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1. 1. Getting to Know Adobe Reader*
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	1.1 To start Portable Document Format (PDF) software

	1.
	Click Start | All Programs | Adobe Reader 7.0. 
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	2.
	Click File | Open.
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	3.
	Click the Look in arrow, and then find and click the PDF file you want to open.
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	4.
	Then, click Open.
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	5.
	Adobe Reader software is not designed to create new PDF documents. To create new PDF documents, you must either install and use Adobe Acrobat software or click File | Create Adobe PDF Online and sign up for an account with Adobe to use online software.
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	1.2 To use the Menu bar

	1.
	Go to the Menu bar to pick general commands such as opening, saving, printing, and closing a file. 
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	1.3 To use the Basic toolbar

	1a.
	Go to the Basic toolbar for shortcuts to tools for scrolling through a PDF, selecting text and graphics, and taking a picture of the screen.
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	1b.
	If the Basic toolbar is not showing on your screen, click View | Toolbars | Basic.
	[image: image8.jpg]| View  Document Tools Window Help.
Novgaton Tabs B
Tesktons

e "




	PDF_1.3.1b_Win-00.jpg

	2.
	Click the Hand Tool button to read or scroll through a document.

NOTE: With the Hand Tool button selected, you can hold down the mouse button and drag to move around a page.
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	3.
	Click the Select Tool button to highlight or select text or images.
NOTE: If you have selected text or images with the Select Tool button and the document’s security settings allow it, you can copy the text or images and paste them into another PDF or into another type of document.
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	4.
	Click the Snapshot Tool button to take a screen capture of an area of the screen.
NOTE: After you click the Snapshot Tool button, drag to select a rectangular area of the screen and release the mouse button. An image of the area of the screen you selected is now captured on your clipboard and you can paste it into another PDF document or into another type of document.
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	1.4 To use the File toolbar

	1a.
	Go to the File toolbar for shortcuts to pick general document commands such as opening, saving, and printing. 
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	1b.
	If the File toolbar is not showing on your screen, click View | Toolbars | File.
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	1.5 To save a copy of a PDF document

	1.
	Click File | Save a Copy. 
NOTE: Depending on the PDF you are saving, you might need to click File | Save As instead.
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	2.
	Click OK when you see a message telling you that you can save the original PDF only in Adobe Reader. 
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	3.
	Click the down arrow in the Save in menu. Find the place where you are supposed to save your work.
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	4.
	Type a name for your PDF document in the File name box.
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	5.
	Click Save.


	[image: image18.jpg]




	PDF_1.5.5_Win-00.jpg

	file, files, menu, menus, save, saves, saving, as, copy


	PDF 1.6

	1.6 To save a PDF document as a text file

	1.
	Click File | Save as Text. 
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	2.
	Click the down arrow in the Save in menu. Find the place where you are supposed to save your work.
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	3.
	Type a name for your text document in the File name box.
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	4.
	Click Save.
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