Recording Audio Comments into Documents

*"9 Adobe Acrobat 8 Pro.



Recording Audio Comments infto Documents

*"% Adobe Acrobat 8 Pro.

1. Plug your Logitech
Headset/Mic into the USB
port.

adobe
acrobat
Professional

<& USB

2. Lload the Adobe Acrobat
8 Pro application.

-" Getting Started with Adobe Acrobat 8 Professional

3. Click Create PDF.
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GETTING STARTED WITH
. ADOBE ACROBAT 8 PROFESSIONAL

What's New in Acrobst & Professional

&

‘CREATE PDF

Create an Adobe PDF from
Office, email, a web site, or
from any fie that prints.

&

‘COMBINE FILES

Combine muiltiple fles from
various seurces into a single,
professianal-ooking POF fie.

¢

EXPORT

Export PDF files to other file
formats and easily select text
and images for copying to
other applications.

&

START MEETING

Communicate and collaborate
with colleagues and customers,

G

SECURE

Help control access to your
documents.

/

SIGN

Sign PDF files to enhance the
integrity and authentidty of
documents.

FORMS

Create a PDF form, distribute
it, and collect the data.

L.}

v
REVIEW & COMMENT
Initiate a PDF file review and

partidpate using Acrabat
commenting tools

A Home

Create PDF in Acrobat

Use Acrobat to create PDFs
from a single file, multiple

files, scanner, or a web

site.

(3 Create PDF from aFile

(3 Create PDF from Multiple
Files

(3)  Create PDF from Scanner

O]

Create PDF from a web
site

B Getting Started with Adobe Acrobat B Professional

CREATE PDF

A Anyone can view PDF files in Acrobat or in the free

Adobe Reader® software.

+ PDF files look the same on different computers.

+ You can protect Adobe PDF files to help prevent
‘others from changing your documents.

Create PDF Files from Other Applications

] Greaung PoF fies from the folong appications s 25
simple a5 dlicking  button, Just look for the Acrobat

toalbar.

Office
Retain links, slide transistions, bookmarks, and mare.

+ Outlook and Lotus Notes

Archive email messages or whole folders into a single,

searchable PDF.
+ Internet Explorer

The web is constantly changing. Preserve web pages by

converting them to PDF.
« AutoCAD and Visio

Easily share drawings with others using PDF and the free

Adobe Reader,

@  LearnHow to Create PDFs from Other Applications
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Adobe PDF Printer

Quickly create PDF files
from any file on your
computer by simply
printing to the Adobe PDF
printer.

@  Learn How to Creat= PDF
with the Adobe PDF printer

4. Click Create PDF from a
File.
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Thumbs.db
My Documents |
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S. Navigate to your File

(Microsoft Word Document)
and click Open. This wil
create a PDF of the Word

Document you just opened.
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File Edt Wiew Document Comments Forms Advanced Window Help
i Create PDF ~ ,E Combine Files ~ @ Comment & Markup = Sticky Hote
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B Forms | (] Highlight Text Tool
MeEEri y| ] Underline Text Tool
: e » | #] Cross Ot Text Tool
] P 4| £2 Attach a File as @ Comment
i~ Record Audio Comment
Custamize Toalbars. ..
& Paste Clipboard Image as Stamp Tool

Eh, callout Tacl

[=] Text Box Tool
< Cloud Tool

A arrow Taol

/ Line Tool

[ Rectangle Tool
) Owal Tool

& Polygon Line Tool
© Polygan Tool

1. Call Meeting.” Penci Tedl

& Penil Eraser Tool
2. Action Comu = shaw

D

Review & Comiment ~

| — 6. Go to the menu bar and

click on:
Tools ->
a Comment & Markup -

;gmmiﬁee Record Audio Comment

1:00 A.M.

Show Comment 3 Markup Toolpar

a. Campus-cemmmromenmron

b. Student Success

¢. Developmental Education Tracking

3. Minutes from December meeting
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/. You will see the mouse
cursor change to an audio
specker symbol that allows
you to decide where in the

document you want to
attach the audio comment.
You can move this location
after you record your
comment.

8. Choose the placement of
you audio comment and
click the mouse.

ﬁ Creste POF - @ Combine Files - @ Export ~ @ Start Meeting + ﬁ Secure - fagn - Forms = i?ﬁ eeeee & Comment ~

OB ® e o gee>- HOQ -

B Q. The Sound Recorder Dialog
- Box will open. When you

B . .

_ are ready click the red circle

@ ‘o begin recording and

speck your audio comment

1. Call Meeting to Order Irﬂ-o fhe mlcrophone'

2. Action Committee Reports

a. Campus Communication .
L St S 10. Click OK after you are
¢. Developmental Education Tracking ﬁniShed recordiﬂg.

3. Minutes from December meeting
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File Edit View Document Comments Forms Tools Advanced  Window Help

@Crea{e POF = @Cummne Files = @Expun - @Slart Meeting - ﬁ Secure ¥ jSlgn - E Forms = SREWEW&CDmmEﬂ( -
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a/ Sound Attachment Properties |5|
(2] W General | Review History |

teon; Color: ([
Ear
' Opacity: |100%
L Microphane
) Sound ¥

1. Call Mee

2. Action C [tocked []Make Properties Default

a. LIPS UL U UL
b. Student Success
¢. Developmental Education Tracking

3. Minutes from December meeting
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File Edit View Document Comments Forms Tools Advanced Window Help
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B’
o Agenda
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1. Call Meeting to Order "
2. Action Committee Reports

a. Campus Communication

b. Student Success

¢. Developmental Education Tracking

3. Minutes from December meeting

11. Choose an lcon, Color
and Opacity for your
sound recording icon and

click OK.

12. Your lcon will appear on
the screen. Move it to the
exact location in the
document you want the
sound icon to appecr.

13. You can double click on
the icon to hear your
audio comment.
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14. Repeat steps 6 - 13 to add
additional comments to the

PDF.

15. Once all of the audio

comments have been made
save your file by going to
File - Save.

Choose the location and
give your new PDF file a
name and click Save.
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