K2's Taking Another Look At PDFs

We’'re all familiar with PDF documents. However, it’s safe to say that most professionals use only
a tiny fraction of their features. This circumstance is unfortunate, considering all you can do with
PDF documents. Therefore, isn’t it time to take another look at PDF documents and all you can
do with them?

Participate in this session to learn more about PDFs and how and why they should be a
cornerstone technology in most organizations. Collaboration options, long-term storage and
archival, and fillable forms are just a few features you will learn about in this session. This session
is for you if you're ready to elevate your PDF productivity!
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Introduction

We're all familiar with PDF documents. However, it’s safe to say that most professionals use only
a tiny fraction of their features. This circumstance is unfortunate, considering all you can do with
PDF documents. Therefore, isn’t it time to take another look at PDF documents and all you can
do with them?

Participate in this session to learn more about PDFs and how and why they should be a
cornerstone technology in most organizations. Collaboration options, long-term storage and
archival, and fillable forms are just a few features you will learn about in this session. This session
is for you if you’re ready to elevate your PDF productivity!

Learning Objectives
Upon completing this session, you should be able to:

e List examples of PDF software vendors

e Differentiate between PDF options available from Adobe

e List at least two ways you can use PDFs in collaborative environments
e |dentify critical steps in the process used to create fillable PDF forms

Defining The Portable Document Format

Adobe Systems developed the Portable Document Format (PDF) to render two-dimensional
documents in a device-independent format. Adobe released its PDF generation tool, an open-
architecture type-setting system for the print industry, in March 1985. It ran on a Macintosh Plus
computer and produced output using an Apple LaserWriter or a high-resolution laser
imagesetter, the Linotronic 300. Each PDF file encapsulates a complete document description
that includes the text, fonts, images, and vector graphics that compose the document. Further,
PDF files do not encode any information specific to the application software, hardware, or
operating system used to create or view the document. This design ensures that a PDF document
renders in precisely the same manner, regardless of its origin or destination.

PDF documents help business professionals satisfy several business objectives.

e PDF documents provide a means for archiving digital documents, which, in turn,
minimizes or eliminates the cost of storing paper documents. Depending on the
circumstances, you may choose to store electronic documents for indefinite periods.

e You can easily share PDF documents with others or use them to facilitate the review or
modification of documents over time.

e Users can easily collaborate when working with PDFs.

Page 2 of 34

Copyright © 2023, K2 Enterprises, LLC.
Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.



e PDF documents have a format independent of any application, operating system, or
physical device.

In short, PDF documents are valuable to business professionals, including those working in
accounting and financial arenas, because they provide unparalleled standardization, flexibility,
and security. Further, PDFs offer unequaled portability because they are platform, operating
system, and application-independent.

Differentiating Your PDF Options

Some mistakenly believe that the Adobe Acrobat product line is the only option for creating and
working with PDF documents. Although Adobe’s platform is the market leader in PDF
technologies, many other good options exist for managing PDF documents.

For instance, you can use the following tools as less expensive alternatives to the Adobe Acrobat
platform.!

e PDF Pro 10 ($49.97)

e Soda PDF Editor Pro ($69.00)
e Perfect PDF 10 ($119.99)

e FreePDF (free)

e PDF24 Tools (free)

e Sejda PDF Editor (free)

e PDFgear (free)

The listings above represent only a sample of the PDF solutions available. If interested in any of
these tools, note that the functionality available with these and other solutions varies widely.
Therefore, should you opt for one or more of these tools, you should investigate their relative
strengths and weaknesses before committing to any of these platforms.

Microsoft Office As A PDF Tool

In addition to dedicated PDF solutions, Microsoft Office provides deep PDF functionality. More
specifically, Acrobat automatically installs the PDFMaker add-in in Microsoft Office. This add-in
creates an Acrobat tab on the Ribbon, as shown in Figure 1. Additionally, the PDFMaker add-in
modifies other selections on the File tab of the Ribbon.

L All prices obtained through internet searches and were accurate as of the publication date. However, prices are
subject to change.
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Figure 1 — Acrobat Add-in Tab in Microsoft Word

You can use buttons, menus, or Ribbon icons to create PDFs, attach PDFs to an email message,
mail-merge Word documents to PDFs and send them by email, or create PDFs and send them for
review in a simple, one-step process. In addition, the add-in also allows customization of a wide
range of PDFMaker conversion settings. For example, you can specify 1) what general settings to
use when converting the document to PDF, 2) what security settings to apply to the converted
document, 3) how to deal with Microsoft Word comments, footnotes, and endnotes, and 4) what
Word style elements to use in creating bookmarks.

To customize PDFMaker conversion settings, follow these steps.

1. Click Preferences on the Acrobat tab to open the Acrobat PDFMaker dialog box, as
shown in Figure 2.

2. Inthe Acrobat PDFMaker dialog box, change the conversion preferences as desired and
click OK to accept the changes.

In addition to creating PDFs from within Word, you can edit existing PDFs in the application. To
do so, open Word. Then, open the PDF document you need to edit from within Word. When you
do so, you can edit the text as if the text was recorded originally using Word. However, note that
this feature will not be available if the PDF contains an image of the text.
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Figure 2 — Modifying PDFMaker Conversion Preferences

Creating PDFs

Because of their ubiquitous and almost-universal nature, numerous PDF creation options exist.
Further, your decision on which method you choose can significantly impact other elements in a
document, so choose wisely!

From Adobe Acrobat

Acrobat provides several options within the application to create PDF files. All the PDF creation
commands are available from the menu by selecting File, Create PDF, as shown in Figure 3, or
from the toolbar by clicking the Create icon, as shown in Figure 4.
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Figure 3 — Creating a PDF from the File Menu
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Figure 4 — Creating a PDF from the Toolbar

m

Creating a PDF from a File

One of the easiest ways to generate a PDF file is to select the Create PDF from File option. When
doing so, Adobe presents an Explorer window to browse and select the file to convert. The file
chosen must be a format associated with a registered application. In other words, the operating
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system must know how to open the application that supports the selected file type to generate
a PDF.

Creating a PDF from a Scanner

Acrobat can create a PDF document directly from a scanned image. Select File, Create PDF, and
From Scanner from the menu to start the process. Alternatively, click the Create button on the
toolbar and select PDF from Scanner. Next, choose from any of the scanner’s preset settings —
Black & White Document, Grayscale Document, Color Document, or Color Image. You can
configure scanner presets to suit your needs by selecting Configure Presets. Alternatively, click
Custom Scan to open the Custom Scan dialog box, as shown in Figure 5.

Configure Presets et
Scanner v| | Options
Presets: | Autodetect Color Mode R
Input
Sides: | Both Sides ~
Color Mode: | Autodetect ~
Resolution: | 300 DPI w
Paper Size: | Letter ~

Width: |8.5in Height: [11in

[]Prompt for scanning more pages

Document Settings

Optimize Scanned PDF

Small Size | High Quality Options...
[~] Recognize Text Options...
[]Make PDF/A-1b compliant [ Add Metadata

Help Defaults Save Close

Figure 5 — Configuring Scan Settings in the Custom Scan Dialog Box

You should review the settings carefully because they affect the document’s quality, size, and
appearance. Note the options for Sides (Front Side or Both Sides), Color Mode, Resolution, and
Paper Size. Select the radio button to create a new PDF or append the scanned document to an
existing PDF. Also, note the slider used to select the quality of the created file. Higher-quality
scans produce larger file sizes. Check the boxes labeled Make Searchable (Run OCR), Make
PDF/A Compliant, or Add Metadata if desired. The Options button allows users to adjust the
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image settings to improve the quality of the scanned image. Click Scan to begin creating a PDF
using the settings selected.

OCR after the Fact

Sometimes, you might scan documents without setting the OCR option. Under these
circumstances, the scanning process merely creates an image of a document. The text is not
searchable or selectable, and a simple cut-and-paste from the PDF yields an image instead of
editable text. However, there is no need to re-scan a document because Adobe can perform OCR
after the fact. From the toolbar, select the Enhance Scans and then choose Text Recognition to
start the process, as shown in Figure 6. When the action is complete, the text in the document
will be searchable and selectable, yielding satisfactory results in cut-and-paste operations.

File Edit View Window Help

Home Tools 2016 Excel Tables a.. @ Tommy -
B EQ| OO [1ie A OO wm- BB E P
Enhance Scans ~ [‘2’ hsert = ﬁ;.\ Enhance * |AA Recognize Text » Bates Numbering = Ea O Q @ X
[B) n This File .

In Multiple Files...

@ Correct Recognized Text

Figure 6 — Running OCR after the Fact

Figure 6 illustrates Acrobat can also recognize text using OCR in multiple PDFs simultaneously.
For example, suppose a client sent multiple PDFs containing scanned receipts to support
preparing a tax return, but none were searchable. In this case, you could process all the files for
OCR with a single command.

Creating a PDF from a Web Page

You can use PDFs generated from web pages to document web-based research quickly and easily.
The Internet is dynamic; pages and sites viewed today may change tomorrow. Creating a PDF
from a web page is also an excellent method of capturing an article to read or review later. Sure,
you can easily save a single web page as a PDF. But you can also encapsulate an entire website
into a single PDF with hyperlinks to navigate it as if it were a live website. This feature, for
example, would allow salespeople to access an online products catalog even when they are in a
customer’s office without Internet connectivity. They would need only to capture an up-to-date
catalog from the Web before making their scheduled sales calls.

Select File, Create PDF, and From Web Page from the menu to create a PDF from a web page or
website. Alternatively, click the Create button on the toolbar and choose PDF from Web Page.
To capture a single web page, enter the appropriate URL and click Create, as shown in the upper
panel of Figure 7.
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To capture all or part of a website, click the Capture Multiple Levels button in the bottom left-
hand corner of the Capture PDF from Web Page dialog box. Next, enter the appropriate URL and
select Get entire site or the number of levels below the home page to capture. Next, check
whether to create the PDF from pages on the same path or the same server to reduce the PDF’s
size. Additional settings, such as whether to create bookmarks, are configurable by clicking the
Settings button. The time required to capture an entire website depends on the website’s

Figure 7 — Creating a PDF from a Web Page or Website

complexity and size and your Internet connection speed.

Figure 8 displays a PDF created from K2’s website. In this example, the PDF contains all the site’s
pages up to three levels below the home page. Acrobat built bookmarks automatically during the
process. All hyperlinks work within the PDF just as they would have worked when accessing the

website online. In this case, the PDF file created was less than one megabyte.
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Figure 8 — PDF Created to Capture an Entire Website

Creating a PDF from a Clipboard Image

You can create a PDF from any image copied to the system clipboard. First, copy an image to the
clipboard using any method desired. Then select File, Create, PDF From Clipboard from the menu
or click the Create button on the toolbar and choose PDF from Clipboard.

Creating a PDF from Multiple Files

Acrobat provides two ways of creating a PDF document from multiple files: 1) merging files into
a single PDF and 2) assembling a PDF Portfolio. Merging multiple files creates a single PDF
document while maintaining the internal structure of the original files. For example, you can
select specific pages of Word documents or Excel worksheets for merging. You can also rearrange
the documents or parts of documents in any order before processing the merge. During the
merging process, Adobe converts all files to a PDF binder.

Assembling a PDF Portfolio is similar, but it yields very different results. A PDF Portfolio allows
users to accumulate multiple files — of any type — within a single portfolio file. Acrobat does not
convert the selected files to PDF documents; instead, they retain native formats in the “wrapper”
of the portfolio.

Merging Files into a Single PDF

Merging files is a great option to use at the end of a project, audit, or compilation for
accumulating all the working files into a single PDF to serve as an archive or historical record. The
files combined need not be PDFs but can be working documents in other formats such as Excel,
Word, PowerPoint, AutoCAD, or Visio.

Select File, Create PDF, and Combine Files to merge files. Alternatively, click the Create button
on the toolbar, select Combine Files into a Single PDF, or click the Tools pane and select Combine
Files into a PDF on the Pages menu. You can add files or folders by clicking the Add Files button
and browsing to the file locations. Alternatively, you can use the drag-and-drop functionality to
move files into the Combine Files window. Next, select specific pages or worksheets by clicking
on the plus sign above a document to expand the content and choose the desired pages. Finally,
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rearrange the order of the content, specify an appropriate file size, and then click Combine Files,
as shown in Figure 9.
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Figure 9 — Merging Files into a Single PDF
Assembling a PDF Portfolio

Select File, Create, and PDF Portfolio from the menu to assemble a PDF Portfolio. Alternatively,
click the Create button on the toolbar and select PDF Portfolio. Acrobat Pro will create an empty

or “shell” portfolio. You can then complete the portfolio creation process by dragging and
dropping files or folders into the portfolio and clicking Create in the window’s lower right corner.
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Figure 10 — Creating a PDF Portfolio

Page 11 of 34

Copyright © 2023, K2 Enterprises, LLC.
Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.



Creating a Batch of Individual PDFs

When you need to convert multiple documents or spreadsheets into individual PDF files, Acrobat
can batch-process various source files into separate PDFs. First, select File, Create PDF, and Batch
Create Multiple Files from the menu to open the Batch Create Multiple Files dialog box shown
in Figure 11. Next, add files or folders, like merging files into a single PDF, and click OK.

Edit View Window Help
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Figure 11 — Processing Multiple Files into Individual PDFs

From A Microsoft Office Document
If you need to create a PDF from an open document, select Create PDF on the Acrobat tab, specify
a name and location for the PDF file in the Save Adobe PDF File As dialog box, and click Save.

One of the significant advantages of PDFMaker is that it understands formatting, such as styles
from Microsoft Word documents. PDFMaker can convert formatting section headings into
bookmarks in PDF automatically. It can also convert Word tables of contents into clickable tables
of contents in PDF. For users unfamiliar with Word styles and formatting, the Styles gallery allows
users to apply consistent formatting to a document quickly and easily. Users can set font types
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and sizes and designate specified text as headings or subheadings. Figure 12 shows the Styles
gallery in Microsoft Word. To fully understand the importance of styles and their potential impact
on working with PDFs in Acrobat, let us briefly review the use of styles in Microsoft Word.

AaBhC AaB 4aBbCe agBbceD razecc AaBb AaBb! AaBbC

TChapter... T Chapter.. Definition  Emphasis Footer Heading1 Heading2 Heading 3
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Subtitle Title TTOCHe.. MoSpacing Subtle Em... Intense E.. Strong CQuote

daBbCeci ArBECCD AaBeCcD AABBCCD AaBbCcl AaBbCeDd AaBbCcD
Intense Q... Subtle Ref... IntenseR.. BookTitle TListPara.. Caption Hyperlink

A4 Create a Style
A Clear Formatting

M Apply Styles...

Figure 12 — The Styles Gallery in Microsoft Word

If the formatting in a Word document is applied using styles, the metadata or structure of the
document will be intact in the PDF document after conversion. By default, subject headings
convert to bookmarks, and tables of contents entries are converted to hyperlinks to allow quick
navigation to a specific section or page in the PDF document. Figure 13 displays the bookmarks
in a PDF document created automatically during conversion.
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Figure 13 — Bookmarks Created Automatically in Acrobat from Word Styles

Acrobat created the bookmarks automatically from the styles applied to the section headings in
the original Word document. This Microsoft Word document also had a table of contents
generated from the styles used. While creating the PDF, PDFMaker built a clickable table of
contents with each entry a hyperlink to its respective location in the PDF. The table of contents
allows readers of the document to navigate its content easily.

Collaborating With PDFs

You can send documents to others and track their status online using Acrobat Standard and Pro.
This process does not send the PDF directly to the individual. Instead, it stores it in the Document
Cloud and sends a link to the document, so recipients can click on the link to view or download
the file. The advantages to this procedure include improved security because sending email
attachments is a notoriously unsecured means of sharing information and the ability to track who
has opened or downloaded your documents.

Open a document in Acrobat Standard or Acrobat Pro to utilize this feature. Next, click Send &
Track in the Tools Pane. If necessary, you can add additional files you would like to share. Next,
select Create Anonymous Link or Send Personalized Invitations. If you choose the anonymous
link option, Acrobat will create a link you can copy and share with recipients; this option provides
only basic tracking information. If you choose the personalized link option, the Document Cloud
delivers individual links to each recipient based on her email address. Further, the Document
Cloud provides detailed tracking information when using this option. Add a subject line and
message, and click Send to complete the task of sending the file.
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Figure 14 — Sending Documents Using Acrobat’s Share and Track Feature

Using the personalized invitation feature, those you send the invitation will receive a message
that appears like the one in Figure 15. Of course, clicking View File will allow the recipient to view
the document and provide the option of downloading it.

Tommy Stephens via Adobe Send & Track <noreply@acrobat com= 3:39 PM (0 minutes ago) - v
tome |~

}, , Adobe Document Cloud

| have shared some files with you. Please click on the link to view and download them.

Click on the button or use the link below to view and download the file and to let Tommy Stephens know that you've received
it.
hitps:/fiiles.acrobat.com/a/preview/7193f7dd-b9d3-4613-96¢3-15e9c7637d76

2016 Mississippi Society of CPAs Technology Conference Brochure.pdf

Powered by Adobe Document Cloud | Terms of Use | Report Abuse

Figure 15 — Message Sent to Recipients of a Shared PDF Document
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If you are the document’s sender, you can track and manage the documents you sent by clicking
Home, Sent in Acrobat.
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Figure 16 — Tracking Documents Sent through Acrobat’s Send and Track Feature

Clicking the Track Online link near the top of the window provides up-to-date information about
which recipients have viewed and downloaded the document, including the date and time of the
activity. Figure 17 illustrates the information provided in that audit log.

}“ Adobe Document Cloud
Activity for “Shared Files”

Redipient Activity Item Date Viewed ~

‘tommystephens@gmailcom previewed j», 2016 Mississippi Society of CPAs Te...pdf 3:40 PM

Figure 17 — Viewing Detailed Activity for a Shared File

Editing Your PDF Documents

In addition to an advanced set of markup tools beyond this course’s scope, Acrobat offers an
array of text- and graphics-based commenting tools — sticky notes, text boxes, callouts, text
highlighters, shapes, and lines — for commenting on documents.

Sticky Notes

The ubiquitous sticky note is one of the most common means of annotating documents. To add
a sticky note to a PDF, click the Sticky Note icon on the toolbar or right-click where you want to
place your note. Then select Add Sticky Note from the contextual menu that appears.

Sticky Notes have a common yellow border by default. The note’s title bar contains the name of
the person who added the note, the date and time it was added, and an Options button that
allows users to perform everyday tasks. To reposition a note, click on its title bar and drag it to
its new location. To resize a note, click and drag one of its bottom corners.

In default, notes minimize once you navigate away from them. To redisplay a minimized note,
click or double-click on the note anchor. To view a note temporarily, hover the cursor over the
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note’s anchor, as shown in Figure 18. To delete a note, click and highlight its anchor and then
press Delete or right-click on the anchor or the note body and select Delete from the context-
sensitive menu.

Comment ~ @ & T T T o Ta T T f :9 &l' (((ZD (‘l@ {(l)-l' X
& - | ~

Figure 12 - Creating a Table from the Ribbon
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If you prefer to create your table by using a keyboard shortcut, click anywhere inside the range

of data and press either CTRL + T or CTRL + ::mg either of these shortcuts will open the Tommy

Create Table dialog box. Confirm the range of'@e data and whether your data has headers. Y o
Excel then transforms your data into a table using your default table style {(described beginning

on page 13). As with creating a table from the Ribbon, if you wish to reformat the table using a Why is this a keyboard shortcut?

2
Reply

different style, you can do so by choosing Format as Table from the Ribbon and choosing a
new table style.

Creating Tables from External Data Sources

For those who use Excel to query data from extemal dafa sources, beginning with Excel 2007,
query results must be retumed to one of three choices: 1) tables, 2) PivofTables, or 3) a
PivotChart with an accompanying PivetTable. The following discussion focuses on retuming
data queried from extemnal data sources to tables.

To begin the process of querying data from an extemal data source, choose Get External Data
from the Data tab of the Ribbon and then choose your data source as shown in Figure 13

Figure 18 — Working with Sticky Notes

To change the color of a note and its anchor, click Options, Properties in its title bar. Next, click
the Color box on the Appearance tab, select the desired color, and click OK. To make the chosen
color the default for all notes created in all documents, right-click on the header of a note and
select Make Current Properties Default. Alternatively, click Options, Properties, and check the
Make Properties Default box. Click OK to complete the process. Customizing the color of notes
by user is very effective in small offices. Each user can choose a different color for notes so that
the color becomes a visual cue for who created it. Further, replies to notes are more difficult to
overlook because the original message and another reviewer’s reply appear in different colors.

To reply to a note, click Options and Reply in the note’s title bar. Alternatively, right-click the
anchor or note header and select Reply in the context-sensitive menu. You can reply directly from
the Comments List by right-clicking on the note and selecting Reply from the context-sensitive
menu. Alternatively, you can select Reply under the Options button on the Comments List
toolbar. Note that the first reply to any Sticky Note is nested within the original note. Responses
to previous replies appear in the Comments List. Acrobat links these replies at the bottom border
of the initial reply in a thread.

Text Boxes and Callouts

A Text Box is a rectangular box where a user can enter text. Text boxes float over a document;
you can position them anywhere in a PDF, as shown in Figure 19. Business professionals often
use text boxes for general comments or information about a document. To create a Text Box,
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click the Add Text Box button on the Comment toolbar, position the cursor in the document, and
click and drag a sufficient-sized rectangle. Type the desired text into the box and then click
outside of the box to end the process. Resize or reposition the box as required.

We should move
Subdivide this into this section to the
two sections end after explaining
buyer considerations

The problem with trying to mowve up is that a ny ng sof

trying, with some success to move down. One example is SAP software which rf
compete in this space. The vice is tightening on the products that for years haw
to be mid-market offerings and if you're an organization that always purchased

options are now available.
N
What Prospective Buyers Should Consider
First, it's necessary to assess your organization’s needs. The number of users,

neaded asmanint hudostad far asermninting cnthuars (ramombor thic ron o an

Figure 19 — Text Boxes and Callouts

Callouts are simply text boxes with an arrow anchor. To create a Callout, go to Drawing Markups
on the Comment toolbar and click the Text Callout button. Then click and release the mouse at
the location that will anchor the arrow point. Next, click and drag to establish the callout box’s
size and position. Finally, type the desired text into the box and click outside to end the process,
as shown in Figure 19.

To set the line color and weight of a Text Box or a Callout, click to highlight the object and then
right-click and select Properties from the context-sensitive menu. Alternatively, you can set the
line characteristics by pressing CRTL+E to open the Properties Box. To set the font face, color,
and size, highlight the text inside the box and then adjust the settings using the Properties Box.
To make these settings the default for all Text Boxes and Callouts created in all documents, right-
click on the object and select Make Current Properties Default. Note that the font face and font
size set in Commenting Preferences do not impact the text entered in Text Boxes or Callouts.

Highlighter

You can use the Highlighter tool to mark or call attention to the text in a document. First, click
the Highlighter button on the Comment pane under the Annotations section and then drag the
cursor to select the text to highlight. You can customize the text highlight color by right-clicking
on the highlighted area and selecting Properties or in the Properties Box that opens when you
press CTRL+E. By default, the Highlighter only marks one text selection at a time, requiring a user
to click the Highlighter button to highlight a text passage and then click the button again to
highlight more text. This process can be tedious if you highlight multiple text selections. To
remedy this frustration, right-click the Highlighter tool icon and check Keep Tool Selected on the
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contextual menu, as shown in Figure 20. Once selected, a user can progress through a document
and highlight multiple text selections without clicking the Highlighter button repeatedly. To
deactivate the Highlighter tool, press ESC.

‘With the data queried into an Excel table, several important considerations warrant expansion.

» From a practical perspective, the data links from the data source mto Excel. Thus, as
users make changes to the data in the source database, refreshing the query will refresh
the results in the Excel table T
Refresh.

Highlighter Tool Properties x

|:| - :::: « Author: Tommy ! Keep tool selected

e TIf you add formulas to the table, ey w. Teplica aqaitonal records
are added to the table when the query reﬁ‘eshes then the fommlas will self-replicate to

the new rows.

Figure 20 — Using and Configuring the Highlighter

You can associate an explanation or comment to highlighted text in the Comments List. First,
locate the Comment in the list and then enter an explanation or comment in the available text
box, as shown in Figure 21.

Comment ©@ € T o T HT LT THE £ & & & B 4  » X

~

Search Comments...

-val.

=] Opions | Canes |

Figure 14 - Choosing Tables and Fields for Query

Click Next, Next, and Next again, followed by Finish to complete the query. Finally, m the
resulting Import Data dialog box, choose the Table option and click OK._ The query then runs, Tommy
4 and all selected data flows into Excel as a table using the default table style. »

“With the data queried into an Excel table, several important considerations warrant expansion.
Tommy O

* Frm a practical. perspertive, .the: dafa links from the data source into Excel. Thus, as|
‘users make changes to the data in the source database, refreshing:the query will sefresh Does this add \'alue?‘
the resulfs in the Excel table. To refresh the query, nght-click the table and choose
Refresh.

. Lfym) addfomlas to ﬂ:\c table t.hew wn]l se].f rephcabe }'\mher 1fadd1unna] rec,ords - Reok
o Reply

Figure 21 — Associating an Explanation with Highlighted Text in the Comments List

Business Stamps and Tick Marks

Acrobat comes preconfigured with a large selection of standard business stamps. Some are static,
and some are dynamic. Dynamic stamps include the current date, time, or user’s name in the
stamp body, as shown in Figure 22. You can establish the name displayed in dynamic stamps in
Preferences. Select Edit, Preferences, and ldentity from the menu to specify or edit these
settings. Stamps also have associated pop-up notes that you can display to add additional detail.
Just double-click a stamp to show or hide its note.
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APPROVED

Show Stamps Palette

i Dynamic »
REVISED |
6:05 pm, Apr 29, 2016 Sign Here b
(. A
Standard Business b
REVIEWED
By Tommy at 6:05 pm, Apr 28, 2016 Add Current Stamp To Favorites
RECEIVED

By Tommy at 6:05 pm, Apr 29, 2016
y y pm. Ap Show Stamp Mames

APPROVED .
By Tommy at 6:05 pm, Apr 29, 2016 Custom Stamps

"Tommy )

 CONFIDENTIAL

Figure 22 — Standard Business Stamps Available in Acrobat

Stamps can be applied by selecting the Comments toolbar and then clicking Add Stamp. Once
you choose the Stamp Tool, select a stamp group — Dynamic, Sign Here, or Standard Business —
and then click on the desired stamp. Use the mouse to position the transparent stamp cursor in
the document and then click and release on the face of the document to place the stamp.

Alternatively, you can apply stamps from the Stamps Palette. To display the Stamps Palette, click
the drop-down arrow on the Stamp Tool and select Show Stamps Palette, as shown in Figure 23.
Next, select the appropriate Stamps group from the drop-down list. Finally, to apply a stamp,
click the stamp in the Stamps Palette and then click on the document face, using the process
previously described.
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Figure 23 — Acrobat Stamps Palette

Add Text Tool

The Add Text Tool allows you to type characters in PDF documents, like using a typewriter to add
text to paper documents. You can select the font, color, and size and adjust line spacing. This tool
is handy for filling PDF forms that are static scanned images of paper forms. In addition, you can
move each typed element as a separate object. If the text doesn’t align with the form, you can
click and reposition it accordingly. The Add Text tool is accessible by selecting Text from the
Comment toolbar.

Edit Text & Images Tool

This tool’s text editing capabilities allow users to modify a PDF’s text, which can be beneficial
when the source document is unavailable. In addition, the feature facilitates correcting spelling,
grammar, or calculation errors. However, bad actors can use this capability to commit fraud, such
as modifying documents for financial gain.

To use the Edit Text & Images Tool to work with text, place the cursor on the text that requires
edits and select Edit from the Edit PDF toolbar. Acrobat will identify the area around the cursor
in a blue border to show users what content they can manipulate from the current cursor
placement. You can now make the necessary modifications. If the base font is unavailable in the
document, click OK to allow Acrobat to substitute a closely matching font. Next, click outside the
blue border and press ESC to end the process. Finally, save the file with a different name to
preserve the original PDF.
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Creating Fillable PDF Forms

Creating simple PDF forms is a quick, easy, and straightforward process. You can create forms
from existing electronic documents or existing paper forms. Acrobat analyzes an electronic
document or a scanned image of a paper form during the procedure and determines what fields
it should place on the new PDF form. Generally, you only need to make minor adjustments to the
form created to complete the process.

From an Electronic Document
In this example, we will create a simple Direct Deposit Information form from the existing

Microsoft Office Excel document pictured in Figure 24.

File Home | Insert | Page Li| Formu | Data | Review| Power | View Develo| Fuzzy L| Inquire| Power | @ Tellme.. TommyS.. g_ Share

+ D Page Layout E‘S > |—'E|NewWindow Dl:l'_J D
ngll Paeak T Show ZCo}n E;;;i Zooll?m‘lto EArrangeAII T Sl.i;tch Macros
Preview - Selection [ Freeze Panes - [ Windows ~ -
Workbook Views Zoom Window Macros A
c13 - fe v
A B C D -
. ABC, Inc.
2 Direct Deposit Setup Form
3
4 Employee Name
5 Department
6 Account Type Checking O Savings OJ
7 Bank Routing Number
8 Bank Account Number
9
10
11
17 — -
Direct Deposit Form (O] ] 3
Ready 2 H 0 - 1 +  100%

Figure 24 — Microsoft Office Excel Document to Convert to Fillable PDF Form

Because the document is already in electronic form, converting it to a PDF requires only a few
keystrokes.

1. Select the File, Create, Create Form, and select the existing file to use as the foundation
for your form.

2. Confirm that the foundational document is the one that you want to use. Then click Start
to transform the original document into a fillable form, as shown in Figure 25.
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File Edit View Window Help
Home Tools (©) E Tommy ~

Prepare Form~ b4

Select a file or scan a document to begin

D

ABC Direct Deposit ... Scan a document
Change File

I:‘ This document requires signatures

“ W

Figure 25 — Selecting and Confirming a Foundational Document for Converting
to a Fillable PDF Form

3. Acrobat then starts the conversion process and, as shown in Figure 26, displays a draft of
the fillable PDF form upon completion.

™ ABC Direct Deposit Form.pdf - Adobe Acrobat Pro DC - o x
File Edit View Window Help
Home Tools ABC Direct Deposit... @ @ Tommy -
Be®8a xQ 1 O® w - F @ T O g
brepare Form - Y ® Em A preven | X
.
ALIGN CENTER

A B C, | n C . MATCH SIZE DISTRIBUTE

Direct Deposit Setup Form

Employee Name Tt vore N
Department o
Account Typ o Checking B Savin e =Tz
Bank Routing Number Chec B[ Page 1

Bank Account Number R 21 Employee Name

[ Department

[ Account Type

<) Checking

<) Savings

[T Checking SavingsBank Ri

[T Checking SavingsBank A
< >

Distribute...

Track...

Figure 26 — Selecting a File for Converting to a PDF Form
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When converting an existing electronic document to a PDF form, Acrobat analyzes the document
for potential form fields and automatically converts those fields to click-and-fill fields in the PDF
form. However, the conversion process is imperfect, as shown in Figure 27. Note that Acrobat
created a “false field” entitled Account Type.

A B C’ | NC. "False" field created in

form conversion process.

Direct Deposit Setup Form

Employee Name

Department Department
Account Type| DP=MIE® |[CheckingB Savings B

Bank Routing Number

Bank Account Number Checking SavingsBank Account Number

Figure 27 — Converted Word Document as a PDF Form Showing Field Errors

Fortunately, you can resolve the errors quickly. For example, click on the field to remove the false
Account Type field and press Delete.

In some cases, it might be necessary for you to edit other fields. For example, though Adobe’s
form creation tool appropriately recognized the checkboxes for Checking and Savings and added
them as form fields, changing their field types from checkboxes to radio buttons is necessary. The
deposit bank account can be a checking or a savings account, but not both. Therefore, radio
buttons are an excellent choice to prevent users from selecting Checking and Savings as the
account type. To ensure that a radio button selection is exclusive within a button group, ensure
that all button fields in the group have the same Radio Group Name.

To establish Checking and Savings as radio buttons, delete the two checkboxes created by
Acrobat. Then, click the Radio Button icon on the Prepare Form toolbar, and with your mouse,
draw the location where you want the radio button for the Checking field to appear. Next, as
shown in Figure 28, the pop-up properties dialog box establishes Checking as the Radio Button
Choice name and Account Type as the Group Name. Additionally, indicate that this is a required
field. Finally, click Add Another Button and repeat the process for the Savings field, ensuring that
you rename it Savings.
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ABC, Inc.

Direct Deposit Setup Form

Employee Name

Department
Account Type Checking Savings [

Radio Button Choice: (i)

Bank Routing Number
Bank Account Number

ICheckmg I

Group Name:

Account Type V|
[/ Required fiel All Properties

i, Warning: 1 button in group. At least 2
buttons nesded.

Add Another Button

Figure 28 — Adding a Radio Button to a Fillable PDF Form

Upon completing this process, you should see Checking and Savings as options under Account
Type in the field list, as shown in Figure 29.

FIELDS

I||
q
[ b
q

(& Page1

[iT] Employee Name
[1I] Department

[1I] Checking SavingsBank Ri

[11] Checking SavingsBank A

-] @ Account Type
(#) Checking

(») Savings

Distnbute...

Track...

Figure 29 — Radio Buttons Added to Fillable PDF Form

If desired, you can change the appearance of the newly added radio button so that it looks like
checkboxes instead of circles. To do so, right-click on Account Type in the field list, and choose
Properties. Then, change the Button Style to Check on the Options tab, as shown in Figure 30.
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Te create a set of mutually exclusive radio buttons (i.e.,
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the same name but different button choices,

[JLocked Close

Figure 30 — Changing a Radio Button’s Appearance

Of course, you can continue to modify the appearance of the form and its functionality by adding
and editing other objects to the extent necessary. Upon completing these customization tasks,
your form is ready to distribute to others. Beyond the scope of this program, know that Adobe
offers Distribute and Track tools to assist in distributing forms to others and tracking their
responses. More specifically, these tools can assist you when distributing your forms via email or
on a server. They can also help you identify which team members have responded and which
may require follow-up.

Creating a PDF Form from a Paper Document

The example above identified the steps required to convert an existing electronic document —
Word, Excel, PDF, and others — to a fillable PDF form. If the file you want to base your PDF form
on is paper-based, converting it to a fillable form is simple. Like the example above, select File,
Create, and Create a Form. However, you would next select Scan a Document and scan the
paper-based form into Acrobat. Upon doing so, Acrobat would recognize the fields on the paper-
based document and convert them into fillable ones on the newly created PDF form, just as it did
when beginning with an electronic file. Once the field recognition process completes, you can
perform any necessary edits and corrections to finalize your PDF form.

Securing PDFs

As more accounting firms, commercial businesses, and organizations move to paperless
processes, protecting the confidentiality and privacy of information has become the most critical
issue they face in their transition.
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Acrobat provides a broad range of tools and functionality for protecting sensitive information
and securing documents while facilitating the exchange of information. With Acrobat, users have
the following four capabilities.

1. Control access to a document;

2. Assign specific permissions to document users;
3. Identify who created or signed a document; and
4. Ensure that no one alters a document.

This section covers two of Acrobat’s most common security and privacy features — password
protection and redaction.

Password Security

You can limit access to a PDF by setting passwords and restricting certain features such as printing
and editing. To quickly encrypt and password-protect a PDF, open the document and complete
these steps.

Select the Protect toolbar and choose Encrypt, followed by Encrypt with Password, to open the
dialog pictured in Figure 31. Alternatively, you can select File and Properties from the menu.
Next, click the Security tab in the Document Properties dialog box and choose Password Security
from the Security Method drop-down list.

Document Open

Require a password to open the document

Document Open Password: 7 ---- Strong

0 This password will be required to open the document.

Permissions

[ Restrict editing and printing of the document. A password will be required in order to change these permission settings.
Adobe Acrobat DC - Confirm Document Open Password X

Please confirm the Document Open Password. Be sure to make a note of the

Enable copying of text, images ! password. It will be required to open the document.

Enable text access for screen re PRl Fra e |

i

Options
Compatibility: | Acrobat 7.0 and later ~ | Encryption Level: 128-bit AES
(®) Encrypt all document contents
(O Encrypt all document contents except metadata (Acrobat 6 and later compatible)
(O Encrypt only file attachments (Acrobat 7 and later compatible)

0 All contents of the document will be encrypted and search engines will not be able to access the document's metadata.

Help 0K Cancel

Figure 31 — Password Security — Settings
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To set password security, complete the following steps.

a.

e.

Configure the desired settings in the Password Security — Settings dialog box to
encrypt and secure the document. Then click the appropriate radio button to
Select Document Components to Encrypt — All document contents, All document
contents except metadata, or Only file attachments.

A document’s metadata is also encrypted when all document contents are
encrypted. If metadata searches are essential, encrypt all content except the
metadata. A PDF can be a security “wrapper” for other files, hence the ability to
secure only file attachments.

To require a password to open the document, check the box labeled Require a
password to open the document and enter a strong Document Open Password.
This option is unavailable if Encrypt Only File Attachments is selected.

Select the security Compatibility level. Acrobat Xl and newer uses 256-bit AES to
encrypt documents. Acrobat VIl and VIII use 128-bit AES. Note that individuals
using an earlier version of Acrobat cannot open a PDF document with a
compatibility setting for a later version. For example, if Acrobat XI settings are
applied, others using Acrobat VII or VIII cannot open the document.

If restricted permissions are not required, click OK to end the process. The new
security settings are not applied until you save the file.

To require a password to change the permissions on a document, check the box
labeled Restrict editing and printing of the document. Then type a strong
password.

The Document Open Password and the Change Permissions Pass-
word must be different. If you secure a PDF with both types of
passwords, it can be opened with either password. However, only

the permissions password allows users to change the restricted
features.

Select Printing Allowed from the drop-down list. The choices are None, Low
Resolutions (150 dpi), and High Resolution.

Select Changes Allowed from the drop-down list. The choices follow.
i. None — Users cannot change the document.

ii. Inserting, Deleting, and Rotating Pages — Users can insert, delete, and
rotate pages and create bookmarks and thumbnails.
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iii. Filling in Form Fields and Signing Existing Signature Fields —Users can fill
in forms and add digital signatures but cannot add comments.

iv. Commenting, Filling in Form Fields, and Signing Existing Signature Fields
— Users can fill in forms, add digital signatures, and add comments but
cannot move pages.

g. To allow users to select and copy document contents to another document or
application, check Enable copying of text, images, and other content.

h. To allow visually impaired users to read the document with screen readers, check
the Enable text access for screen reader devices for the visually impaired box.

i. Click OK and confirm the passwords to end the process. The new security settings
do not go into effect until you save the document. To maintain an unprotected
version of the document, save the file with a different file name.

To review the security settings for a document, select File, Properties from the menu and then
click the Security tab in the Document Properties dialog box. Alternatively, you can choose Tools,
Protection, More Protection, and Security Properties. For information on the encryption level
set, click Show Details, as shown in Figure 32.
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Document Properties x

Description Security Fonts  Initial View Custom Advanced
Document Security

The document's Security Method restricts what can be done to the document. To remove
security restrictions, set the Security Method to No Security.

Security Method: | Password Security ~ Change Settings...
Can be Opened by:  Acrobat 7.0 and later Show Details...

Automatic saving of changes has been disabled for this document because the security settings
have been modified. You must save the document in erder to re-enable automatic saving of
changes.

Document Restrictions Summary

Printing:  Allowed

Changing the Document:  Allowed Document Security

Document Assembly:  Allowed Security Methed:  Password Security

Content Copying:  Allowed Document Open Password:  Yes

Content Copying for Accessibility:  Allowed Permissions Password: Mo

Page Bxtraction:  Allowed Printing: High Resolution

Commenting: Allowed Changing the Document:  Allowed

Filling of form fields:  Allowed Commenting: Allowed

Signing:  Allowed Form Field Fill-in or Signing:  Allowed

Creation of Template Pages:  Allowed Docurment Assembly:  Allowed
Content Copying:  Allowed

Content Accessibility Enabled:  Allowed
Page Extraction: Allowed

Help Encryption Level: 128-bit AES

Figure 32 — Reviewing Document Security Settings

Redacting PDFs

You can use the Redaction Tool in Acrobat Pro to remove sensitive information from a document.
For example, suppose a client requested that her W-2 be forwarded to a bank to support a loan
application. In that case, users could redact the client’s Social Security Number from the
document before sending it. The Redaction Tool is available by choosing Redaction from the
gallery of options available upon clicking Tools. Redaction is a two-step process. The data to
redact is first marked, and then redaction is applied.

To redact selected data passages, choose Mark for Redaction and select the text, images, or
pages you wish to censor. After you select each desired object, click Apply to complete the
process of removing the sensitive data from the document.

Acrobat also allows users to search and redact a document of specified information. In a
preceding example, a client requested that a firm forward her W-2 to a bank. In such a case,
censoring the single instance of her Social Security Number would be relatively easy before
sending the document. If, on the other hand, the client requested that her entire tax return be
communicated to a bank, manually redacting her Social Security Sumber from the tax return
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could be a cumbersome and time-consuming task. Instead, select Find Text to open the Search
dialog box pictured in Figure 33. Indicate the word, words, or patterns of text you would like to
redact and then choose Search & Remove Text. Note that redaction permanently removes data
from a PDF document. Once redaction is applied, Acrobat will prompt you to save the redacted
document with a different name to avoid overwriting the original document.

E Search — O >

Arrange Windows

Where would you like to search?
(®) In the current decument
(") All PDF Documents in

([ My Docurnents ~

Search for
() Single word or phrase
() Multiple words or phrase
(®) Patterns

[ocaisecuiyhumbe: |9

I Search & Remove Text I

This pattern will search for 9-digit social security numbers, either
consecutive or 3 digits plus 2 digits plus 4 digits (separated by
punctuation marks).

For example;
123_A5_R7A0

Choose different locale for patterns

Figure 33 — Accessing the Redaction Tools from the Menu

PDFs And Electronic Signatures

The previously described process discussed adding a proxy for a handwritten signature to a
document. Understand that such a signature is not an electronic signature, at least not in the
legal sense of the term. An actual, secure electronic signature is legally binding in most developed
countries, including the United States and Canada. Acrobat Standard and Acrobat Pro facilitate
collecting electronic signatures on documents such as contracts and proposals.
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To send a document for an electronic signature, open the document in Acrobat Standard or
Acrobat Pro and click Send for Signature, as shown in Figure 18.

Search Tools...
.. 8879 IRS e-file Signature Authorization | ouete tsssors

» Do not send o the IRS. This is not a tax return.
» Keap this form for your recards.
o Ve » Information about Form 8879 and its instructions is at www.irs. gov/formas79.

Create PDF

Submission Identification Number (SID) } Edit PDF
123456789123456789
Taxpayers name Social security numbsr
Frank Smith 990000909 ,
Spouse's name Spouse's socil security number D’ Export PDF
Holona Smith . ) 299800000
AN  Tax Return Information—Tax Year Ending D ber 31, 2015 (Whole Dollars On\y) Comment
1 Adjusted gross incoms (Form 1040, line 38; Form 1040A, line 22; Form 1040EZ, line 4) 150000
2 Total tax (Form 1040, line 63; Form 10404, line 39; Form 1040EZ, line 12) . 18000
3 Federal income tax withheld (Form 1040, ine 64; Form 10404, ine 40; Form 1040EZ. fine 7). . . 17000 Organize Pages
4 Refund (Form 1040, line 78a; Form 10404, line 48a; Form 1040EZ, line 13a; Form 1040-8S, Part |, line 13a) - -
5 Amount you owe (Form 1040, line 78; Form 1040A, line 50; Form 1040EZ, line 14) . o
0 Taxpayer Declaration and Signature Authorization (Be sure you get and keep a cnpy of your return)

e r|a

Enhance Scans
Under penalties of perjury, | declare that | have examined a copy of my electronic individual income tax retum and accompanying schedules and statements
for the tax year ending December 31, 2015, and to the best of my knowledge and belief, it is true, commect, and complate. | further declare that the amounts
in Part | above are the amounts from my slectronic income tax retum. | consent to allow my intermediste service provider, transmitter, or lectronic retum
criginator (ERC) to send my retum to the IRS and to receive from the IRS (a) an acknowledgement of receipt or reason for rejection of the transmission, (b) the
1 re=son for any delsy in processing the retum or refund, and (c) the date of any refund. If appiicable, | authorize the LS. Traasury and its designated Financial »
Agent to initiate an ACH electronic funds withdrawal (direct debit) entry to the financial institution account indicated in the tax preparation softwars for payment
of my fedaral taxes owed on this return and/or a payment of estimated tax, and the financial institution to debit the entry to this acoount. This authorization is to .
remain in fullforce and stfect until | natity the U.S. Treasury Financial Agent to terminats th suthorization. To revoks cancel) a payment, | must contact the UL.S. F
reasury Financial Agent at 1-888-353-4537. Payment cancellation requests must be recaived no later than 2 business days prior o the payment (setdement]
date. | also sutherize the financial institutions invived in the processing of the slectronic payment of taxes to recsive confidentisl information necessary to
answer inquiries and resolve issues related to the payment_ | further acknowledge that the parsonal identification number [FIN) below is my signature for my
electronic income tax return and, if applicable, my Electronic Funds Withdrawal Consent @ Prepare Form

Taxpayer’s PIN: check one box only

lauthorize  Luca Pacioll to enter or generate my PIN l!!!l < - Sianatur

ERD firm name ———— Send for Signature
as my signature on my tax year 2015 electronically filed income tax retum. not enter allzeros.

Protect

o
%)
(=}

[ 1 will enter my PIN as my signature on my tax year 2015 electronically filed income tax retum. Check this box only if you are Send & Tr
entering your own PIN and your retum is filed using the Practitioner PIN method. The ERO must complete Part Ill below. Send &

Your signature b Dateb Y ombine Files
mb

¥
Spouse’s PIN: check one box only
| authorize  Luca Pacioli to enter or gensrats my PIN Ennna
ERQ firm name Enter five digits, but do
as my signature on my tax year 2015 electronically filed income tax retum. not enter all zeros.

1 1 will enter my PIN s my signature on my tax year 2015 elecironically filed income tax retum. Check this box only if you are Your current plan is Creative
entering your own PIN and your retum is filed using the Practitioner PIN method. The ERO must complete Part Il below. Cloud

Spouse’s signature b Date Learn More

Figure 34 — Sending a PDF Document for Electronic Signatures

In the following dialog box, click Prepare Form to add information and signature fields to the
form as necessary. In many cases, Acrobat will recognize various fields — including signature fields
—and will automatically convert them to fillable fields. In these cases, you should delete any
unnecessary fields and modify the names of fields that Acrobat creates. You can do this in the
task pane on the right side of the window in Figure 35.2

2 Use of Form 8879 is for illustrative purposes only. Practitioners should independently determine whether electronic
signatures applied using the methodology described meets IRS requirements.
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Home Tools Form 8879 For Elec. @ Tommy ~
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/Agent to initiate an ACH electronic funds withdrawal (direct debit) entry to the financial institution account indicated in the tax preparation scftware for paymer ~

of my federal taxes owed on this retum and/or a payment of estimated tax, and the financial insttution to debit the antry 1 this accaunt. This authorization Is to ALIGN CENTER
remain in full forca and effct untl 1 natify tha U.S. Treasury Financial Agent to terminate the authorization. To revoke (cancel) a payment, | must contact the U.S.

Treasury Financial Agent at 1-888-353-4537. Payment cancellation requests must be recelved no later than 2 business days prior to the payment (settlamant)

date. | also authorize the financial institutions Involved in the processing of the electronic payment of taxes 1o recelve confidential information necessary to

answer Inquiries and resolve issues related to tho payment. | furthor acknowiedge that the personal identfication number (PIN) below Is my signature for my

electroric income tax retum and, if applicable, my Electronic Funds Withcrawa! Consent.

Taxpayer's PIN: check one box only MATCH SIZE DISTRIBUTE
lauthorize Luca Pacioli to enter or generate my PIN nn!

ERO firm name Enter five digts, but do
as my signature on my tax year 2015 electronically filed income tax return. not enter all zoros
[0 1 will enter my PIN as my signature on my tax year 2015 electronically filed income tax return. Check this box only if you are
entering your own PIN and your return is filed using the Practitioner PIN method. The ERO must complete Part lll below. Tr More v
| |
Your signature B | Date > FIELDS =- &~
‘Spouse’s PIN: check one box only = [ Page 1
3 Page
| authorize Luca Pacioli to enter or generate my PIN H!!n!
» ERO firm name Entor five digits, butdo » 1T Your Signature
as my signature on my tax year 2015 electronically filed income tax return. not enter all zeros
[ 1 will enter my PIN as my signature on my tax year 2015 electronically filed income tax retum. Check this box only if you are 1 Date
entering your own PIN and your return is filed using the Practitioner PIN method. The ERO must complete Part |l below.
1] Spouse Signature
. | ' | | |
Spouse's signature P Date > ] Date.2

Practitioner PIN Method Returns Only—continue below
I Certification and Authentication—Practitioner PIN Method Only

ERO's EFIN/PIN. Enter your six-digit EFIN followed by your five-digit self-selected PIN. : 2|/3f/afslel7l8lof1]2
Do not enter all zoros.

| certify that the above numeric entry is my PIN, which is my signature for the tax year 2015 electronically filed income tax return for
the taxpayer(s) indicated above. | confirm that | am ling this return in with the i of the it PIN
methed and 1345, for IRS e-file Providers of Individual Income Tax Returns. < >

. Send for Si it

Figure 35 — Editing Signature Fields in Acrobat

When ready to send the form to the intended signer(s), click the Send for Signature button and
click Ready to Send. Then, in the resulting Send for Signature dialog box, enter the email
addresses of those who should sign the form along with an Agreement Name and a Message.
Each recipient receives a message like the one pictured in Figure 36 requesting a signature on
the form.

Page 33 of 34

Copyright © 2023, K2 Enterprises, LLC.
Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.



Tommy Stephens Has
Sent You Form 8879

For Electronic
Signature to Sign

Tommy Stephens (TOMMY@K2E.COM) says:
"Please review and sign Form 8879 Far
Electronic Signature.”

Click here to review and sign Form 8879 For
Electronic Signature.

After you sign Form 8879 For Electronic
Signature, the agreement will be sent to
demo@k2e.com. Then, all parties will receive a
final PDF copy by email.

Do you need to forward this to a party authorized
to sign it? Click here

To ensure that you continue receiving our emails, please add echosign@echosign.com to your address book or safe list.

Figure 36 — Message Received by Those from Whom a Signature is Requested

As each signatory signs the form, Adobe updates the document’s status in the Document Cloud.
You can check the document’s status by clicking Home, Sent, and Manage Documents Sent for
Signature.

Summary

PDF files are much more than meets the eye! Yes, they preserve the integrity of documents and
facilitate sharing of documents across a variety of platforms. But, equally important, if not more
so, PDFs provide document editing, collaboration, and data management options to business
professionals. Therefore, now is the time to take another look at PDFs to ensure you leverage
this technology to solve some of your data and information issues.
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