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Section 1: Introduction

Acrobat is a very powerful program with specialty functions for a variety of industries
including printing, engineering and construction. But sometimes it's difficult to find your
specialized tools that are buried amongst all the other tools for other industries. This
guide will teach you how to customize the Acrobat workspace with the commenting
tools most commonly uses in engineering, and construction PDF drawings and texts.
This guide is intended for Adobe Acrobat Standard. If you are using another version, the
tools that are detailed in this guide can be altered slightly to fit your needs.
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Section 1: Know Your Workspace

Adobe Acrobat application has the following three views:

« Home view - The application's landing page or the default page when no
document is open in Acrobat.

o All tools view - Page that lists all the tools available in Acrobat.

e« Document view - The default view when a document is open in Acrobat. When
you open multiple documents, each document opens as a tab in the same
application window.

Adobe Acrobat application also allows you to customize views, easily navigate through
pages, set Preferences, and more.

1.1 Home View

The Home view gives you quick access to your recent files, shared files, frequently used
tools, to-do tasks, and storage accounts.
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1.2 All Tools View

From the toolbars on the Home page, select See all tools to view all the tools available
in Acrobat or Reader. The tools are listed in categories. When you select any tool, it
displays the tool-specific menu on the left panel. You can select any command to take
action on the open document. If you do not have any document open, choose Select a
file to open the file that you want to work on.
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1.3 Document View

When you open a document in the Acrobat app, it is displayed under a new tab with an
All tools menu in the left panel, a Quick action toolbar, and a right side panel, as shown
below.
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1.4 Customize Views

e Customize the Quick action toolbar

o Customize side panels

Customize Quick Action Toolbar

When you open a document in Acrobat, it displays a Quick action toolbar that allows
you to quickly access the frequently used tools.

A. Select tool B. Comment tool C. Highlight tool D. Draw tool E. Fill text fields F. Add
Sign or Initials

You can change the tools that appear on the Quick action toolbar as per your specific
requirements.

To customize the Quick action toolbar:

1. From the Quick action toolbar, select Add, remove, or reorder
tools *** > Customize.
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2.

In the Customize quick action toolbar dialog that opens, take the following

actions as required:

o To add a tool, select the tool in the right pane and then select Add to

Toolbar @

e Toremove a tool from the toolbar, select the tool and then

select Remove from Toolbar@

e To change the position of a tool, select it and use up and down arrows
to move it to the desired position.

e To add a vertical line to separa’@roups of tools in the toolbar,

select Add Divider to Toolbar ®

Customize quick action toolbar
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£3) T Delete
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Customize Side Panels

Acrobat allows you to customize the side panel menus to view the tools that you want to
quickly access while working on a document. To customize the side panels, use any of
the following two ways:

« Right-click on the side panel and then from the dialog that opens, select the tools
that you want to view or deselect the tools that you want to hide.

e (Windows) hamburger menu = > View > Show/Hide > Side panels and
select the tools you want to view and deselect the ones you want to hide.

Search >
v [ Accessibility tags
U] Articles
@ Attachments
Paste Ctrl+V
= Bookmark
Undo, Redo & more > v D Foekmares
v @) Comment
i >
View Rotate view 4 ) Content
Disable new Acrobat L
Page navigation > Destinations
Page display > v 8 Layers
i >
Window Zoom > E Model Tree
Help > Read mode Ctrl+H v z Order
Preferences... Ctrl+K Full screen mode Ctrl+L v 88 Pages
Protection > i i
Showillide ’ Customize toolbar 23 Signatures
Document properties... Ctrl+D Display theme > . Reset Panes
Side panels > -
Exit application Ctrl+Q Display size >
Rulers & grids >
Read out loud > .
Cursor coordinates
Tracker...
[

Unlike the menus that appear at the top of your screen, Context menus display
commands related to the active tool or selection. You can use context menus as a quick
way to choose commonly used commands. For example, when you right-click the side
panel, it displays the side panel customizing menu. When you right-click on the
document, it displays the document context menu, as shown below.

OC= » O &

Add a comment

Add bookmark

Edit a PDF
Add text
Add image...
Delete page

Request e-signatures...
Sign yourself

Export

Find text or tools
Previous view

Document properties...
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1.5 Default Fonts

When you add text in a PDF, by default Acrobat chooses nearby font attributes for the
new text. When you edit text, any font that isn't available on the system is substituted by
a default fall-back font for the particular script. For example, Minion Pro is the default
fall-back font for Roman script fonts. The substitution of unavailable fonts by default
fonts can introduce inconsistency in the look and feel of text in a PDF document. To
avoid inconsistency, choose a specific font for any text that is added or modified in the
PDF document from Font Options under Content Editing.

1. From the hamburger menu = (Windows), choose Preferences. The
Preferences dialog box is displayed.
(Alternatively, you can press Ctrl+K keys on Windows)

2. In the dialog box, select Content Editing under Categories. Font Options are
displayed as shown in the following screenshot.

2,

Categories Default Editors for 'Edit Object Tool'

Image Editor.

- Page/Object Editor.
Reading Order
Left to Right, Top to Bottom |8
Font Options
Adobe Online Services Fallback font for Editing Let Acrobat choose a8 @)

Default font for Add Text Let Acrobat choose B Font Size

[ Enable Artificial Boldfitalic Fent Styles

Auto-adjust layout

3. Select an appropriate font in the drop-down lists:

« Fallback font for Editing.
o Default font for Add Text and Font Size.
4. Select OK to save the changes and close the Preferences dialog box.
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Section 2: Edit PDF Document

2.1 Edit Text
Open the PDF you want to edit in Acrobat, and then select Edit in the global bar.

Alltocls | Edit

All tools

®

8

Convert

Sign

A exparta poF
K Edita POF
Create a POF
Combine files
] Crganize pages

Add comments

A=)

>0 n oK

»

The Checker provides a uniform, orderly, and efficient method for checking project
documents, including special provisions, quantities, reports, etc. Complete a
thorough check of the project documents before submitting for the PDN Activity or
Milestone review. Review tools contained within a word processor may be used as
long as the quality process can be documented. If a word processor's review tools
are utilized for QC, a printout of the comments and revisions should be provided to
document the QC process.

Once the project documents have been checked, the QC process continues as
normal to the Back Checker. The example below is a representation that could be
applied to any Disciplines documents.

The PDF switches to the edit mode, and the Edit panel displays

All tools Edit Convert

Edit

MODIFY PAGE

c kTG

£l Organize pages

ARD CONTENT

Ty Text

E} image

B Header and footer,
More

OTHER OPTIONS
Redacta PDF

@ Prepare s form

£ combine files

sign

—

L |

L~

Paos oK

The Checker provides a uniform, orderly, and efficient method for checking
project documents, including special provisions, quantities, reports, etc.
Complete a thorough check of the project documents before submitting for
the PDN Activity or Milestone review. Review tools contained within a word
processor may be used as long as the quality process can be documented.
If a word processor's review tools are utilized for QC, a printout of the
comments and revisions should be provided to document the QC process.

Once the project documents have been checked, the QC process continues
as normal to the Back Checker. The example below is a representation that
could be applied to any Disciplines documents.

The Edit panel includes options to modify the page, add content, redact a PDF, and
convert various documents to PDF forms. You can use the options in the Edit panel to
replace, edit, or add text to a PDF. You can correct typos, change fonts and typeface
size, adjust alignment, add superscripts or subscripts, and resize text or paragraphs.

10
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2.2 Highlight, Strikethrough, or Underline Text Comment

You can use the Select text or Markup tools to add markups to your text.

(a) Using selects text tool
1. Open a PDF.

2. Use the Select text tool to select the text you want to mark up.

3. From the markup toolbar that appears, take one of the following actions as
desired:

To highlight text, select Highlight text
To strikethrough the text, select Strikethrough text T

To underline text, select Underlinel

o
To redact text, select Redact Text & Images

To copy the text, select copy with formatting k&

To edit the selected text, select Edit @

(Y

&,

£ Highlight "
@, T Underline

{af T Strikethrough

Lok

Highlight, Undetline, Strikethrough

11
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(b) Using markup tool

1. Open a PDF.

2. From the Quick actions toolbar, select the Highlight text tool and then move
the cursor over the text that you want to highlight.

3. With the Highlight tool selected, you can highlight multiple sections of text by
just dragging over the text. Once you're done, deselect the tool.

To add other markups, expand the Highlight tool menu and select the tool for
other markups

All tools

0

(6]

3

A4

= Menu G CM.pdf

Edit  Convert

All tools

Export a PDF
Edit a PDF

Create a PDF
Combine files
Organize pages

Add comments
Request e-signatures
Scan & OCR
Protecta PDF
Compress a PDF
Prepare a form

Fill & Sign

E-Sign

A

[=d

¥y TDOT QualityManual_A. X | + Create @ 0 #

sl

Find text ortools Q) = Q =

The TDOT QC Procedures assist the project team in creating and verifying that designs are safe,
constructible, maintainable, and economical. Implement the Quality Control Procedures in all
aspects of project development including design, plans, reports, and estimates. Following the
Quality Control Procedures is required and should be included in project schedules or budgets.
The Quality Control Procedures may be modified on a case-by-case basis to reflect unique
aspects or project-specific requirements. Any alternate Quality Procedures or other
modifications must be requested in writing to the Project Manager for approval. All project
deliverables must be QC checked. Quality checklists have been developed for each discipline
and can be found in Appendix D through Appendix O. Some disciplines may have checklists
other than what is listed in the appendix and are to be used in conjunction with those listed in
Appendix D through Appendix O.

12
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2.3 Change the Color of the Markup

1. Click the markup.

2. From the mini toolbar that appears, select the color icon.

3. From the color palette, select a desired color.

The markup appears in the selected color.

Allteols  Edit  Convert  E-Sign o o

D e &l

B Prepareaform
£

Fill & Sign

Find text ortools Q) B o

The TDOT QC Procedures assist the project team in creating and verifying that designs are safe,
constructible, maintainable, and economical. Implement the Quality Control Procedures in all
aspects of project development including design, plans, reports, and estimates. Following the
Quality Control Procedures is required and should be included in project schedules or budgets.
The Quality Control Procedures may be modified on a case-by-case basis to reflect unique
aspects or project-specific requirements. Any alternate Quality Procedures or other
modifications must be requested in writing to the Project Manager for approval. All project

and can be found in Appendix D through Appendix O. Some disciplines may have checklists
other than what is listed in the appendix and are to be used in conjunction with those listed in

All tools x
k,
B exportaror
52 EditaPDF *
Create a PDF
G.‘
ED combine files
iAL
Organize pages
a,
Add comments
il
B Request esignatures deliverables must be QC checked. Quality checklists have been developed for each discipline
Scan & OCR
Q@ Protecta POF Appendix D through Appendix O.
Compress a PDF - -

=

2.4 Delete the Markup

To delete the markup, select the markup and then select delete.

2.5 Add a Comment to the Markup

1. Double-click the markup.
It pops open a comment box.

2. Alternatively, click on the markup and select the note icon.

It opens a comment box.

3. Type your message in the comment box and then select Post.

Commenting tools

k‘

E (] Addacomment
..f‘ [3 Replace selected text
e, [a Inserttext
[E] I3 Addtextcomment
a‘ L& Attach file
2

13
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Section 3: Drawing Markup Tools in a PDF

You can use drawing markup tools to add comments. Comments are notes and
drawings that communicate ideas or provide feedback for PDFs. You can type a text
message using the Add text comment tool. Alternatively, you can use a drawing tool
to add a line, circle, or other shape and then type a message in the associated pop-up

note.

3.1 Add New Text from Edit Panel

You can add or insert new text box into a PDF using any of the fonts installed on the
system.

1.

Select Edit in the global bar. Then, from the Edit panel, select Text under Add
Content.

Drag to define the width of the text block that you want to add.

The Add text tool intelligently detects the following text properties of text close to
the point of click:

« Font name, size, and color
o Character, paragraph, and line spacing
e Horizontal scaling

These text properties are automatically applied to the text box that you add at the
point of click.

You can change the text box properties using the options under Format in the
left pane.

4. Type the text.

5. To resize the text box, drag a selection handle.

To move the text box, place the pointer over the line of the bounding box (avoid
the selection handles). When the cursor changes to Move pointer <, drag the
box to the new location. To maintain alignment with the other list items, press
Shift as you drag.

14
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3.2 Add New Text from Quick Action Toolbar

You can use the Add text comment tool to create a box that contains text. You can
position it anywhere on the page and adjust it to any size. A text box remains visible on
the document page; it doesn’t close like a pop-up note.

Text font and size are based on the system's default settings.
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SHALL BE INGLUOED WITH COST OF GTHER ITEMS OF CONSTRUCTIO

[fthere are existing
PAVEMENT snowplowable. Add item #
for remove existing

i2)  THE CONTRACTOR SHALL BE REQUIRED TO COLD *LANE AND PAVE | S now F}lﬂ\i\'able pﬂ vement

DIRECTION OF TRAFFIC m.ar'king on sheet 2.

] ; PAVING
g {31 THE CONTRACTOR SHALL ATTACH A DEVIGE TO THE SCREED OF THE
a

PAVER SUCH THAT MATERIAL 15 CONFINED AT THE END GATE AND
EXTRUDES THE 3PHALT MATERISL I SUCH A WAY THAT RESULTS IN A
CONSOLIDATED WENGE-SHAPE PAVEMENT EDGE OF AFFRONXIMATELY 25
TO 30 DEGREESAS IT LEAVES THE PAVER (MEASURED FROM A LINE
PARALLEL TO THE PAVEMENT SUIFACE | THE DEWICE SHALL MEET THE
RESUIRCMENTSTI AT ARE CURRINTLY SCT FORTI N SPCSIAL PRIVISION
40TSE
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3.3 Callouts Toolbar

You can use the Text callout tool to create a callout text box. Callout text boxes are handy
when you want to single out a particular area of a document. Callout text boxes have three
parts: a text box, a knee line, and an end-point line. You can resize each part by dragging a
handle.
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E.. - g:
G M
FRER =
z5E¢ gk | &
- T S
BEfic  rramer "
]
i ¥
= 3
A &
X7 -
2
£ : PH
E : FIELD
ETA, FIOHE0, EL S840 k. REv|EV
E s INOUSTRIAL PARK DR T A, 50+00.00 EomE
; SR | v R oo
E E L1000 ACCERERATIN LANE
& Sz : :
=§; ‘JAdd this Special
D R Ditch on Detail
el — sheat 2G and on
@ sheat 11 EPSC -
— Tabulation quantity Rt ADIUTER 8% Tl
= sheet : Ry
— - TO THE WAVD 16l WTH |
Tg STATE OF TEMME!
DEFARTMENT GF TRANS
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3.4 Highlighting

Using markup tool
1. Open a PDF.

2. From the Quick actions toolbar, select the Highlight text tool and then move the
cursor over the text that you want to highlight.

3. With the Highlight tool selected, you can highlight multiple sections of text by just
dragging over the text. Once you’re done, deselect the tool.

4. To add other markups, expand the Highlight tool menu and select the tool for
other markups.

Alltools  Edit  Convert  E-sign o o Find text ortools Q, @D o=
3 REV, 2024-11-19: H
52 EditaPDF B
Create a PDF S
2 NDUSTRIAL PARK DR STA. 0
B Combine il “, INDUSTRI, STA, 53+95.0
+ combineties N 740198,5083
(<] E 11374818175
Organize pages “
iA
Add comments
Y
@ Request e-signatures a‘ \
\
Scan & OCR a \\
1
(4 Protecta PDF \ S
Compress a PDF ==
14
@ Prepare a form N
& Fill &Sign &,
7 converttoPDF a
) LIMIT CONST /RESURF. &
Get PDFs e-signed. Recipients sign - INDUSTRIAL PARK DR. o
online for free W STA, 50+5000 &
AT ['4 '} g
Request e-signatures \\ ; % 2
S H Pl g5] .
lBa2i00i
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3.5 Add an Arrow, or Shape in the PDF Drawing

From the Quick action toolbar, select the Draw freehand tool and then select the

desired drawing markup tool:

e The Line tool =, the Arrow tool C:), the Rectangle tool D,
and the Circle tool O lets you create simple shapes.

e The Cloud tool O and Polygon tool O create closed shapes with multiple
segments. The Connected lines tool O creates open shapes with multiple

segments.

o The Draw tool creates free-form drawings, and the Erase a
drawing tool 9 removes the drawing markups.

ne e D

o o0 ¢ |

Y,

Draw

Line

Arrow

Rectangle

Circle

Text callout

Polygon

Cloud

Connected lines

Drawing tools
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1. To draw cloud or polygon shape in the PDF:

To create a cloud or polygon shape, click to create the start point, move
the pointer, and click to create each segment. To finish drawing the
shape, click the start point, or right-click and choose Complete from the
menu. Double-click to end a polygon line.

739819.0595
E 11373

Add this Catch Basin Protection
(Type __) item # on sheets 2
and 10.

2. Todraw a line, arrow, or rectangle, either drag across the area where
you want the markup to appear, or click twice: once to create the start
point and once to create the end point.

712-02.60 TEMPORARY WORK ZONE CRASH CUSHION (MASH TL-3) EACH 4 4
712-04.01 FLEXBLE DRUMS | CHANNELIZING) EACH 50 20 50
71204 50 BARRIER RAIL DELINEATOR EACH 123 123
712-05.01 WARNING LIGHTS TYPE A) EACH a8 9 9
T12-06 SIGNS (CONSTRUCTION) S.F 256 256 256
712-08.03 ARROW BOARD (T¥PE C) EACH 2 H 2
712-09.08 REMOVABLE PAVEMENT MARKING (67 ine) LF. 8400 8400
713-02.14 FLEXBLE DELINEATOR (WHITE) EACH 100 100
713-16.01 CHANGEABLE MES SAGE SIGN UNIT EACH 2 H 2
716-05.20 PAINTED PAVEMENT MARKING (6% LINE) LM 216 218
T16-08.01 REMOVAL OF PAVEMENT MARKING (LINE) LF 4200 4200
FOOTNOTES!
1. THIS [TEM SHALL BE A PORTABLE ENERGY ABSORBING TERMINAL MEETING THE REQUIREMENTS OF AASHTO MASH FOR TEST LEVEL 3.
THE PAY ITEM WILL INCLUDE FURNISHING AND INSTALLING ALL COMPONENTS AS.SHOWN ON THE MANUFACTURER'S DRAWING,
2. TOUSED AS DIRECTED BY TGHE ENGINEER, =
Add this footnote on
sheet 2.
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3. To draw a square or circle, or to draw a line that’s horizontal, vertical, or
at a 45° angle, press Shift while you draw.

100.00

596.50

285.34

{E 18.23 §

—284-23—

220

36

4. To draw free-form lines using the Draw tool, drag where you want to begin

drawing. You can release the mouse button, move the pointer to a new
location, and continue drawing. To erase parts of the drawing, select

the Erase a drawing tool @ and drag across the areas of the drawing

that you want to remove.
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3.6 Change the Look of your Comments

a) You can change the color and appearance of comments or markups before or
after you create them. You can set the new look as the default appearance for

that tool.
D .
. :
2. “  |Add text
e, a
i _
a, B:- =nm
Aa .
TTIF¥
Color {g} S
HT EEN
The Test formatting tocd on the Comment toalbar
EEN
Opacity
O 100%

b) Optional tool, use Ctrl + E for Text Box and Text Properties

Text Box Text Properties X
A== = = [an @ v|T F T-rF T T
T T Tae At ~
E 1137305.5967 A g g E
N A S.— s 8
136" of 29718" Arch Pipeis |\ ___--W\ [ - Dt i EX s ¥
shown on sheet 2F1, Cross | [ C gigi g ?.
Drain Tabulation. Please | e e . H
check the Arch Pipe size in == ; g
|lmultiple locations. g AR custs 22| A it S Hitiaa L
Y e o £
wﬁﬂ'r 110 'E'nm ik R | —— § PlH
| I ) L
’u_-lwml F "b\' j o ASCEL, LANE N o é
LI N . 3 FIELD
I R ——— T
e | s || |9 REVIEW
| 3 o FIDUSTRIAL PARK DR §TA, 5040000 - i
N 9 ! B OF
¥ ﬁ E E E E ﬁ:::?zﬁ?:l \ FIRAREET v gr pouis, BEALED BY
O -
RE e HEE = |\
x%; \
S | T T
S | [Add this Special
\ |Ditch on Detail
:!‘ ShEET ZG and on CODAD IMATES ARE HAD FHGOMUSL AHE
HOTE: DRVEWAY RADIUS TG BE 18 UNLESS NOTED oTHERw s | sheet 11 EPSC 08 1RGN AR TIED 15 THE T8
Tabulation quantity i T e v2ad T GRS By
SheeT "m:::::: T“.H:ﬁl‘q..
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Section 4: Sharing Documents

4.1 Shared PDF’s

1. Open a PDF in Acrobat or Acrobat Reader and select Share in the upper-right
corner.

2. (Optional) Select Link Setting and ensure that People can comment toggle
is on.

3. Select the appropriate option to share the PDF:
« Enter the recipient's name or email and select Invite. You can add a
message and a deadline.

o Select any third-party App and follow the onscreen instructions.
o Select Create a link to share and share copied link with recipients.

o« Select Send a link or attach this file to an email and follow the
onscreen instructions.

Note: By default, the People can comment on this file switch is turned on. To share the
file only for viewing, select the switch to turn it off.

4.2 PDF Sharing Options

« Add name or email to invite - Enter the name or email of the recipient. If
necessary, add a message, or Add deadline, and select Invite.

QL ® &

Find text or tools Q, B & = m

< Invite people

® email@domain.com x Q
w.we | Add name or email to invite B [k
<ompi
1SECUN  pMessage (optional) [_B
5 secu Please view this document. You can also add
astruc! comments.
regula 8
“cle (SF
and t¢ B
Post message as comment Add deadline [a]
ONVER|

@D People can comment on this file

2

Add name or email to invite
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« Create a link and share using third-party apps. When you select any available
third-party app like Microsoft Outlook, Microsoft Teams, or the default email
client, Acrobat creates a shareable link and opens the respective application with
the copied link in the message draft. Alternatively, select Create a link to share,
then copy and share it with the intended recipients.

Find text or tools Q) B & 3

Share "Adobe Cloud Services"

Add name or email to invite

e
r

W R MO B | @ 6%

cl

la File will be uploaded to Adobe cloud storage for sharing. Anyone with the
link can access this file
RF

| L e
@ People can comment on this file

4.3 Recipients Experience

Recipients get a notification that the file is shared with them. The message contains the
link to the shared document. Clicking the link or the button opens the documentin a
browser. Recipients can also download the document if necessary.

4.4 Track Shared Files

The files that you have recently shared are listed in the Home view in Acrobat.

Select Home > Shared by you. When the recipient views the file, you get a notification
in Acrobat and an email. To view and track all the files shared for viewing, do the
following:

1. Select Home, and do one of the following:

e To view the files shared by you for view or review, select Shared by
you.

o To view the files received for view or review, select Shared by others.

All the files shared for viewing are displayed along with the following
information:

« Name: Name of the file shared for view.
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Sharing: Shows if the file is shared or unshared.
Last activity: The last time the file was modified.

VWioome 5 AUBIL,

Recent
Stsired [0

Samnple POFs

Adabe cloud storage
o Bl

Sewni

Shared by you
Shaerel sy orbers

ApTamants

A sgrecments

Gthar e storge
Yoast commputer

Acld file storage

2. To view the details of a file, select the file. A thumbnail of the file is displayed
in the right pane. The action board in the right pane displays the actions you
can perform on the file. The displayed actions vary based on whether you
have shared the file, or received the file for viewing as shown below:

Action on Files shared by you

View the timestamp when the file was last modified.
Add People to the shared file.
Copy shared link and share with other recipients for viewing.

unshared file if you want to prevent anyone else from viewing or
downloading the file.

Delete the shared file permanently from the Adobe Document Cloud.
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Acobe POF icon

Towinsend-Lackbook-view-in-Chrome-...
FOF = hcoilied Today, 6:33 PM

1 peaple A

0 Add prople

a OWHER

Arpore with the link can access the file.

& Copy shared link

#=  Unshare fils

T Delete

Actions on files shared by you

Action on Files shared by others
o View the timestamp of the file received.

o Copy shared link to either share it with other recipients or open the file
on browser.

« Remove me to remove yourself as a reviewer of the shared file.
« Report abuse for any inappropriate content received.
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Mew Festunes and Rel=sse Notes ML2...
POF = Shared by
Recaived Sap 07, 3:41 PM

Please view this dooumsnt. You can also
comament an it,

7 pecple ops >

& Copy shared link
£ Remove me

|:'-'| Repart abusae

Actions for files shared by others
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