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Adobe Acrobat

Creating PDF Files From Source Files

Level

Intermediate beginner. Students are assumed to have a basic understanding of the Adobe® Acrobat®
work area from Lesson One. It is also assumed that students have experience opening, closing, and
saving files on their computer.

Summary and Objectives

The purpose of this lesson is to introduce the student to the PDF creation process. The student will
learn how a source application “prints” a PDF file through three basic methods; (1) The Adobe PDF
Driver for Mac; (2) The Adobe PDF Printer Driver for Windows®; (3) PDFMaker for Microsoft® Office.

Note: Screenshots used in this lesson are taken from both Mac and Windows computers. Although the
appearance may differ slightly, the features are identical on both platforms.

At the end of this lesson, the student will be able to

1. Select the proper printer settings for creating a PDF file.
2. Access the Acrobat Distiller Properties.
3. Create a general purpose PDF file.

» Lesson Two is designed to be taught in a one-hour session. The instructor and students
should be familiar with how to print a document to a conventional printer by means of the
Print command from their source application’s dialog box. The student must have a file
available for conversion. The file can be any sample file from the source application’s
sample or template folder. Prior to the start of the lesson, the instructor should verify that
the Adobe PDF printer driver is working properly on the student’s computer by converting a
sample file. More or less time can be allotted for mastering this technique from different
applications if desired.

Key Terms for Lesson Two

Source File: Any file created by an application that can print to a printer.

Acrobat Distiller: The module included in Acrobat that “prints” the PDF file to disk and controls
conversion settings.

Adobe PDF Printer: The Postscript® printer driver that communicates with the Distiller application.

PDFMaker: The Microsoft Office macro that allows creation of a PDF file while preserving document
structure.
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Exercise One: Using Acrobat Distiller

What is Acrobat Distiller?

Acrobat Distiller is an application tool that takes page information from a document and “distills” it by
converting and compressing the information for viewing with the Acrobat Reader® or Acrobat
application.

Fonts and graphics as well as the layout of the document are transformed into a digital portable
document that can print to the highest resolution of a selected output device such as a printer or
viewing screen.

The source file that is distilled remains unchanged for later use with the application that created it.
In this exercise, you will focus on some of the settings available within Acrobat Distiller. The Standard

Distiller settings will be used to create suitable PDF files for screen or print.

Opening Acrobat Distiller:

Acrobat Distiller is an application located in the Acrobat folder, on your
hard drive.

To open Distiller, do this:

1. From the Acrobat menu, select Advanced > Acrobat Distiller.

The Application opens and presents the default settings. There are several S m————
settings available for creating your PDF files.

The following choices are suggested depending on the document’s intended use:

B2 Acrobat Distiller E]
File Settings Help
The Smallest File Size option is used for creating the bl FOF St
. . " Default Settings: | Standard -
most compact PDF file for use primarily on screen - el
Compatibility: Egp?ugg}{; Pt

and occasional printing. This setting compresses
graphics suitable for viewing on screen and for
delivery on the Web (100 pixels per inch, or ppi) and
embeds only the font characters used in the
document.

The Standard option is used for creating PDF files
suitable for both screen and most print jobs.
(Images150ppi and embedded fonts)

The High Quality Print option is used for creating

PDF files with better image quality (images 300 ppi).

The other options shown are available in Acrobat
Professional. They are used when working with
specialized PDF service bureaus.

Adobe Acrobat Curriculum Guide

Use these settingl poF ¢1a-2001
' viewing and printit p oy e 39002
be opened with A progg Quality
Smallest File Size

Progress
Status:

PDF File Size Time PS5 File Size g Settings  PDF Fole
< ¥
Acrobat Distiller 7.0
Started: Monday, April 25, 2005 at 14:17:59
Adobe PostScript software version: 3016.102




Adobe Acrobat

From the Acrobat Distiller menu, choose Settings > Edit Adobe PDF Settings.
Investigate (but do not change) the various settings available for each type of compression.

Close the settings box when you are finished.

v ok wN

Quit or exit Acrobat Distiller.

6. The selected setting will be the default Job Option that Distiller uses to create your PDF files until
you change it again by opening up Distiller and selecting a new Job Option. You can temporarily
override this choice from within your source application through its print dialog properties box.

Standard - Adobe PDF Settings

X
[ General N
Images
g Fontgs Description
[ Color lse these settings to create Adobe PDF documents suitable for reliable viewing and
0 Ad " printing of business documents. Created PDF documents can be opened with
= ';t vadnc:r; Acrobat and Adobe Reader 5.0 and later.
andards
File Options
Compatibility: | Acrobat 5.0 (FDF 1.4) w
Object Level Compression: | Tags only v
Auto-Rotate Pages: | Collectively by File v
Binding: | | eft v
Resolution: g0 | dots perinch
() All Pages
() Pages From: To:
[] Embed thumbnails
Optimize for fast web view
Default Page Size
Width: |612.0 Units: | Points v
[] Show All Settings Height: | 752.0
e ) [

» Acrobat Distiller has many configurable features. These features include font embedding
specifics, image compression settings, and other detailed settings for advanced users. It is
not be necessary to change the pre-defined options for the exercises in this Guide.

» It is important to note that all PDF text prints to the highest resolution of a particular
printer. By increasing compression of images to a lower DPI, you can achieve extremely
compact files.

)I;orf:?ore information on Acrobat Distiller settings and preferences, consult the online
Help file.
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Exercise Two: Creating a PDF Document

Now that the Distiller Job Option has been selected, it is time to make a PDF file. There are different
ways to do this depending on the source application and in some cases the operating platform. This
exercise focuses on the common creation of a PDF file from several different sources.

Creating PDF Files on a Macintosh Computer

You should have your source file open on your desktop.

1. Make sure your file is ready for printing. You want to check spelling, formatting, and other key
parts of the document. After it is converted, you have limited touch-up capabilities within the
Acrobat application. Any major changes have to be made in the source application that created it.

2. Choose Print from the File menu.
3. Select Adobe PDF 7.0 from the printer list.
4. Select the PDF options from the pull-down

menu. ]

5. Select Use Default next to settings.
6. After PDF creation, select Launch Acrobat.

7. Leave the number of copies at 1, and set the
page range as you would a regular print job.

8. Click Print.

9. You are prompted to save the file. Name it and
be sure to leave the .pdf extension in the
filename. In a few moments, your PDF file is
created and opens on your desktop.

Print

Printer: " Adobe PDF 7.0 ﬂ
Presets: Standard ﬂ
Copies & Pages ﬂ
Copies: | 1 = M Collated
Pages: () All
:, Current page
Selectior
O From: 1
to 1
Print
Printer: " Adobe PDF 7.0 ﬂ
Presets: Standard ﬂ
| v Copies & Pages B
Layout
Qutput Options (= # Collated

Scheduler
Paper Handling
Colorsync
Cover Page
Error Handling
Paper Feed

PDF Options
Microsoft Word
Printer Features
Summary

numbers and/or

lofs -
!21 Show Quick Preview

'_ Page Setup. \

Page ranges separated by
commas (e.g. 2, 5-8)

(7)  (Preview ) (SaveAsPDF.. ) [ Fax

(_ Cancel ) ( Print 3

» Macintosh Users should not confuse OS X’s “Save As PDF “ option with the Adobe PDF
option. The Adobe PDF option is the only method that utilizes the powerful Acrobat Distiller.
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Creating PDF Files on a Windows Computer

You should have your source file open on your desktop.

1. Make sure your file is ready for printing. You Print e
want to check spelling, formatting, and other Printer
key parts of the document. After the file is Neme: | <36 Adobe POF <] _eropertes |
converted, you have limited touch-up et N _Fngerintr...
. L N BE= ¢ Auto Adobe PDF on D3VIF541 ]
capabilities within the Acrobat application. Where: 6 Auto HP LaserJet 4050 Series PCLG on D3PSNGS 1 [ Print to file
. h h b d . h Comment: b Fax [ Manual duplex
Any maJor C' an'ges ave to be ma einthe e ?: File Print FedEx anko'.s ]
source application that created it. &l O s e D Seres  re—— -
. . " Current page
2. Choose File > Print from the menu of your  pages: N 5 Colate
source application' Enter page numbers and/or page ranges
separated by commas, For example, 1,3,5-12
3. Inthe Print dialog box, select the Adobe PDF
P H t Print what: |D0cument j Zoom
rinter. ) - Pages per sheet: ’m
Print: |AII pages in range j
4. Click the Properties button in the dialog box. Scale to paper size: [uo Scaling -
Options... QK | Close |
5. Click Adobe PDF Settings and select the Standard Job Option, if it is not already selected.
6. er]ak?(szre Prompt for PDF Filename is TS P
checked.
Layout | Paper/Qualty | [EF Adobe PDF Settings
7. When prompted, save your document as a Adobe PDF Conversion Settings
1 i Vel Use thy tings b te &dobe POF d ks suitable for reliable viewi d printi
PDF file. Be sure to include the .pdf suffix in () of business documerts. Creted PDF documents can be opened wih Actabat and Adobe
your file name. Readsr 5.0 and later.
Default Settings: |Standard j Edit...
8. In afew moments your PDF file opens on Adobe POF Securty: [ioms

your desktop.

[~
j Browse...
v Add

Adobe PDF Output Falder |F'rompt for Adobe PDF filenams

Adobe PDF Page Size: |Letter
v ‘iew Adobe POF results

v 4dd Document Infarmation
¥ Do not send fonts ta "Adabe PDF"

Iv Delete log files for successful jobs

N

H Cancel ]

Iv Ask to Replace existing PDF file

OK
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Creating PDF Files Directly From Microsoft Office

» When you install Acrobat on a Windows computer with Microsoft Office installed, a
special set of Macros are added to allow for quick creation of PDF files from within the
Microsoft Office application. Although Tyou can always create a PDF file by selecting the
Adobe PDF Printer, using the Convert To Adobe PDF icon in the Office toolbar allows special
structures embedded in the Microsoft Office document to be placed in the Acrobat PDF file.
The location and options depends on your Windows version and Microsoft Office version.

Have your source file open on your desktop. Make sure your file is ready for printing. Check spelling,
formatting, and other key parts of the document. After the document is converted, you have limited
touch-up capabilities within the Acrobat application. Any major changes have to be made in the
source application that created it.

To create a PDF file from within Microsoft Office for Windows, do one of the following:

* (Click on Adobe PDF in the Menu. File Edit View [nsert Format Tools Table Window Help AdobePDF  Acrobat Comments
DeEdasy SRRV sBET - @ W & B
*  Click the Acrobat icon in the MS Final Showing Markup ~ ~ Show~ &} #% &3 - &~ {3+ & H .
Office Toolbar. Nz

You are prompted to save your PDF file. Be sure to include the .pdf suffix in your filename.
In a few moments, your PDF file opens on your desktop.

Acrobat PDFMaker for Microsoft Office for Windows

To change settings in the Acrobat PDFMaker macro, do the following:

1. From the Microsoft Office menu, click on the Acrobat menu located to the right of the Adobe PDF
menu, and select Change Conversion Settings. The Acrobat PDFMaker dialog box appears.

2. Select the conversion setting you wish to use for your Adobe PDF | Acrobat Comments

conversion. = Convert to Adobe PDF
L Convert to Adobe PDF and EMail

3. Click the tabs along the top of the PDFMaker dialog box to view S Convert to Adobe POF and Send for Review
and change different aspects of the conversion, including [ chamccmwemmesins v |
Microsoft Office specific settings, such as Internet link
conversions, article threads, table of contents, and index features, as well as other structure tags.

For more information, consult the Acrobat Help file in your Acrobat application.

Adobe Acrobat Curriculum Guide 6



Adobe Acrobat

Creating a PDF file directly from Microsoft Office X for Macintosh

In Microsoft Office X for Macintosh, you can create a PDF file directly by clicking on the Of e, W

Create PDF button in the Office toolbar.

1. Click the Create PDF tool from the Microsoft Office Toolbar. If you do not see it, from the menu,
select View > Toolbars > Adobe Acrobat PDFMaker.

2. When prompted, save the file to your hard drive. 80 Acrobat PDFMaker

Status : [N

£ - . X
{ Cancel )

The PDFMaker begins processing. In a few moments, the conversion is complete. Click the View File
button to inspect your File.

Inspecting your PDF Digital Document

Take a look at your converted PDF document. Notice that it looks exactly like the original.

1. Quit or exit your source application.

2. Inthe Acrobat application, select File > Properties... from the menu. When you select the
Description tab, you can fill in key information about your document such as Title, Subject, Author,
Creator, Creation, and Modification Dates, File Size, and other settings. Notice how much smaller
your PDF document is than the original source file.

Security | Fonts || Initial View | Custom || Advanced

Description

File: Topl0AcrobatFeatures.pdf

Title: ITop Ten Features for Educators

Author: |

Subject: |

Keywords:
Created: 4/25/2005 10:12:01 AM Additional Metadata...

Modified:  4/25/2005 10:15:42 AM
Application:  Acrobat PDFMaker 7.0 for Word

Advanced
PDF Producer: Acrobat Distiller 7.0 {Windows)
PDF Version: 1.4 (Acrobat 5.x)
nents and Settings\Steve Adler\DesktopACG 6 Doc Masters\,..\Lesson 01 Folder),

File Size: 141,29 KB (144,631 Bytes)

Page Size: 8,50 x 11.001in Mumber of Pages: 4
Tagged PDF:  Yes Fast Web View: Mo
o] (o
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Creating PDF files From Internet Explorer (Windows Only)

Windows users can create PDF files directly from Internet Explorer. When you print a Web page that
has been converted to an Adobe PDF file, the page is reformatted to a standard page size with logical
breaks. This provides consistent results when you print directly from a browser window.

To convert a web page directly from Internet Explorer do the following:

1. Click the PDFMaker icon at the far right of the Convert button in the Internet Explorer toolbar.

2. Make a choice from the pull-down menu.

vaGo Links ** dﬁ,%

L Convert Web Page to PDF...
iy Add Web Page to Existing PDF...
& Print Web Page...

Convert Web Page and Email...

Adobe PDF Explorer Bar

Preferences...

Note - There are many ways to create Adobe PDF files from your source documents. All Files
can be converted through the Print Command. Microsoft Office also allows the creation of
PDF files through the PDFMaker Tool for direct PDF Printing. Internet Explorer for Windows
also allows direct PDF conversion. Later in the guide, we will learn how to convert Web pages
directly within Acrobat itself.
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Activities:

* Have the students create Acrobat files with different Distiller settings and compare quality and
file size. Have them use the Zoom tool to determine the different graphics compression
effects.

*  Microsoft Office users — Have students create Acrobat files using PDFMaker. Have them report
on the different features that can be converted using the PDFMaker macro.

* Inthe students’ Acrobat files, have them open the Document Properties window File >
Document Properties > General and report on the different properties available. Use the
Acrobat Help file for assistance.

*  Microsoft Office users — Have students convert a Word file, Excel spreadsheet, and a
PowerPoint file, and report on their successes or difficulties.

» Conversion to Acrobat PDF is simﬁle, but there are different ways it can be done. It is well
worth the time to get familiar with the process so that they use the right Job Option for the
output.

Additional Adobe Resources on the Web

Visit the Adobe in Education Web site at www.adobe.com/education for additional resources

* Instructional resources

*  Product information

* Training opportunities

* Solutions for K-12 and higher education

Important note: The Adobe Acrobat Curriculum Guide may be used only by certified K-12 and university educators and may be used only in
the classroom. Distribution of the Guide outside of the educator’s classroom or commercial use of the content of the Guide is prohibited. If
you are interested in using the Adobe Acrobat Curriculum Guide in any other way, please contact the author, Steve Adler, at his Web site:

www.guidedsystems.com.

Adobe, the Adobe logo, Acrobat, and Distiller are either registered trademarks or trademarks of Adobe Systems Incorporated in the United
States and/or other countries. Mac and Macintosh are trademarks of Apple Computer, Inc,, registered in the United States and other
countries. Microsoft and Windows are either registered trademarks or trademarks of Microsoft Corporation in the United States and/or other
countries. All other trademarks are the property of their respective owners.

© 2005 Steve Adler. All rights reserved.
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