 Command + +/–

Navigating your PDF
	 Open a file	 Ctrl + O	 Command + O

	 Forward One Page	 Right Arrow	 Right Arrow

	 Back One Page	 Left Arrow	 Left Arrow

	 First Page	 Home	 Home

	 Last page	 End	 End

	 Go to page…	 Ctrl + Shift + N	 Command + Shift + N

Searching your PDF and contents
	 Find in document	 Ctrl + F	 Command + F

	 Search pane	 Ctrl + Shift + F	 Command + Shift + F

	 Next Result	 Ctrl + G	 Command + G

	 Previous Result	 Ctrl + Shift + G	 Command + Shift + G

And finally…
	 PDF Properties	 Ctrl + D	 Command + D

	 Tile multiple documents vertically	 Ctrl + Shift + L	 Command + Shift + L

	 Toggle Reflow (where available)	 Ctrl + 4	 Command + 4

	 Print	 Ctrl + P	 Command + P

	 Add Bookmark	 Ctrl + B	 Command + B

	 Create PDF from Web Page	 Ctrl + Shift + O	 Command + Shift + O

	 Preferences	 Ctrl + K	 Command + K

	 Close current document	 Ctrl + W	 Command + W

	 Quit Acrobat	 Ctrl + Q	 Command + Q

http://learn.adobe.com
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