Adobe Acrobat - Review & Comment

An Introduction - One Day

MORNING

Introducing Acrobat Professional
Quickstart Guide

The Tools and Menus

Creating PDFs

Using Print to Create a PDF

Opening, Editing and Managing PDFs
Making PDFs searchable

Using the Review and Comment Features
Start an email review

Start a shared review

Invite additional reviewers
Track and manage reviews
Start a meeting

Participate in an email review
Participate in a shared review
Add a sticky note

Mark up text with edits
Create drawing markups

Importing and Exporting Comments
Import Comments

Export comments

Compare a revised PDF to an earlier version
Export comments to Word (Windows)
Import comments to a revised PDF

Preparing for a PDF review

Choosing a review type

Enable commenting for Adobe Reader users
Select an email application for reviews
Specify a server for comments

Starting and managing a review
Start a shared review

Start an email-based review

Start a browser-based review
Invite additional reviewers

Send a message

Meetings

Start a meeting

Attend a meeting

Acrobat Connect preferences

Overview of Morning Session

AFTERNOON

PDF Reviews

Review a PDF

Check for newly published comments
Send comments in an email

Publish comments from other reviewers

Rejoin a review

Tracking PDF Reviews
Review Tracker overview
Track reviewed PDFs

Save the PDF with comments
Check server status

Update your profile

Commenting

Commenting and markup tools overview
Commenting preferences

Change the look of your comments
Add a sticky note

Mark up text with edits

Highlight, cross out or underline text
Stamp a document

Create a custom stamp

Add a line, arrow or shape

Group and ungroup markups

Add comments in a text box or callout
Add an audio comment

Add comments in a file attachment
Paste images as comments

Managing Comments
View comments

Reply to comments

Set a status or check mark
Print a comment summary
Find a comment

Delete comments
Spell-check comments

Approval Workflows
About approval workflows
Participate in an approval workflow

Course Overview & Discussion Session

computer graphics training

Adobe Acrobat 8 Professional allows
individuals to share and conduct
reviews for many types of content

by sending out a PDF version of the
source document for others to review,
or by posting a PDF to a shared server.
Reviewers add their comments to the
PDF using commenting and markup
tools and then send, or upload, their
comments.

If documents were created in Microsoft
Word for Windows, the comments can
be imported directly into the source
document to revise the content.

Acrobat Professional can be used to
create PDFs from most applications
with direct support for Microsoft Word.
Participants are encouraged to bring
along real projects to make these
sessions both cost effective and
productive.

Prerequisites
Windows or Apple Mac OSX with
Acrobat Reader 7 or later.

Who Should Attend?

Anyone who wants to share, review and
comment on documents, irrespective of
computer system or software program.

Courses that can be combined with
this software include:

Microsoft Office

Microsoft Word

Adobe Creative Suite
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