
Multiple files are bound together in this PDF Package.

Adobe recommends using Adobe Reader or Adobe Acrobat version 8 or later to work with 
documents contained within a PDF Package. By updating to the latest version, you’ll enjoy 
the following benefits:  

•  Efficient, integrated PDF viewing 

•  Easy printing 

•  Quick searches 

Don’t have the latest version of Adobe Reader?  

Click here to download the latest version of Adobe Reader

If you already have Adobe Reader 8, 
click a file in this PDF Package to view it.

http://www.adobe.com/products/acrobat/readstep2.html




Adobe Acrobat 8 Curriculum Guide 


Lesson 1: Viewing PDF Files 
Understanding the Acrobat interface is an important skill. The Acrobat toolbar makes it easy to 
move around in your document. You can also navigate your PDF by using menu commands and 
contextual menus. You will quickly become accustomed to Acrobat’s interface and vast 
collection of features. 


Level 


Intermediate beginner. Students are assumed to have a basic understanding of the use of 
computers and computer applications. Students are also assumed to have experience surfing the 
web and to be comfortable with a graphical user interface and online help resources. 


Summary and Objectives 


The purpose of this lesson is to introduce students to the interface of Adobe® Acrobat® and to 
familiarize students with the Acrobat Portable Document Format (PDF). 


At the end of this lesson, students will be able to: 


1. Navigate pages of a PDF document to obtain the desired view. 


2. Re-trace their previous document views to a previous location in a document. 


3. Use a Sample PDF document to become familiar with the Acrobat workspace. 


4. Use the How-To pane to find quick steps for common tasks. 


5. Use the navigation tools to browse through an Acrobat document. 


6. Use the Zoom tool to explore view options. 


7. Use the navigation pane to move through a PDF document’s table of contents. 


8. Use the Find tool to look for text in a PDF. 


Note: Lesson One can be taught in approximately one hour. The first half is structured while 
the second half will be used for further investigations of the online Help file and How-To 
pane. There are many equivalent ways to view items in a PDF window. The student is 
encouraged to find the most comfortable technique.  


Key Terms for Lesson One 


Toolbar: Contain buttons for many commonly used tools and commands in Acrobat, such as 
scrolling and zooming. 


How To Pane: Shortcuts to the most common tasks used in Acrobat. 


Navigation Pane: Pane on the left side of the document window that allows access to 
bookmarks, thumbnail views, and other useful navigational elements. 


Work Area: Occupies the entire space within the Acrobat window. It includes the printable area 
containing the document as well as the toolbars, menu items, tab palettes, and navigation pane. 


Bookmarks: Links to destinations in a PDF document that provide specific views of the 
document. 
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Exercise One: Exploring a PDF File 


The Adobe PDF 


The Adobe PDF file (Portable Document format) is a universal format file that can be viewed on 
just about any device with the free Adobe Reader or any of the Acrobat family of products. 
Adobe PDF files can be manipulated, searched, and marked up onscreen. We will use a sample 
PDF file to become familiar with the user interface. The content of this file describes some of the 
top new features for educators. 


Opening the Sample File:  


In this exercise you will use the sample file located in the ACR_Resources > Lesson_01folder: 


1. Locate the file TopAcrobatFeatures.pdf in the Lesson_01 folder. 


2. Double-click the file to open it. 


The PDF file opens in a new document window with the Bookmarks pane open. If the 
Bookmarks pane is not open, choose View > Navigation Panels > Bookmarks or click on the 
Bookmarks tab on the left side of the document. You can navigate the document by using the 
Bookmarks tab. 


The Bookmarks Tab 


To move through the bookmarks of a 
document, do this: 


1. With the Navigation pane showing 
(Figure 1), click on the + or – sign 
(Windows) or the small disclosure 
triangles (Mac OSX) on the left of 
the navigation pane to expand or 
condense the bookmarks. 


2. Click on each bookmark icon to 
jump to a destination in your PDF. 


 


 
Figure 1 
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Exercise Two: The Work Area - Navigating Views 


The Acrobat Work Area 


The work area comprises the whole desktop of the Acrobat application. It includes the toolbars 
and the document window of an open Acrobat file. At first look it can be confusing, but each tool 
area is grouped according to the features it provides. We will look at the navigation and view 
tools in this exercise. 


 


 


B
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Figure 2. Toolbars open by default A. File toolbar B. Tasks toolbar C. Basic toolbar D. Zoom 
toolbar E. Page View toolbar F. Find toolbar 


 


A 
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Figure 3. Acrobat work area A. Toolbars B. Navigation pane (pages displayed) C. Document pane 
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Navigating a PDF 


To change the size of the document you are 
viewing, do this:  


1.  Click the + and – buttons to move 
through preset views of the 
document. You can also type directly 
in the % window to change the size 
of the view (Figure 4). 


2. Click on the Zoom tool in the toolbar 
to enlarge your view. 


  
Figure 4 


 


3. Click on the left or right arrow to 
move to the previous page or next 
page of your document. You can also 
type directly into the status bar to go 
to the page you want (Figure 5). 


 


 Figure 5 


Retracing Your Views 


To retrace your views, use Alt + Left Arrow (Windows) or Option + Left Arrow (Mac OS) to step 
back through your previous views. This is useful for finding an important piece of information as 
you move through your Acrobat files. 


Using the Navigation Pane 


The navigation pane is useful for navigating 
by using bookmark links in your document. 
You can toggle the navigation pane on and 
off by clicking any tab on the left side of the 
work area (Figure 6). 


 


Figure 6 
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Expanding a Bookmark 


Bookmarks can contain nested information. 
To reveal or hide this information, do this: 


1. Expand and condense the 
bookmarks on the left side of the 
document window by clicking the + 
or – (Windows) or little triangle 
(Mac OS) to the left of the 
bookmark. 


2. Click on a bookmark to move to a 
specific destination view in the PDF 
document (Figure 7). 


 
 


Figure 7 
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Using the Find Tool 


Text in a PDF is real; it is not a picture of text. You can 
search the document or a group of documents for occurrences 
of text by specifying them in the Find dialog box. You can 
find phrases in a document or use the full Acrobat search 
panel. To search a document effectively, do this: 


1. In the Find toolbar at the top of the work area, pull 
down the disclosure triangle and select Open Full 
Acrobat Search  
(Figure 8). 


 
Figure 8 


2. When the Search PDF Panel appears on the side of 
your screen, type organizer in the top field (Figure 
9). 


3. Make sure In The Current PDF Document is selected. 


4. Click Search. 


 


 
Figure 9 


All occurrences of the word “organizer” will appear (Figure 
10). 


5. Roll the mouse over each highlighted occurrence to 
see which page it is on. 


6. Click on any of the highlighted results to jump to that 
location in your document. 


 


 
Figure 10 
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Exercise Three: Using the How-To Pane 


What is the How-To Pane? 


The How-To pane enhances the complete Help by presenting step-by-step procedures for key 
tasks. The How-To pane appears on the side of the document window. It is set to open by default. 


To select help from the How-To pane, do 
this: 


1. Choose Help > How To > Acrobat 
Essentials. 


2. Click Create a Bookmark from the 
list to reveal the steps (Figure 11). 


3. When the steps appear, follow the 
instructions (Figure 12). 


4. Click the back and forward arrows at 
the top of the How-To pane to move 
through your views. 


Each How-To pane provides additional links 
for finding out more about a particular task. 


5. Click the related topics if you want 
to find additional steps. 


 
Figure 11 Figure 12 


6. To return to the How-To home page, 
click the page icon in the upper left 
corner of the pane (Figure 13). 


Figure 13 


Navigating PDF files is easy with the many different tools and options available for moving 
around in your document. As you become more familiar with the Acrobat 8 interface, you will 
find a particular technique that works best for you. 


Activities: 


• Have students figure out as many different ways as possible to perform a navigation or 
view task and have them share their discoveries with the class. 


• Using the Search tool and the sample file, have students look up key topics in a sample 
PDF. 


• Have students explore the How-To pane and use it to learn a specific Acrobat task. They 
can then demonstrate the technique to the entire class. 


Note: As with most applications, there is usually more than one way to accomplish a task. 
Allow users with different learning styles to use the technique that is most effective for them. 
Showing the many different ways that a particular task can be accomplished helps expand 
each learner’s ability to grasp new techniques. 
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Introduction 


The Adobe Acrobat 8 Curriculum Guide provides lessons and activities to help students 
understand concepts and learn the essential skills of digital document construction with Adobe 
Acrobat. With the Guide, teachers and students will examine the key features of the Acrobat 
authoring program and use Acrobat’s tools to create a variety of interactive digital documents. 


The Guide and its lessons can be used as a technology integration unit to supplement just about 
any course, or the Guide can be taught on its own. With an extensive range of lessons and 
activities, students and teachers will learn useful techniques for integrating their own documents 
and projects into this versatile Adobe Portable Document Format (PDF). 


An Adobe PDF document preserves all the fonts, formatting, graphics, and color of any source 
document, regardless of the application and platform used to create it. Adobe PDF files are 
compact and can be shared, viewed, navigated, saved, and printed exactly as intended by anyone 
with the free Adobe Reader®. You can convert any document to an Adobe PDF file by using 
Adobe Acrobat 8. 
Adobe PDF is the foundation for workflows in the publishing industry. It also plays a key role in 
financial services, advertising, regulated industries, and government, with hundreds of agencies 
worldwide sharing Adobe PDF files. Because educational institutions share many of the same 
document-specific tasks as these industries, Acrobat PDF integration is a natural fit for the 
classroom and school administrators. Equally important is the opportunity for students to explore 
the digital workflow Adobe PDF provides. As students progress to post-secondary education and 
careers in the workplace, their familiarity with this format will provide them with the digital 
communication skills they need to create and work with digital documents across the office or 
across the web. 


The Acrobat Curriculum Guide consists of 12 lessons designed to introduce important features of 
the application. Each lesson contains exercises emphasizing key techniques that enable students 
to create and design PDF documents. At the end of each lesson are suggested activities for 
applying the techniques learned in the exercises. Students learn how to create digital documents 
and work collaboratively in a digital environment. 


Each lesson is made up of three parts: an overview of skill requirements, summary and 
objectives, and key concepts; exercises that contain step-by-step hands-on practice to focus on 
these key techniques and concepts; and suggested activities for integrating these skills and 
concepts in a variety of settings. 


It is suggested that you proceed through the lessons in sequence. However, if you already have 
some experience with PDF authoring, you may wish to work with lessons out of sequence. 
Because Acrobat has so many strengths, you can pick lessons that address the skills you want to 
learn. Throughout your practice with the activities, you are encouraged to use Acrobat Help to 
quickly find detailed information about the program. 
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Using the Curriculum Guide Resource Files 


The included resource files are grouped by lesson. These files can be placed anywhere on the 
computer’s hard drive for use when working with the exercises. It is a good idea to keep a backup 
of all files when using the Acrobat Curriculum Guide. 


You can download electronic files for this workshop at 
www.adobe.com/go/acr8_curr_guide_resources.  


Lesson One 


Lesson One uses a PDF file for examination of the Acrobat interface. You can substitute any PDF 
file. 


Lesson Two 


Lesson Two uses the student’s own host file. This can be any file created on the computer. The 
lesson discusses PDF creation from different host applications. A sample Microsoft Word 
Document is included. 


Lesson Three 


The Lesson Three folder contains PDF documents for manipulation. This project file is suitable 
for other lessons if needed. 


Lesson Four 


Lesson Four uses a sample file as the basis for the exercises. Mark-up and annotations done in 
this exercise can be shared among students to facilitate collaboration. 


Lesson Five 


The Lesson Five folder uses a PDF created from a newsletter. It is the basis for learning the PDF 
editing process. It can also be used for other projects. 


Lesson Six 


The Lesson Six folder uses a PDF document for use in creating buttons, actions, and links to 
multimedia files. It also contains a small QuickTime® movie. A simple announcement form and 
data files are included. 


Lesson Seven 


Lesson Seven contains JPEG and TIFF images for conversion to PDF documents. 


Lesson Eight 


Lesson Eight uses files from the web. The Finished folder has examples in case an Internet 
connection is not available. Included is a JPEG image of the original Bill of Rights for use in the 
exercise. 


Lesson Nine 


The Lesson Nine folder contains sample documents for creating an electronic portfolio and a PDF 
Package. 
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Lesson Ten 


The Lesson Ten folder contains an unprotected PDF file and sample files for creating a secure 
PDF envelope. 


Lesson Eleven 


Lesson Eleven uses a resource folder as the basis for the catalog and index. 


Lesson Twelve 


Lesson Twelve contains a newsletter for accessibility analysis. 
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Acrobat Digital Workflow 


The lessons are grouped to coincide with a typical Acrobat workflow containing processes used 
in publishing and printing environments. 


The Acrobat PDF workflow consists of: 


1. The distilling process provided by Acrobat Distiller®, part of the Acrobat suite used to 
compress text and graphics from host files (files created in other design and layout 
programs) into an optimal PDF file. 


2. The manipulation process, handled by the Acrobat application, allowing PDF pages to be 
moved around and organized in a number of ways. 


3. The comment and mark-up process, handled by the Acrobat application, which enhances 
collaboration among groups and individuals. 


4. The editing process, handled by the Acrobat application, which allows digital authors to 
touch up PDFs and add interactive features such as actions, fields, and links to other files 
and to integrate these with other digital technologies, including the web and multimedia 
files. 


5. The importing process, handled by the Acrobat application, which allows the import and 
conversion of scanned paper documents, image files, and web pages into fully functional 
PDF files. 


6. The distribution process, handled by Catalog, now part of the Acrobat application. 
Catalog allows collections of PDFs to be indexed so they can be searched at high speed 
on disk, internal networks, and CD-ROMs. 


7. The Usage Rights Enabling process allows users of Adobe Reader 8 to interact and save 
enabled PDF documents for collaboration with others. 
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The Getting Started Window 


 


The Getting Started window opens by default when you start Acrobat. The home page in this 
window contains links that open additional pages like the one below. All Getting Started pages 
include buttons and links that start specific tasks or display topics in Complete Acrobat Help. 
You can open and close the Getting Started window or simply let it remain open behind or beside 
the Acrobat work area. 
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System Requirements for Acrobat 8 Professional 


For participants using Windows: 


• Intel® Pentium® processor 
• Microsoft® Windows® 2000 with Service Pack 2, Windows XP Professional or Home 


Edition, or Windows XP Tablet PC Edition 
• Microsoft Internet Explorer 5.5 
• 128MB of RAM (256MB recommended) 
• 460MB of available hard-disk space; cache for optional installation files (recommended) 


requires an additional 300MB of available hard-disk space 
• 1024 x 768 screen resolution 
• CD-ROM drive 
• Internet or phone connection required for product activation 


For participants using Macintosh: 


• PowerPC® G3, G4, or G5 processor 
• Mac OS X v.10.2.8 or 10.3 
• 128MB of RAM (256MB recommended) 
• 495MB of available hard-disk space 
• CD-ROM drive  
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