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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.

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

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

6:15 Wl FTE

Cancel Save PDF

Scan Oct 15,2019 /'

Dragthe handes to adjust the borders. You can also
do this later using the 13 tool

ooard Form Document Business Card

20

Auto-capture:

Note that four dots
appear over the
corners of the page.

Add pages,
or try out
different

editing tools.
In the menu bar, you'll see

different kinds of paper that
the app can scan.

Adobe Scan

Adobe Scan

BUFFALO STYLE CHICKEN EGG ROLLS

STUFFED WITH CHICKEN. PEPPERONL BLACK BEANS, AND
'SMOKED GOUDA SERVED WITH BLEU CHEESE CRUMBLES
AND CELERY STICKS

88

Scan Oct 15, 2019
O Recogning txt.

(ed] @®
PREVIEW GRILLED SHRIMP

SIX SHAIP INA CHPOTLE MARNADE SERVED WITH

CHPOTLE AU

88

WORKS NACHOS

TORTILLA CHIPS PILED HIGH WITH SHREODED COLBY JACK.
QUESO, CHEDDAR CHEESE BLEND, SERVED WITH FRESH
TOMATOES, BLACK OLIVES, JALAPENOS , PICO DE GALLO
AAND YOUR CHOICE OF SHREDDED CHCKEN OR BEEF

$11

Scan Oct 15, 2019
Today

t P 4

SHARE  OPENINACROBAT  FILL&SIGN

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

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

Unleash Digital Experiences with Adobe Document Cloud 3



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!

1 Hamecare Proposalp 6‘? E : You can Share a Link, Send by
Homeoar Propo... &0 &5 - (+] Email or Share with Others.

8 Q @ 15 KN ® wmex - e 4 B 3%

HOMECARE - \4 Y

al e . T e
- '..... .._.. ......
/\ E .. .'.

U = s R M sew - e R s R M omew - e a B &
Share a Link @ @ Link copied Send by Email Share with Others
| adabe. 5] Upload your file to the cloud to send people a link to view or add
e 1 Default email application (Mail) : ccomments online. They won't need to sign in or have Acrobat.
iy I | T Anyone with the link can access the file.
5%
F{ﬂ !; ‘ E E ( Upload your document to Document Cloud and insert a link into ‘ E ( f B
- ——————

the message of your email.

Please view this document. You can also comment

o it.
Open a PDF file that
you'd like to share. %
<0 «
@ Alow comments Add Deadline
b b ;
@,
) B A
S e Share with Others
Collect all comments in a V """""""""" e e
. /\
single PDF document. oy May 2020 5
St M T We Th Fr Sa |n
e 8 Q ®® 25 ABHOG® wx- B P &S & B 2 OME(
oot BT THLTEHLZ @& & & * ) ki i
5 comments Qs Y- B
|| © Rosscen rome o You can
Ve s it et s o even add a
B o reminder - @= 2
© o vone ) or deadline st
e s for review.
o R ———
Let us care for you, so you can © Rabecca 1o =
enjoy your best years ahead. Tt a8 sogaesiod by %
S
et & B & ®® i KANDHOO® w- KB P B L&D EN=I S
ok &
B
&
B
With HomeCare® you can rest easy knowing that
v o i
your medical needs will be cared for, no matter
the pre-existing conditions. Z
With our extended network of caregivers and distribution
networks we are-able-tg deliver an unmatched level of care, o 8
whereveryouare.
R E5)
.............. > %

View your team's feedback from
anywhere — all you need is a '
web browser or Acrobat DC. !;_ AT

Unleash Digital Experiences with Adobe Document Cloud



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.

Import comments from the reviewed PDF

into your InDesign document.

——
7\ N A I / A [ \ ." 5 Comments
g poR Sa : _
= & HomeCare Q 2ES
Favorltes Name A Date Modified . e Rebecca
8 Rocents :
A, Applications B HomeCare Proposal.pdf 020 2 N Make sure this logo placement
Ol B HomeCare_EmployeeHandbook_r2.pdf 2019 at . ;
® n:Zu-::m B HomeCare_EmployeeHandbook.pdf Apr 8, 2020 at v : matches the style guide.
O s B HomeCare_Poerpaint rapdf Mar 7, 2019 at 1:54 AM M 05/28
£ Creative Cloud Fles = .
o B HomeCare_Proposal_R3.pdf Mar 7, 2019 at 2:00 AN .
Siclouddive () .
» logo May 11, 2020 a N
Locations v 1 source files Today at 11:21 . e Rebecca
) Rebecca's iMac. » [ HomeCare_EmployeeHandbook_R2 :
(2 Macintosh HD o . . .
@ Network B HomeCare_PowerPoint_r3.pdf Mar 7, 2019 at . Replace with wording suggested
N by branding team.
Medle ¥ [ HomeCare_Proposal R3 Today at 11:21 R Z E
cocol | ™ SR 2
. "-.,..._.,.-' Matthew
will do - who's our contact
on that team?
matches the style guide.
€228 05/28
eect® e Kara
. e Rebecca K
Selecting a comment locates . o
the source within the InDesign Replace with wording suggested B
. by branding team. N
document, and provides you :
. .  1Reply 05/28 N
with the option to Accept or 2 :
Delete the change. panbey :
will do - who's our contact R
on that team? N

n rest RS knowing

will be cared for,
ing conditions exist.

er, and distribution networks
evel of care, wherever you are.

¢ PDF Comments

marcnes tne style guide.

05/28

© rebecea

Replace with wording suggested
by branding team.

 1Reply 05/28
Matthew

will do - who's our contact
on that team?

© semie

05/28

© kn

easy Apply the comment on layout

Accept Tl

Unleash Digital Experiences with Adobe Document Cloud

. <+« - Vith HomeCare® you can rest easylknowing

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

O revea
ke s s logopacermet
mtches e s e

=

thwordingsuggested

you can rest as-easegknowing
needs will be cared for,
‘eexisting conditions exist.

of caregiver, and distribution networks
matched level of care, wherever you are.

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

that your medical needs will be cared for,
no matter what preexisting conditions exist.

With our extended network of caregiver, and distribution networks
we are-abte-to deliver an unmatched level of care, wherever you are.



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.

Proposed service package

&, Comment
4. Fill&Sign

# EditPOF

Select the Edit
button, and then
Fill & Sign.

Proposed service package

TOTALDUE  $1,09450

Heather Douglas

345 Park Ave

San Jose, Cf

. 5955555

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

124

(continued next page)

Unleash Digital Experiences with Adobe Document Cloud

Proposed service package

. Fill & Sign

|Ab

' Add text to
o fillin your
TOTAL DUE X Informatlon




Ditch the paper with Fill and Sign (continued)

Proposed service package

o omoesc Unitprice  Quantiy Toul
$25000 50000

3 s
2 suo0

SUBTOTAL 599500

TION 59950
TOTALDUE 5109450

Finish the form
by signing it
e your way—draw
Sign with your or type your
signature or initials. signature. Place it
— anywhere in the

Date of approvar document TOTALDUE 5109450

345 Park Ave

. Heather Douglas

Cancel

¥ Clek here to ndicate acceptance of the below terms

TERMS AND CONDITIONS

2118

Cancel
Invite People By Email @ T

e o
To send your

Cancel signed form to
someone, click
the share icon and
enter their email
address.

proposal form pdf
Completed and signed client form

Invite People By Email
) Generating shared file on pe:By e
Document Cloud...

Proposed service package (

acca@homecarenet X
Subject and Message
romtvis i Stame proposal form.pdf
Completed and signed client form

Heatner Dougia:

245 pask e or..
SanJoseCI
& Getalink (@ ShareaCopy
sss s
@ Allow comments
v

TERMS AND CONDITIONS

Q Invitation Sent X

or...

& Getalink (@ Sharea Copy

Unleash Digital Experiences with Adobe Document Cloud



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.

Create PDF from Office 365
Click the Adobe Document
Cloud menu and select
Create PDF by Adobe.
[ Open ¥ |2 Share @ Copylink ¥ Download [ii] Delete =B Rename Adobe DocumentCloud  *** 1= Sort v X 1
o Create PDF by Adobe  :*+-... .
Files > _demo £ Combine Files by Adobe
D Name Modified Modified By File Size Sharing
Hover over a Word, B
EXCE[ or PowerPoint T Combine April 18 Taylor Kobey 7 items Private
file and select it by
clicking the small * Sustainability Plan.pdf August 1 Taylor Kobey 202 KB Private
circle to the left of
the file name. ® @) Sustainability Plan.docx =& September 9 Taylor Kobey 33.0KB Private
*I Employee Agreement Scan.pdf April 18 Taylor Kobey 31.2KB Private
m‘ Employee Agreement Scan.docx August 1 Taylor Kobey 25.2 KB Private
J~ Adobe Acrobat OneDrive > Sustainability Plan 2 B 2 £ Q « Dedt
&
n “
a
- A full PDF view experience
Contarits is available in the browser.
= If you started the conversion
Contegts . from SharePoint or
The Commitment 1 OneDrive, it will auto-save
; Summary 2 to that location. You can also
b Goss ) download directly to your
= Sustainability Goals and Strategies 4 desktop.
Cost Minimization and Value Maximization 4
Resource Conservation
'! Waste Minimization
Emision Reduction Q A new document with your changes issavedin X
6_ Research for Renewable and Cleaner Energy Sources your OneDrive account in the demo foldel'.
Community Awarene:
Conclusions "

Unleash Digital Experiences with Adobe Document Cloud 8


https://documentcloud.adobe.com/o365pdf/start.html

Combine Files to PDF in Office 365

With the files selected, choose
Combine Files by Adobe.

4 Download Delete Adobe Document Cloud ~ 53 Moveto [} Copyto

T2 Combine Files by Adot@
Files > demo > Combine

0 @ [0 Name Madified Madified By File Size Sharing
. . (] s Example.pdf = August 18 Taylor Kobey 991 KB Private
Select multiple files
by Qllcklng the small © B Facility Budgetxisx & April 24 Taylor Kobey 465 K2 Private
circle to the left of
the file name. © @ Staff Memo.dock & April 18 Taylor Kobey 846 KB Private
e e Survey Summary.pdf = April 18 Taylor Kobey 90.1 KB Private
e o Branding Guide.pdf 1= April 18 Taylor Kobey 316 KB Private
- @ [ Facility Rendering.jpg = April 18 Taylor Kobey 329 KB Private
_.". (] Iﬁj Relocation Presentation.pptx = April 18 Taylor Kobey 431 KB Private
B Combine Files will open Reorder the files by dragging and dropping.
in a new window. Then, name your combined PDF.

*,L Adobe Acrobat

Combine Files [ AddFiles [ PDF Name Herd ] Cancel m

Blere Branding Overview
P —— [ Sp—
=g A O |
e xTe Stira D
B °
Example Facility Budget Staff Memo Survey Summary Branding Guide

8 1 2 1 1

b

@

&

Facility Rendering Relocation Presentation

1 13

Unleash Digital Experiences with Adobe Document Cloud 9



Reuse any PDF from within Office 365

}Q Adobe Acrobat

Hover over a PDF .

fileand clickthe R
document link to
open the file in

OneDrive > Sustainability Plan

0
Oqltura @

Save B # 4 Q - [Edit

Organize Pages
Insert, delete, extract, reposition,
rotate and replace pages in a PDF.

Combine Files

Merge Word, Excel, PPT, PDF, audio,
video and web pages in a single PDF.

Contents
7% Export PDF
Document Cloud. By sl
Contents 1 Convert PDFs into Word, Excel, .
&y Powerpoint, and RTF formats. .
The C 1 k
Create PDF S
Summary, 2 Create PDFs from common file types H
Sidisinabily Godis andSinstagibs: i like Word, Excel, PowerPoint and RTF. :
Cost Minimization and Value a N
3
Resource Conser 4 y
Waste Minimizati 4
Emission Reduction 5 g -
8B # £ Q -+ DEdt
Research for Renewable and Cleaner ENETgY SOUICES ... 6
Community 7

Organize Pages

Sustainability Plan

Insert, delete, extract, reposition,
rotate and replace pages in a PDF.

Combine Files
Merge Word, Excel, PPT, PDF, audio,

Export PDF

Sustainabilny Plan1
— oor

Pop up the Export To
menu to show the
additional export options.

Export fo:  Microsoft Word Docum... v

Rich Text Format Document
(ertr)

Export To: Microsoft Word Docum... v
Rich Text Format Document
(*rtf)

Microsoft Word 97-2003
Document (*.doc)

Microsoft Word Document

(*docx) dm

Fle  Home Insert

video and web pages in a single PDF.

Export PDF

o Convert PDFs into Word, Excel,
PowerPoint, and RTF formats.

Create PDF

Create PDFs from common file types
like Word, Excel, PowerPoint and RTF.

Select Export PDF from
the Edit menu.

Document Language:  English (US) v

= e

English (US) v
Export To,
button.
Cancel Export to docx [EEEE
Lyout  References  Reiew View Hep  OpeninDestopApp Q@ Telmewhatyouwanttodo  (SShare  § _.'.
v By ¥ [imestewto. v v A A B I U Ov Av e iEviEv Sv o v P By § .

The Commitment o

practice of v are committed to

. and peop

«The conservation of physicaland financia resources fo the company and our

employees;and

« Ensuring of the abundant availablty of resources for our company and
generationsin the futur.

1

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.

Hescer

‘The very nature of our business— supporting the process of beskeaping — is reliant on

future. See Sustainabiity Goals for more detail

Summary

for its employee’s

» Cost minimization and Value maximization
* Resource conservation
 Waste minimization

Click the blue,

Unleash Digital Experiences with Adobe Document Cloud
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Appendix

JUST A COUPLE

BITES

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 AlCLI
$8

WORKS NACHOS

TORTILLA CHIPS PILED HIGH WITH SHREDDED COLBY JACK,
(QUESQ, CHEDDAR CHEESE BLEND, SERVED WITH FRESH
TOMATOES, BLACK OLIVES, JALAPENGS , 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

SAMPLE DOCUMENT



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.

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 Commeand + 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

Unleash Digital Experiences with Adobe Document Cloud 12
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