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                                                                                1 Creating and Using Links and Bookmarks in PDF Documents After making a document into a PDF, there may be times when you will need to make links or bookmarks within that PDF to aid navigation through the document. Linked text can be especially useful for a table of contents or index, or when you are referencing other sections of the same document and you want your readers to quickly access that particular section. Bookmarks present a quick way for readers to see the contents of a document and choose a certain part of the document to read. Use these guidelines to learn to create links and bookmarks to navigate within the same document. Note: The instructions in this document were written using the Adobe Acrobat 6.0 Professional version. Steps may vary from version to version of Adobe Acrobat. Creating Links The following sections walk you through the steps of creating internal and external links, and how to adjust the appearance of links once you have created them. To create an internal link: 1. On the menu bar, select Tools > Advanced Editing > Link Tool. Your mouse cursor will change from the hand cursor ( ) to. Use this tool to click and drag, drawing a box around the text that you want to link. 2. Once you have completed drawing the box, release the mouse button. The Create Link dialog box will display.
                                            










                                            2 3. Select the Open a page in this document option. 4. In the Page field, type in the page number of the page you want the link to jump to when clicked. Note: Make sure you type in the actual page number of the page to which you want to link. You can determine the correct page number by going to the page you want to link to, and then look at the bottom of the Adobe Acrobat screen ( ) to see what page you're on. 5. Click OK to apply the settings or click Cancel to exit without applying the settings. After clicking OK in the above steps, the box that you drew around the text to link will display in red. You can adjust the width and height of the box if you need to by clicking and dragging each side of the box. If you want to change the appearance of the link, go to the "Adjusting the Appearance of the Link" section of this document. To create an external link to a web page: 1. On the menu bar, select Tools > Advanced Editing > Link Tool. Your mouse cursor will change from the hand cursor ( ) to. Use this tool to click and drag, drawing a box around the text that you want to link. 2. Once you have completed drawing the box, release the mouse button. The Create Link dialog box will display.
                                            

                                            3 3. Select the Open a web page option. The Address field will become active. 4. In the Address field, type in the website address to which you want to link. 5. Click OK to apply the settings or click Cancel to exit without applying the settings. After clicking OK in the above steps, the box that you drew around the text to link will display in red. You can adjust the width and height of the box if you need to by clicking and dragging each side of the box. If you want to change the appearance of the link, go to the "Adjusting the Appearance of the Link" section of this document. Adjusting the Appearance of the Link Now that you have created the link, you can adjust the appearance of the link, which is useful if you want to make certain your readers know this text is linked. For a table of contents or index you can leave the text plain since the readers probably know the page references are linked. For text in the body of your document, however, the readers might not know if it is linked or not unless you distinguish it from the rest of the text. To leave the linked text plain: 1. Right click on the box and select Properties to display the Link Properties dialog box.
                                            

                                            4 2. Be sure the Appearance tab is selected. In the Link Type drop-down menu, select Invisible Rectangle. This is the only adjustment you need to make to leave the text unmarked. 3. Click Close. The red box will still be visible until you select the hand tool again. To distinguish linked text: The traditional way to mark linked text is by making the text blue and underlining it, as is typical in most websites. This will be a good visual cue to your readers that any text in your document is linked. You do not have to distinguish your linked text exactly this way, but it is recommended. 1. Right click on the red box around your linked text. Select Properties from the menu to display the Link Properties dialog box. 2. In the Link Type drop-down list, select Invisible Rectangle. 3. In the Line Style drop-down list, select Underline. 4. Click the Color box, and in the color palette that displays, select blue. 5. The blue underline will not display until you select the hand tool. To change the color of the text: Now that you have underlined your text, you can also change the text's color. Perform the following steps to change the text color. 1. From the menu bar, select Tools>Advanced Editing>TouchUp Text Tool. 2. Click and drag to highlight the text you want to change. 3. Right click and select Properties from the menu to display the TouchUp Properties dialog box. 4. Click the Fill box and in the color palette that displays, select the color blue.
                                            

                                            5 5. Click Close. The text will display in blue once you click outside the box surrounding the body text. Creating Bookmarks Another useful means of navigation within a PDF document is through the use of bookmarks. These bookmarks make it easier for the reader of the PDF to quickly browse the contents of the document and click links to access certain parts. Bookmarks can be viewed by selecting the Bookmarks tab on the left side of the Adobe Acrobat or Adobe Reader screen. To create a bookmark: After you have your headings, body text, etc. formatted and in place, you can set bookmarks. 1. Move the part of your document that you want to set as a bookmark to the top of the screen. For example, if you want a chapter heading to serve as a placeholder for a bookmark, scroll your text to the top of the screen until the chapter heading is at the top. 2. Expand the Bookmarks tab by clicking it. Click the Create Bookmark option (highlighted in yellow in the following figure). 3. A new bookmark will display in the Bookmarks tab section. "Untitled" is the default name. Type over "Untitled" to name the bookmark. Try to give it a descriptive name (for example, naming it Chapter 2 instead of Bookmark 2) so that the reader knows more about where the bookmark will take them once they click it. To create hierarchy with the bookmarks: 1. If you want to make some bookmarked areas secondary to one main bookmark, mark these areas by creating bookmarks just as you did above. 2. Once you have named these bookmarks, click and drag this bookmark, moving it toward the Adobe icon next to the main bookmark under which you want the secondary bookmark to appear. You will know you are in the right place when a red line displays beneath the icon. See the image below. This red line is highlighted in yellow.
                                            

                                            6 In this example, we want the bookmark titled "Subheading Chapter 2" to be secondary to the main heading titled "Chapter 2". So, we clicked and dragged "Subheading Chapter 2" to the icon next to "Chapter 2" until the red line (highlighted in yellow in the figure above) displayed. When this red line displays, release the mouse button. The hierarchy is now obvious, as can be seen in the following figure. Notice how "Subheading Chapter 2" is now indented and linked to "Chapter 2," indicating that this bookmark is subordinate to the main bookmark. Continue these steps to move any other secondary bookmarks under the main bookmarks. Note: You can continue making subordinate bookmarks even to secondary bookmarks. To do this, repeat the steps you just performed, however, instead of moving the subordinate bookmarks beneath the main bookmarks, click and drag them to the icon of the secondary bookmark. Dropping the subordinate bookmarks beneath the secondary bookmarks will look like this: Notice how the subordinate bookmark is now linked to the secondary bookmark. Repeat these steps as much as necessary to indicate proper hierarchy of bookmarked text, images, tables, etc.
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        MICROSOFT ACCESS 2007 BOOK 2 4.1 INTRODUCTION TO ACCESS FIRST ENCOUNTER WITH ACCESS 2007 P 205 Access is activated by means of Start, Programs, Microsoft Access or clicking on the icon. The window opened    
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        Guidelines for online application procedure Step 1 Go to www.funding guide.de Step 2 Fill up the details indicated by the orange coloured arrows below (Status: Undergraduates, your Country of Origin: India,    
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        Lesson 5 Inserting Hyperlinks & Action Buttons Introduction A hyperlink is a graphic or piece of text that links to another web page, document, or slide. By clicking on the hyperlink will activate it and    
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        Surveys ipad Segmentation Reporting Email Sign up Email marketing that works for you Landing Pages Results Digital Marketing EasyEditor Guide Dynamic Questionnaires QR Codes SMS 43 North View, Westbury    
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        presented by a la mode Course Highlights Create an electronic document using SureDocs Lite Upload existing documents to your XSite Prepare a PDF document for e-signature E-sign a document on your XSite    
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        BU Digital Print Service High Resolution PDFs Introduction As part of the BU Digital Print service files can be uploaded to the Web to Print (W2P) portal for printing however the quality of the print is    

    
        More information 
    




    
        1. Open the Practice web site. 2. Open the favorite.htm file. 3. Select the text to be used as the hyperlink for the first favorite web site.
    

    
        
        FrontPage 2003 Lesson 13 - Hyperlinks Types of Hyperlinks Hyperlinks are the primary method used to navigate between pages and Web sites. Links can point to other web pages, web sites, graphics, files,    
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        Company web site: Support email:  Support telephone: +44 20 3287-7651 +1 646 233-1163 2 EMCO Network Inventory 5 provides a built in SQL Query builder that allows you to build more comprehensive    
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        View and Enter Hours The majority of your projects, called tasks in Timesheet Professional, have already been set up for you. Because the names of the projects are very long, your view has been changed    
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        CONTENTS Signing In... 2 Changing Your Web Account Password... 3 Adding a New Page... 7 Updating A Web Page... 10 Schoolwires Staff Website Reference Guide Inserting an Email Link... 12 Inserting a Web    
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        Click on a link below to navigate this document, or use bookmarks in Adobe.
    

    
        
        Website Instructions Click on a link below to navigate this document, or use bookmarks in Adobe. Logging in and User Registration MyUSG Quoting Online with USLI Quoting Online with RAMP: Century Surety    
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        Wellesley College Alumnae Association. Volunteer Instructions for Email Template
    

    
        
        Volunteer Instructions for Email Template Instructions: Sending an Email in Harris 1. Log into Harris, using your username and password If you do not remember your username/password, please call 781.283.2331    
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        INTRODUCTION TO COMPUTER CONCEPTS CSIT 100 LAB: MICROSOFT POWERPOINT
    

    
        
        INTRODUCTION TO COMPUTER CONCEPTS CSIT 100 LAB: MICROSOFT POWERPOINT Starting PowerPoint 1. Click the Start button 2. Click on Microsoft Office PowerPoint on the Programs menu. If you don t see it there,    
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        Adobe Dreamweaver - Basic Web Page Tutorial Window Elements While Dreamweaver can look very intimidating when it is first launched it is an easy program. Dreamweaver knows that your files must be organized    
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        Step 2: Headings and Subheadings
    

    
        
        Step 2: Headings and Subheadings This PDF explains Step 2 of the step-by-step instructions that will help you correctly format your ETD to meet UCF formatting requirements. Step 2 shows you how to set    
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        History Explorer View and Export Logged Print Job Information WHITE PAPER Contents Overview 3 Logging Information to the System Database 4 Logging Print Job Information from BarTender Designer 4 Logging    
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        Contents 2 PDF Form Fields 2 Acrobat Form Wizard 5 Enter Forms Editing Mode Directly 5 Create Form Fields Manually 6 Forms Editing Mode 8 Form Field Properties 11 Editing or Modifying an Existing Form    
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        GOOGLE DOCS APPLICATION WORK WITH GOOGLE DOCUMENTS Last Edited: 2012-07-09 1 Navigate the document interface... 4 Create and Name a new document... 5 Create a new Google document... 5 Name Google documents...    
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        SmartGrant Web Browser Set-Up TABLE OF CONTENTS SmartGrant Supported Web Browsers for Windows... 2 Configuring Your Web Browser for SmartGrant... 3 Internet Explorer... 3 Firefox... 10 Chrome... 15 Safari...    
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        WYSIWYG Editor in Detail
    

    
        
        WYSIWYG Editor in Detail 1. Print prints contents of the Content window 2. Find And Replace opens the Find and Replace dialogue box 3. Cut removes selected content to clipboard (requires a selection) 4.    
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        How to Build a Form in InDesign CS5 Subject Descriptors: InDesign CS5, Text Frame, Field, Form, Tabs, Leader, Radio, Buttons, New Layer, Export, PDF, Recognition, Highlight Application (Version): Adobe    
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        Intellect Platform - The Workflow Engine Basic HelpDesk Troubleticket System - A102 Interneer, Inc. Updated on 2/22/2012 Created by Erika Keresztyen Fahey 2 Workflow - A102 - Basic HelpDesk Ticketing System    
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        Content Management System Help cms.evergreen.edu Tips, tricks and basic tutorial on Evergreen s CMS Contents Vocabulary Login Opening a page Editing a page Creating a new page Inserting internal and external    
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        Drip Marketing Campaign Manual
    

    
        
        Drip Marketing Campaign Manual Released May 2006 Manual for Drip Marketing Campaign: Getting Started 1. Log into www.graphicaldata.com. 2. Hold cursor over the Tools tab. 3. Click on Drip Marketing Campaign.    
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        Microsoft Dynamics GP Cash Flow Management Copyright Copyright 2010 Microsoft. All rights reserved. Limitation of liability This document is provided as-is. Information and views expressed in this document,    
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        A-PDF AutoCAD to PDF utility. User Documentation
    

    
        
        Note: This product is distributed on a try-before-you-buy basis. All features described in this documentation are enabled. The registered version does not insert a watermark in your generated pdf documents.    
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        CORSAIR GAMING KEYBOARD SOFTWARE USER MANUAL
    

    
        
        CORSAIR GAMING KEYBOARD SOFTWARE USER MANUAL TABLE OF CONTENTS CORSAIR UTILITY ENGINE OVERVIEW PROFILES 1 9 Introduction 2 Starting the Corsair Utility Engine 2 Profiles: Settings for a Specific Program    
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        Tutorial 8: Quick Form Button
    

    
        
        Objectives: Your goal in this tutorial is to be able to: properly use NetStores Quick-Form feature in Dreamweaver customize the Quick Form order button create a form with various components: check boxes    
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        Dreamweaver and Fireworks MX Integration Brian Hogan
    

    
        
        Dreamweaver and Fireworks MX Integration Brian Hogan This tutorial will take you through the necessary steps to create a template-based web site using Macromedia Dreamweaver and Macromedia Fireworks. The    
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