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Share and track PDFs online

You can quickly share a link to a PDF document with others for viewing or commenting. The document
shared as a link opens in any browser, on any device. The document is stored securely in Adobe Document
Cloud. Recipients get an email with a link, and they can click the link to view and comment on the
document in a browser; no sign-in required.

Share PDFs

1. Click the Share button in the upper-right corner when a PDF document is open in Acrobat DC.
Alternatively, choose Tools > Share, and then browse and select the PDF. The share dialog box is
displayed.

The sharing options are displayed in the right pane.

2. Inthe Invite People section, enter, or choose the email address of whoever you'd like to receive the file.
You can also use the Address Book link to choose email addresses.
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3. Share the file using any one of the following methods:
+ Send personalized invitations using Adobe Document Cloud share option
The detailed tracking information is available for files shared using a personalized link to individuals.

1 Choose View File.

2 The Name and Message fields are just like the ones you use for sending an email and appear to
your recipientsin the same way. Enter desired information, and then click Send.

Your recipients get an email notifying them that the file is shared with them.

+ Share an anonymous or public link

An anonymous or public link makes the files accessible to anyone who clicks the link. Also, the
detailed tracking information is not available for files shared using public links.

1 Click Get Link. The View File option is selected by default.

2 Click Create Link. The selected files are uploaded to the Adobe Document Cloud and a public link
iscreated.

3 Click Copy Link, and close the Share pane.
4 Share the link with the recipients.
+ Share the document as an email attachment
The detailed tracking information is not available for files shared as attachments.
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1 Click Send As Attachment.
2 Inthe Send As Attachment section, do one of the following:
+ Choose Default Email Application, and click Continue.
+ Choose Webmail. In the Select Option drop-down list, choose one of the following:

+ Add Gmail: Enter your email address, and click Continue. Enter the password, and grant permissions
when prompted.

Add other: Enter your email address, password, and IMAP/SMTP mail server settings. ClickAdd.
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3 Anemaildraftis displayed with the file attached. Enter the email addresses of the recipients, add
an appropriate message in the subject and body of the email, and then send the email.

Recipients experience

Recipients getan email notifying them that the file is shared with them. The email contains the Open button
and a link to the shared document. Clicking the link or the button opens the document in a browser.
Recipients can also download the document if necessary.

See the example screenshot below showing the email notification received by a recipient.

Adobe Document Cloud
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The email notification with a link to the shared document




Track shared files

The files that you have recently shared are listed in Home> Recent. When the recipient views the file,
you get a notification in Acrobat and an email. To view and track all the files shared for viewing, do the

following:

1 Click Home. In the Shared section, do one of the following:

+ Toview the files shared by you for view or review, click Shared By You.

+ Toview the files received for view or review, click Shared By Others.

All the files shared for viewing are displayed along with the following information:

« Name: Name of the file shared for view.

+ Status: Shows the number of people who have viewed the file.

« Last Activity: The timestamp of the file sent or received for viewing.
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2 Toview the details of afile, select the file. A thumbnail of the file is displayed in the right pane. The
action board in the right pane displays the actions you can perform on the file. The displayed
actions vary based on whether you have shared the file, or received the file for viewing as shown

below:

Actions on files shared

+ View the activity and timestamp on the shared file. Expand Activity to view the details like Created
By, Sent To, Viewed By and Downloaded By the recipients.

+ Unshare File if you would like to prevent anyone else from viewing or downloading the file.

+ Copy Shared Link and share with other recipients for viewing.

+ Delete Shared File to remove the file permanently from the Adobe Document Cloud.

+ Download the file to your device.
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Actions on files received

View the timestamp of the file received.

Copy Shared Link to either share it with other recipients or open the file on browser.
Download the file to your device.

Remove Link From Document Cloud to remove the file permanently.

Report Abuse for any inappropriate content received.
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Mark up text with edits

You can use text edit comments in a PDF to indicate where text should be edited in the source file. Text
edit comments do not change the actual text in the PDF. Instead, they indicate which text should be
deleted, inserted, or replaced in the source file from which the PDF was created.

Acrobat offers two basic methods to add text edit annotations: pre-select and post-select.
Pre-select or Text Correction Markup tool

Use the Select tool , or the Text Correction Markup tooland then right-click (Windows) on the selected text
to open a menu of text editing options. After marking the text, you can also click on a text edit tool.

Post-select

Click the text edit tool and then select the text.

In Acrobat for Windows, you can export text edits directly to the Microsoft Word document that the PDF
is based on to revise the source document. To use this feature, you must use PDFMaker in Word to create
the PDF. Before you exportyour text edits, make sure thatinsertion comments use the exact text, including
spaces and paragraph returns, that you want to add. If you add extra instructional words (such as “Add the
following:”), these words will have to be deleted manually from the Word document.
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Replace Text option: Selected text is struck out and new text is added to a linked pop-up note.

Replace text
1 From the Tools Comment toolbar, select Add Note to Replace Text.
2 Select the text. Any selected text is crossed out and a pop-up note opens.
3 Do one of the following:

+ Type the text to be inserted or added. The insertion caret appears.

+ Toindicate that a new paragraph should be added, press Enter, and then close the pop-up
note without adding text. The paragraphinsertion caret appears.

Add a note to a text edit
1 Using the Select tool, right-click a text edit.

2 Select Open Pop-Up Note from the menu.

3 Typeyour note in the pop-up note.

Insert text
1 From the Tools Comment toolbar, select the Insert Text at Cursor tool.
2 Click between the words or characters where you want to insert text.
3 Do any of the following:
+ Type the text you want to insert.

+ Toindicate that a new paragraph should be added, press Enter, and then close the pop-up note
without adding text. The paragraphinsertion caret appears.

+ To indicate that a space should be added, press the spacebar, and then close the pop-up note
without adding text. The space insertion caret appears.

You can also indicate text edits by using the Select tool to select text, right-click the selected text, and
then choose a text edit annotation.




Delete text
1 From Tools > Comment toolbar, choose the Strikethrough tool.
2 Select the text to mark for deletion.
If markup comments are stacked, delete the comments in the Comments list: Choose Comment >
Comments List, select the comment, and press Delete.

Highlight, strikethrough, or underline text

Choose Tools > Comment to view the menu bar.

‘ Comment & Y% T T T8 T, T g & &' @' %-]'
Choose Tools > Comment to see the menu bar for Highlight Text tool, Strikethrough Text tool, and Underline Text tool

You can use the Highlight Text tool, Strikethrough Text tool, and the Underline Text tool to add comments
by themselves or in conjunction with notes.

You can add a highlight with a note or you can cross out text or underline text by selecting the text using
the Select tool, right-clicking, and then choosing that option from the menu that appears. However, if
you're marking up a lot of text, the specialized tools are faster and easier to use.

1 Cholose Tools > Comment, the Highlight Text tool, the Strikethrough Text tool,or the Underline Text
tool.

If you want to apply more than one comment using the Strikeout Text tool or the Underline Text tool,
choose Keep Tool Selected from the Options menu after you select the tool. The Highlight Text tool
stays selected after you make the first comment.

2 Drag from the beginning of the text you want to mark up. Control-drag to mark up a rectangular area
of text. This feature is especially useful when you are marking up text in a column.

3 (Optional) Toadd a note, double-click the markup and add text in a pop-up note.

Note that you can also change the colour of the highlighted text. Right-click on the highlighted text and
click Properties to open the Highlight Properties dialog box, which will allow you to change the colour.

Appearance General Review History
Color: [ ]

Opacity: 100%

[Jlocked  []Make Properties Default oK Gancel

Change Highlight Colour option: The colour of the highlighted text can be changed using this option.

In case if you need to delete the highlight on the text (without deleting the text), right-click (Windows) on
the highlighted text and click Delete.
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Delete highlight colour without deleting the text.

Preparing for a PDF review

About managed PDF reviews

In a managed review, you use a wizard to set up your review, specify the document location, and invite
participants. You don't have to import comments, enable commenting for Reader users, or manually track
reviewer responses.

You must have Acrobat Pro installed to enable commenting for Acrobat Reader users in managed
reviews. You cannot enable commenting for Acrobat Reader users using Acrobat Standard.

Acrobat includes two types of managed reviews: shared and email-based reviews. Each type of review has a
wizard that helps you distribute a PDF with special tools and instructions to reviewers.

The Tracker tracks all managed reviews. The Tracker provides access to the PDF file and information about the
review and its participants. Review initiators can change review deadlines, add reviewers, and end reviews from
the Tracker. The Tracker lets participants know when new comments are available, when deadlines are
changed, and when reviewers are added, even when Acrobat is closed. It also provides information about server
errorstates.

Managed reviews cannot be conducted for PDF Portfolios.

Shared reviews

In a shared review, recipients can easily join the review, share their comments, track their reviews, and get regular updates.

Shared reviews are the most collaborative form of review because participants can read and reply to the
comments of other participants. Comments from participants are stored in a repository on an internal server.
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Acrobat synchronizes comments at regularintervals to download all the latest changes. Reviewers are notified
of new comments as they are added, and they can see and reply to comments made by other reviewers.

For shared reviews, reviewers must have Acrobat 8 or later or Reader 8 or later installed to view other
reviewercomments. Reviewers using earlier versions of Acrobat must send comments in email.

Email-based reviews

Email-based reviews are ideal when reviewers either don’t have access to a common server or don’t require a
collaborative approach to reviewing documents.

In an email-based review, the initiator sends a PDF to reviewers as an email attachment. Reviewers add their
comments and return the document by using the Send Comments button in the document message bar. When
receiving these comments, the initiator can merge them into their copy of the PDF.

The primary limitation to email-based reviews is that participants can’t view other comments during the review.
Initiators can view comments only after receiving them.

Participants in an email-based review must have Acrobat 6.0 or later or Reader 7.0 or later.

In an email-based review, participants send their comments to the initiator, who merges the comments into the master copy of the
PDF.

Choosing a distribution option for reviews and forms

Acrobat provides several distribution options in the Send For Shared Review and Distribute Form wizard.
When you choose an option, consider the security needs for the distributed file, what servers or websites
your recipients can use to download the file, and how you want to receive comments or form data.

Internal server

You can use your own internal server location if your recipients work behind a firewall and all have access
to a common server. The server can be a network folder, a Microsoft SharePoint workspace (Windows
only), or aweb server folder. You can include a link to your distributed PDF or send it as an attachment in
an email message. For reviews, Acrobat uploads published comments to the server. For forms, Acrobat
stores responses onyour hard drive as they are returned.

Web server folders are not available for form distribution.

When you specify your own server, the wizard prompts you to save a profile with the server location and
the distribution options you chose. The next time you distribute a PDF, the saved profile is available as an
option in the wizard.

Email

The Distribute Forms wizard has an option for sending a form as an email attachment. You can send the
form using your own email client or webmail. You can also use the wizard to create an email message in
which the form file is attached. Once your recipients fill out and submit the form, the responses are
returned to your mailbox. Each response is copied into a PDF Portfolio responses file, which you can
organize and export to a spreadsheet.

The Send for Shared Review wizard lets you either email a link to the pdf or attach the pdf to the email.




Enable commenting for Reader users (Acrobat Pro)

By enabling commenting rights in a PDF, users of Reader 8 or later can participate in reviews of that PDF.
When a PDF with commenting rights opensin Reader, itincludes a document message barand commenting
tools that are otherwise unavailable.

When you initiate a managed review, commenting rights are automatically enabled. If you do not use a
managed review (for example, if you send a PDF directly in email), you can still enable commentingrights.

« Open the PDF and choose File > Save As Other > Reader Extended PDF > Enable Commenting and
Measuring.

If you enable commenting for Reader in a digitally signed document, the signature is invalidated.

Select an email application for reviews

You need either an email application and a mail server connection, or a webmail account for email-based
reviews and to send comments. Acrobat supports most email applications. If you have more than one
email application installed, you can specify which application starts when Acrobat sends a PDF. Do one
of the following:

« Double-click Internet Options in the Control Panel. In the Internet Properties dialog box, select the
Przograms tab, and then select the preferred email application. Restart Acrobat to activate the
change.

+ Change the MAPI settings in your email application. Acrobat and Reader use the Messaging
Application Program Interface (MAPI) to communicate with your email application. Most email
applications come with MAPI settings to handle this communication. For more information on
configuring your email applications, see the email application’s Help.

Specify a server

If you distribute a PDF using your own server location, you can specify a network folder, a Windows server
running Microsoft SharePoint Services, or a web server folder. Participants must have read and write
access to the server you specify. Ask your network administrator to provide a suitable server location for
storing comments. No additional software is required to set up a server.

Web server folders are not available for form distribution.

Network folders

If all recipients are within a local area network, network folders and SharePoint servers are the best choices
for a comment server. Network folders are generally the cheapest and most reliable.

SharePoint/Office 365 subsites

If your recipients work behind a firewall and all have access to a common server, you can use your own
internal server location, such as a Microsoft SharePoint site.

WebDAV servers

WebDAV servers (web servers that use the WebDAV protocol) are best used only if your reviewers are
outside a firewall or a local area network. For more information on how to configure Acrobat to use a
WebDAV service.

Starting a PDF review

Automatically collect everyone's comments in a single PDF file. Track progress and consolidate comments.
Share a PDF for review using the Adobe Document Cloud review service

Use the Adobe Document Cloud review service to easily share PDF files for review from Acrobat DC
desktop application, the Document Cloud web, or Acrobat Reader mobile app. When reviewers click the
URL in the email invitation from their computer, they can easily provide their feedback in a browser
without having to sign in or install any additional software.

You can use the service to share PDF files for review in one of the following ways:

+ Send personalized invitations using the Document Cloud Share option




1 Click the Share button in the upper-right corner when a PDF document is open in Acrobat.
Alternatively, choose Tools > Share, and then browse and select the PDF. The sharing options are

displayed
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Results

Here are the results from 100 test runs of manufacturing objects. The average time spent
manufacturing one object is 66.797 seconds, which is nearly 3 seconds faster than the last
test. Based on outside analysis, the Pre-processing and Machine B steps might see the
largest reduction of time through parallelization with other steps.

EE, Create PDF

Eﬁ Combine Files

Setup | Pre-processing | Machine A | Machine B | Machine C | Validation
Minimum 1,301 3,447 11,776 15,212 23,087 378
Average 3,339 4,502 18,505 16,110 27,890 451
Maximum 6,002 4,998 29,004 17,019 28,921 521
Total 33,390 45,020 185,050 161,100 278,900 4,510

2 Edit POF
EE) Export PDF

Organize Pages

+ The computer must be connected to the Internet to start a shared review in Acrobat.

+ You can also start a shared review directly from other applications that use PDFMaker, such as
Microsoft Word. Choose Acrobat > Create And Send For Review.

2 Inthe Invite People section, enter, or choose the email address of whoever you'd like to review the

file. You can also use the Address Book link to choose email addresses. Choose Review File.

pane.

3 The Name and Message fields are just like the ones you use for sending an email and appear to your
recipients in the same way. Enter the desired information.

4 If you want to set the review deadline, select Set Deadline. Specify the time, select the date, and
click Done. To set the reminder for the invitees, select Set Reminder. Specify the time, select the
date, and click Done.
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Information Management Association (AHIMA). CMS. and NCHS.

These guidelines are a set of rules that have been developed to accompany and complement the
official conventions and instructions provided within the ICD-10-CM itself. The instructions and
conventions of the classification take precedence over guidelines. These guidelines are based on
the coding and sequencing instructions in the Tabular List and Alphabetic Index of ICD-10-CM.
but provide additional instruction. Adherence to these guidelines when assigning ICD-10-CM
diagnosis codes is required under the Health Insurance Portability and Accountability Act
(HIPAA). The diagnosis codes (Tabular List and Alphabetic Index) have been adopted under
HIPAA for all healthcare settings. A joint effort between the healthcare provider and the coder is

essential to achieve complete and accurate documentation. code assignment. and reporting of RECIPIENTS CAN:
diagnoses and procedures. These guidelines have been developed to assist both the healthcare O View file
provider and the coder in identifying those diagnoses that are to be reported. The importance of O Review file

consistent. complete documentation in the medical record cannot be overemphasized. Without
such documentation accurate coding cannot be achieved. The entire record should be reviewed to
determine the specific reason for the encounter and the conditions treated.

The term encounter is used for all settings. including hospital admissions. In the context of these
guidelines. the term provider is used throughout the guidelines to mean physician or any qualified
health care practitioner who is legally accountable for establishing the patient’s diagnosis. Only
this set of guidelines. approved by the Cooperating Parties. is official.

The guidelines are organized into sections. Section I includes the structure and conventions of the
classification and general guidelines that apply to the entire classification. and chapter-specific
guidelines that correspond to the chapters as they are arranged in the classification. Section IT
includes guidelines for selection of principal diagnosis for non-outpatient settings. Section III

includes cuidelines for reportine additional diaenoses in non-outnatient settines. Section IV is for
850x11.00in <

Home Tools Untitled.pdf Adobe Sign White... Welcome NFN_and_Release... 2017 ICD-10-CM... X
HXOEBHAQAOO /m ANPDOO wm- BT B LA

~

L INORY W

Invite People

ploaded to Document Cloud. Each
ve  unique link. Anyone with access

ew the file.

CHCHNEC)

O Fill & sign file

Name

Due by 16 October, 23:59

[0 Set reminder

5 Click Send.
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Initiate a review using @mention in a PDF

Use @mention in your personal commenting notes to start a review. The @mentions includes your
organizational contacts and your synced personal contacts list. The moment you use @mentionina
PDF file, the review mode gets enabled for you. The reviewers get an invitation email with a link to
the Document Cloud shared review file.

File Edit View Window Help
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Reviewer experience

The reviewers receive an email invitation with a link to the review PDF. When they click the link or the
Open button in the invitation, the PDF opens in a web browser. They can use the commenting tools
to add comments to the PDF. They can also use Acrobat Reader DC or Acrobat DC desktop
applications to add comments.

Send an anonymous or public link in an email

An anonymous or public link makes the files accessible to anyone who clicks the link. Follow the steps
below to create a review link, and share it using your email client.

1 Click the Share button in the upper-right corner when a PDF document is openin Acrobat. Alternatively,
choose Tools > Share, and then browse and select the PDF. The sharing options are displayed in the right
pane.

Home  Tools NFN_and_ReleaseN... X & Whats-new-in-Ado... ®m e AP
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+ The computer must be connected to the Internet to start a shared review in Acrobat.

+ You can also start a shared review directly from other applications that use PDFMaker, such
as Microsoft Word. Choose Acrobat > Create And Send For Review.

2 Click Get a Link.

How do you want to share your file? X

& Getalink
Get a link to your file
4o Invite People
Share a link to your file, which will be uploaded to Document Cloud. Anyone
B Attach to Email with the link can view the file. You can also let people add comments. Learn
More
/. Request Signatures
P —
Allow comments

3 In the Get Link section, choose Review File, and click Create Link. The selected file is uploaded to
the Document Cloud, and a public link is created.
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You cannot set a deadline or reminder when you create a public link and share the file for review.

4 Tocopy the review link, click Copy Link. Share the review link with the reviewers in an email.

Reviewer experience

The reviewers receive an email invitation with a link to the review PDF. When they click the link or the
Review button in the invitation, the PDF opens in a web browser. They can use the commenting tools to
add comments to the PDF. They can also use Acrobat Reader DC or Acrobat DC desktop applications to
add comments.

Share a PDF for review by hosting it on SharePoint, WebDAV server, or a

network Folder

+ Steps to send a PDF for review

1 Ifyou're using Acrobat 2017 or Acrobat DC 2015 (Classic), skip to the next step. If you're using Acrobat
DC, do the following before you initiate the review:

a Go to Edit > Preferences. The Preferences dialog box is displayed.

b Inthe left pane, click Reviewing. Under the Shared Review Options section, deselect the Share For
Review Using Adobe Document Cloud check box, and then click OK.

2 Choose Tools > Send For Review. The Send for Comments toolset is displayed in the secondary
toolbar.

You can also start a shared review directly from other applications that use PDFMaker, such as
Microsoft Word. Choose Adobe PDF > Convert To Adobe PDF And Send For Shared Commenting.
For Office 2010 applications, choose Acrobat > Create And Send For Shared Commenting.
3 In the secondary toolbar, click Send For Shared Commenting.

Select the way you want to collect comments from your reviewer and click Next.
4 Select how you would like to host the shared review file and specify the location.

+ Network folders: If all recipients are within a local area network, network folders and SharePoint
servers are the best choices for a comment server. Network folders are generally the cheapest
and most reliable.

+ SharePoint/Office 365 subsites: If your recipients work behind a firewall and all have access to a
common server, you can use your own internal server location, such as a Microsoft SharePoint
site.

+ WebDAV servers: WebDAV servers (web servers that use the WebDAV protocol) are best used
only if your reviewers are outside a firewall or a local area network. For more information on how
to configure Acrobat to use a WebDAV service.

5 Choose a delivery and collection method. Click Next.
6 Enter anew profile name and click Next, or click Next to use the default.
7 On the email screen, specify the following settings as needed:

Delivery Method Click to specify a different delivery and collection method from the one that is
currently selected.

To, CcEnter the email addresses of your reviewers. Insert a semicolon or areturn after each address.
Click the

To or Cc button to select email addresses from your email application address book.

Subject, Message Preview and edit the email subject and message as needed. Acrobat saves any
changes you make and displays them the next time you send a document for review. To use the
default email message, click Reset Default Message.

Review Deadline Click to specify a different date or no deadline. After the review deadline expires,
reviewers cannot publish comments.
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If the review deadline expires while areviewer has the documentopenin Acrobat, then the reviewer
can publish comments before closing the document.

8 Click Send.

The shared PDF that you send includes the Annotation and Drawing Markups panels, and instructions
in the document message bar.

Acrobat creates a copy of the shared review file, named [original filename]review.pdf, in the same folder
as the original file you specified for the review.

Start an email-based review

When you start an email-based review, you send out a tracked copy of the PDF, enabling you to easily merge
comments that you receive. (Form fields in a PDF aren’t fillable during the review.) After initiating a shared
review, you can also start an email-based review with the same PDF.

Before you start an email-based review, make sure that your email application or webmail account is
configured to work with Acrobat.

+ Steps to start an email-based review

1

If you're using Acrobat 2017 or Acrobat DC 2015 (Classic), skip to the next step. If you're using
Acrobat DC, do the following before you initiate the review:

a Go to Edit > Preferences. The Preferences dialog box is displayed.

b Inthe left pane, click Reviewing. Under the Shared Review Options section, deselect the Share
For Review Using The Adobe Document Cloud check box, and then click OK.

Choose Tool > Send For Review.

The Send for Comments toolset is displayed in the secondary toolbar.
Click Send For Comments By Email.

If prompted, enter information in the Identity Setup dialog box.

Specify a PDF if it isn’t already open, and then click Next. The PDF that you specify becomes the
master file. Merge the comments you receive from reviewers into this file.

Specify reviewers by typing their email addresses. Insert a semicolon or a return between each
address. Click

Address Book to select email addresses from your email application or webmail address book.
Preview and edit the email invitation as needed, and then click Send Invitation.

Select an email client to send the invite and click Continue.

A copy of the PDF is sent to the reviewers as an attachment. When this PDF attachment is opened,
it presents commenting tools and instructions.

+ Steps to merge comments

After you receive comments from reviewers, you can merge the comments into the master PDF.

1

After a reviewer sends you comments, open the attached file in your email application. If the email
application can’t find the original version of the PDF, it prompts you to browse for it.

It's possible to forward comments to the initiator if you didn't initiate the review. First merge
these comments into your copy of the PDF. Then send the comments. If you've sent your
comments already, the initiator receives only new comments. Merged comments retain the
original author name.

If you initiated the review, the Merge Comments dialog box appears. Select one of the following
options:

Yes, Opens the master copy of the PDF and merges all comments into it. After comments are
merged, save the master PDF.

No, Open This Copy Only Opens the reviewer’s copy of the PDF with comments. If you select this
option, you can still merge comments by choosing Comments > Merge Comments Onto Master
PDF.
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Cancel Closes the reviewer's PDF that contains comments.

Your recipients get an email notifying them that the file is shared with them for review. Each recipient
will receive a unigue link. Anyone with access to the link can join as a reviewer.

shared reviews on SharePoint or OFfFice 365 sites

Shared reviews are the most collaborative form of review because participants can read and reply to the
comments of other participants. Comments from participants are stored in a repository on an internal
server. Acrobat synchronizes comments at regular intervals to download all the latest changes. Reviewers
are notified of new comments as they are added, and they can see and reply to comments made by other
reviewers.

You can use your own internal server location, such as a Microsoft SharePoint workspace/subsite, if your
recipients work behind a firewall and all have access to a common server.

Initiate SharePoint-based shared review using Acrobat

Before you initiate a review, ensure that you have a SharePoint site and reviewers have write permission
to your site. Now, to host the shared review, you can do one of the following:

+ Let Acrobat automatically create and configure a document library within your SharePoint server’s
subsite.

+ Choose a subsite and the respective document library that you may have already created and
configured.
1 Open the PDF document in Acrobat, and then select Send for Review in the Tools pane.
Share & Review

N 2

Share Send for Review Comment Stamp

| Add | -] Open | ~ | open | - | | Add |~ |

2 Select Send for Shared Commenting in the toolbar.

Home Tools air_buildingapps.pdf X @ ‘ ”
B R Q @ i dofam AR MO @ w- m FT o " Share

Send for Review @ Send for Comments by Email (;:.?. Send for Shared Commenting E(;D Track Comments [}_;.3 Compare Files

3 Select Automatically collect comments on my own internal server from the drop-down menu, and
then click

Next.

-14 -



Send for Shared Commenting g

How do you want to collect from your

Automatically collect comments on my own internal server v

Automatically collect comments on my own internal server ‘

Your own internal server allows you to:
Distribute

= Send your shared review using your own server location (a SharePoint
subsite*, a web server folder, or a network folder).

Comment

« Reviewers can use Adobe Acrobat 10, Adobe Reader 10, or a later
release to make comments.

» Reviewers need read/write access to your server to share their
comments.

Collect

+ Reviewers can see and reply to each other's comments in Adobe
Acrobat DC or Adobe Acrobat Reader DC as they are made.

» Track which reviewers have responded and when they responded.

*SharePoint subsites are the new default review server. If you are using
SharePoint 2010 or earlier versions, SharePoint workspaces will
continue to be supported.

[[]Remember my choice

) e

4 Choose SharePoint subsite, and then provide the URL of your subsite on the SharePoint server. Click
Next.

Send for Shared Commenting X

Where would you like to internally host your shared review file?
(O Network folder

(® SharePoint subsite*

Type the URL to the SharePoint server

https://adobe-my.sharepoint.com/p I/prabhat_adobe_com

Status: Shared folder access is unknown. Once you click Next, Adobe Acrobat DC will verify the
location

Acrobat will automatically create a new document library to initiate the Shared Review.
You may choose a subsite and the respective document library to host this review. Choose subsite

Subsite Name: Document Library:
A SharePoint subsite requires that all revi have read and write access to
the document library folder within the subsite on the Windows server ing
the SharePoint Services.

*SharePoint subsites are the new default review server. If you are using
SharePoint 2010 or earlier ions, SharePoint workspaces will continue to be
supported.

Anyone with Adobe Acrobat 11, Adobe Reader 11 or later can participate.

Help < Previous \ Cancel
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Acrobat automatically creates and configures a new document library (named AcrobatSharedReviews)
withinyour subsite to initiate the shared review.

If you don't want Acrobat to automatically configure the review, you can click Choose a subsite to
select the document library that you have already created and configured.

5 Choose distribution method and the way the file should appear when it's sent, and then click Next.

- -
Send for Shared Commenting @

How do you want to distribute your shared review file?

(@ Send using Adobe Acrobat DC

() Save a local copy and manually send it later

How do you want the shared review file to

ppear when it is sent?
() As a link within the message

@) As an attachment to the message

Using the 'Send using Adobe Acrobat DC' option, one can choose to send the
email using installed email client or configure web based mail accounts.

| <Previous | [ Net> | [ Concel |

6 Tosave thisshared review profile for future use, provide a name and then click Next, or click Next to
use the default.

r hl
Send for Shared Commenting @

Provide a name for this server profile

My SharePoint Subsite (send as attachment)

Configuration Summary

« You chose to send the file as an attachment automatically using Adobe Acrobat DC.

(") Provide a profile name that you will recognize in the future so that you can
\;2 re-use this profile for other distributions. The profile is saved with the options
shown here.

[ <Previous | [ Net> | [ cancel |

7 Enterallyourreviewers email addresses, make appropriate change to the subject, message, and
review deadline, and then click Send.
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Send for Shared Commenting X

Delivery Method:  SharePoint Subsite (send as attachment)

To... reviewers@domain.com
Ge
Subject: Please join the review of Basic_SEO_and_Publishing_Checklist_review.pdf
Message: C:\Work\Acrobat_DC\SharePoint\Basic_SEO_and_Pub... Reset default message

You are invited to review the document "Basic_SEO_and_Publishing_Checklist_review.pdf". You ~
can use Adobe Acrobat 10 or Adobe Reader 10, or later, to review this document.

Click the attachment to open it in Adobe Acrobat DC or Adobe Acrobat Reader DC, and make your

comments using the Comment & Markup tools. When you are finished, click Publish Comments
to return your comments to the author and all other reviewers.

et the free latect versinn of Adnhe Arrnhat Reader NC fram: N

Review Deadline:  3/14/2016 12:00:00 AM

Help < Previous Cancel

ating in a PDF review

Review a PDF hosted in Adobe Document Cloud

IFtheinitiatorshared the PDF using the Adobe Document Cloud review service, the email invitationincludes
a link to the review PDF. When you click the link, the PDF opens in a web browser. You can add comments
in the PDF using the commenting tools available in the browser window. No sign-in required. From the web,
you canalso launch Acrobat Reader DC or Acrobat DC desktop application to add comments.

You can join the review in one of the following ways:
+ Join the review using a web browser
1 Inyour review email invitation, click the link or the Review button.

Note: Below is an example email invitation sent via Adobe Document Cloud. The invitation may look
different if the initiator sent you a public link to the review PDF in an email.

Adobe Document Cloud E

I. His Fos=ir has shared form2.pdf.
You can also comment on it.

SENT BY

R SSAGEEHOMISENDER Please review this document

MVIIED ON 03-October-2019 03:59 AM PDT

Manage Your Account | Customer Support | Forums | Terms of Use | Report Abuse

2 ThePDFopensinaweb browser.Enterasaguest, orsigninwithyour Adobe ID and password. Signing
in allows you to use @ mention tags, edit or delete your comments anytime.
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3 Add comments to the PDF using the commenting tools. All reviewers can see your comments.

J~ 10cmguidelines_2017 _final.pdf(F X +

& documentcloud.adobe.com

« [ review 7‘ 1person @ 10cmguidelines_2017_final Q L .. Y A Al
—_— PDF .
& # T T » = Open in Acrobat Y Finished
B The Centers for Medicare and Medicald Services (CMS) and the National Center for Health
= Statistics (NCHS), two departments within the U.S. Federal Government's Department of Health G T Ravi Kumar
and Human Services (DHHS) provide the following guidelines for coding and reporting using the X
R International Classification of Diseases, 10" Revision, Clinical Modification (ICD-10-CM). This is good

These guidelines should be used as a companion document to the official version of the ICD-10-
CM as published on the NCHS website. The ICD-10-CM is a morbidity classification published
by the United States for classifying diagnoses and reason for visits in all health care settings. The
ICD-10-CM is based on the ICD-10, the statistical classification of disease published by the World
Health Organization (WHO).

These guidelines have been approved by the four organizations that make up the Cooperating
Parties for the ICD-10-CM: the American Hospital Association (AHA), the American Health E

Q T Ravi Kumar
Information Management Association (AHIMA), CMS, and NCHS. .
Check this section

4 While reviewing, you can also do the following:

+ Use the @ mention to get the reviewer's attention. Use of the @ mention sends a notification to
the named reviewer.

+ Filter Comments based on comment status like Unread, Resolved, @ mentions, or comment by a
reviewer.

+ Use the Options Menu (...) to view all reviewers, copy shared link, remove yourself as a review
participant, or report abuse.

5 When you have finished your review, click Finished. A notification is shown in Acrobat DC and an
emailis sent to the initiator.

+ Join the review using Acrobat DC
1 Inyour review email invitation, click the link or the Open button. The PDF opens in a webbrowser.

2 Inthe toolbar, click Open In Acrobat. The PDF is downloaded and opened in Acrobat Reader DC or
Acrobat DC depending on which application is the default PDF owner.

J~ 10cmguidelines_2017_final.pdf(F X +

@ documentcloud.adobe.com, review?uri=urn%3Aaaid%3

« ‘ REVIEW ‘ ]pemng 10cmguidelines_2017_final Q (s (7] ‘ A h‘

PDF G

& # T T » = Open in Acrobat Y Finished

To join the review, you must have the latest version of Acrobat Reader DC or Adobe Acrobat DC
installed.

3 In Acrobat Reader DC or Acrobat DC, add comments to the PDF using the commenting tools. The
comments are automatically saved, and all reviewers can see your comments.

If you are not connected to the Internet, you can still add comments to the PDF. The comments
will be saved to the Document Cloud, whenever you connect to the Internet.

4 While reviewing, you can also do the following:

+ Use the @ mention to get the reviewer's attention. Use of the @ mention sends a notification to
the named reviewer.

+ Use Search Comments field to search for a specific term.
+ Sort Comments (A-Z) based on page, author, date, type, unread status, or colour.

+ Filter Comments based on comment status like Unread, Resolved, Unresolved, @ mentions, or
comment by a reviewer, comment types, and colour.

+ Use the Options Menu (...) to edit, mark as unread, resolve, or delete the selected comment.

+ Check the review status for all the participants by clicking the reviewer avatar in the upper-left
corner.
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Home Tools NFN_and_ReleaseN... NFN_and_ReleaseN... NFN_and_ReleaseN.. & 2017 ICD-10-CM .. X provide Feedback ) | @ &K @

® 8 Q ©® 1 /m R MO @ s - B F
e @O FZ2TT7]~ @ - r
@ The Centers for Medicare and Medicaid Services (CMS) and the National Center for Health 2 1 comment o\ % Y e

Statistics (NCHS), two departments within the U.S. Federal Government’s Department of Health

and Human Services (DHHS) provide the following guidelines for coding and reporting using th¢ PAGE 1 5 @
D International Classification of Diseases, 10® Revision. Clinical Modification (IC] D-lO-C‘M)

These guidelines should be used as a companion document to the official version of the ICD-10-

CM as published on the NCHS website. The ICD-10-CM 1s a morbidity classification published ' T. Ravi Kumar 4:15PM
@ by the United States for classifying diagnoses and reason for visits in all health care settings. The i i

ICD-10-CM is based on the ICD-10. the statistical classification of disease published by the World @RaviKumar Check this section

Health Organization (WHO).

These guidelines have been approved by the four organizations that make up the Cooperating Add a reply
Parties for the ICD-10-CM: the American Hospital Association (AHA). the American Health
Information Management Association (AHIMA). CMS, and NCHS.

A Click to view all participants B Annotation tools C Click to toggle between managing the shared file and viewing comments
D Search comments E Sort comments F Filter comments G @Mention

5 When you have finished your review, click Done. The review PDF is closed. The initiator gets
a notification in Acrobat/Reader and an email is sent.

Review a PDF hosted on SharePoint, WebDAV server, or a Network folder

When you receive an email invitation to a PDF review, the invitation typically includes the PDF as an
attachment or provides a URL to the PDF. Alternatively, some invitations include a Forms Data Format
(FDF) attachment. When opened, an FDF file configures your review settings and opens the PDF in
Acrobat.

PDFs in a review have special features, including commenting tools and a document message bar with
instructions. Use the commenting tools to add comments to the PDF and then submit them. Either publish
the commentstoacomment server where others can see them, or send comments as an email attachment
to the reviewinitiator.

It's possible to receive a PDF that doesn’t include special features. If so, add your comments using tools
in the Tools > Comment toolbar. Then save the PDF and send it back.

To review the PDF later, reopen it from the Tracker. Doing so ensures that your comments are added to
the tracked copy of the PDF and that the initiator receives your comments. If you don’t send or publish your
comments right away, save the PDF before you close it to avoid losing your comments. Until the initiator
receives your comments, they appear only in your local copy of the PDF and aren’t visible to other
reviewers.

+ Steps to join areview

1 Inyour email application, open the PDF by clicking the URL or double-clicking the attachment (PDF or
FDF).

2 Do one or more of the following, if prompted:
+ Login to Adobe Document Cloud with your Adobe ID and password.

+ Click Connect in the Shared Review dialog box.

+ Click OKin the Welcome To Shared Review window. This window shows the review deadline,
participants, whether each reviewer has made any comments, and the comment server
location.

+ Type your name, email address, company name, and job title.
3 Save the file to a location that you can find easily, such as the desktop.

4 Add comments to the PDF using tools in the Tools > Comment toolbar. To delete a comment, select it
and press

Delete. (You can only delete the comments that you made.)

5 Do all of the following that apply:

+ Ifyou're notified that new comments from other reviewers are available, click the message.
New comments appear in the PDF.

« To find out if new comments are available from other reviewers, click the Check For New
Comments button

-19-



6 Submit your comments by clicking Publish Comments or Send Comments To Review Initiator in
the document message bar.

When you send comments, a PDF containing your comments is sent as an email attachment to the
review initiator. When you publish comments, your comments are saved to the comment server.

Options in the document message bar

The options in the document message bar depend on how the initiator set up the review and whether
you can access the comment server.

Check For New Comments Prompts Acrobat to synchronize comments between the comment server
and the local hard drive. If you don't click this button, Acrobat checks for new comments every 10
minutes if the document is open and every hour if the document is closed.

Merge Comments Copies the comments in the open PDF to your copy. This option is available only for
PDFs you receive from reviewers in email-based reviews.

Publish Comments Available only in shared reviews. Uploads your new comments to the comment
server. This button is disabled if the review has ended.

Save An Archive Copy Available only in shared reviews, when a review has ended. Saves a copy of the
document with review comments to your hard drive.

Send Comments Creates an email message addressed to the review initiator that contains the
commented PDF as an attachment. This optionis always available for reviewers in email-based reviews.
It appears in shared reviews if the reviewer has chosen to work offline or if an attempt to connect to
the comment server hasfailed.

Status An icon that displays the connected state of the comment server. The icon appears as the last
attempt successful icon the last attempt unsuccessful icon, or the attempting to connect icon. If you
click the icon, a menu with additional options appears: Track Reviews opens the Tracker; Save As
Archive Copy saves a copy of the PDF that is no longer connected to the review; Work OFfline lets you
workin offline mode, in which you can make comments but cannot publish them until you switch back
to online mode. Toswitch to online mode, click Reconnect To Server.

Check for newly published comments

When you participate in a shared review, Acrobat synchronizes published comments on your local hard
drive with the comments on the server. Acrobat notifies you when new comments are available.
Because synchronization continues after the PDF is closed, you'll continue to receive notifications.

Messages in the notification area inform you when new reviewers join the review, when updates occur
(multiple reviews), when deadlines change, and when synchronization attempts fail. They also inform
you when a new broadcast subscription is added in the Tracker. You can change the frequency of
messages and of comment synchronization, and you can manually trigger the synchronization
process.

To view new comments in a shared review, you must be able to connect to the network where the
comment server is located. If you can’t connect, check the server status in the Tracker to determine
the cause of the problem.

Click the Check For New Comments button in the document message bar.
Send comments in email

If you review a PDF offline or outside a firewall, or if you lose your connection to the comment server,
you can send your comments in an email message.

1 Choose File > Send File > Attach To Email.

2 In the Send Email dialog box, select Default Email Application, or Use Webmail and choose you
webmail client from the Select menu.

3 Click Continue, and follow the onscreen instructions.

If the PDF exceeds the 5-MB file-size limit, Acrobat prompts you to send your comments in a Forms
Data Format (FDF) file. The initiator can import this smaller file. To adjust the limit, open the
Preferences dialog box and select Reviewing. Then enter the new value for Send Comments As FDF
For Files Greater Than [#] MB.
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« Publish comments from other reviewers

When you participate in a review, you can receive comments from other reviewers. For example, if a
reviewer can’t access the comment server, the reviewer can send you comments. As another example,
suppose that you solicited feedback from people who weren't initially invited to the review. Those
reviewers can return a copy of the review PDF to you with their comments. By taking ownership of
the comments, you can share them with everyone in the review.

1 Open the PDF that contains comments.
2 Do one of the following:

+ Click OKwhen asked if you want to publish comments for this reviewer. The published comments
appear in the PDF. Your name appears in the title bar and the author’s name appears in the body
of the comments, preceded by the text On behalf of.

+ Click Yeswhen asked if you want to merge comments, or click Merge Comments in the document
message barand then click Send Comments. Add email addresses for other reviewers, as needed,
and then click Send.

+ In Acrobat or Reader, open a copy of the PDF and choose Comment > Comments List > Options
> Import Data File. Select a file with comments from reviewers. Add email addresses for other
reviewers, as needed, and then click Send.

Only new or edited comments are published or sent.
+ Rejoin areview

Use the Tracker to reopen PDFs in an active review. The Tracker only displays PDFs that you've saved. If
you didn’t save a PDF the first time you opened it, reopen the PDF from your email application.

1 Choose View > Tracker.
2 In the Tracker, double-click the PDF.

3 Add new comments or edit existing comments. To delete a comment, select it and press Delete.
(You can delete only comments that you made.)

Acrobat removes deleted comments from the online PDF the next time it synchronizes comments.
If you delete comments that you sent in an earlier email message, they aren't deleted in the
initiator'sdocument.

4 Click Publish Comments in the document messagebar. Only new or edited comments are
published orsent.

Useannotationand drawingmarkup toolstoadd comments in PDFs

Add comments to PDF files with highlights, sticky notes, a freehand drawing tool, and mark-up tools.

Add comments while viewing a PDF document

With the May 2019 release of Acrobat DC, you can use quick actions in a floating toolbar to add comments
while viewing a PDF. You do not have to open the commenting tool to access these actions. The following
quick actions are available for commenting based on your selection in a PDF:

+ Actions on text selection: You can Highlight Text, Underline Text, Strikethrough Text, Copy Text, and
Edit Text & Images.

File Edit View Window Help
Home  Tools Untitled Adobe Sign White ... X 2 ® A 9
e - [
HEPBRQODO© /s M MWOO w- F - [ 35 Share ]
1] With Adobe Sign, you can comply with laws and regulatory guidelines—using
one scalable signature solution. R
W -
Government organizations around the world are actively transforming their agency businesses,
using digital technologies to deliver agility, efficiency, cost savings and superior constituent =
@ experiences. Document signature processes represent one of the biggest opportunities to o=
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+ Actions on image selection: When you select animage, you can perform actions like Add Sticky Note,
Highlight Text, Edit Text & Images, and Copy Image.

Home  Tools Untitled Adobe Sign White ... Welcome x B o A9
*PBRQAOO 25 OO O un- [ -
© I
q Flexibility and freedom B
Desktop, web, or g2
@ mobile—it's up to you. CE
< Signed-in users can B
= access files from any €
device.
oY
Work on your desktop.

+ Actions on highlight selection: When you select an existing highlight commentin a PDF you see quick
actions to Add Note or Delete the comment.

I:Iom: Ie:ools”1 T Untitled Adobe Sign White ... Welcome x B 0O AP
B X ®8 QOO /5 DO O = -
e 02 Prepare polished PDFS -
N -
@ ombine, and organize L
=

@ o=
It's easy to create|a PDF with | R

@ o
the exact content you want. | 3 4 .

B - k — _ £

Annotations and drawing markup tools overview

You use annotation and drawing markup tools to add comments. The commenting tools are made
available in the secondary toolbar of the Comment feature. Comments are notes and drawings that
communicate ideas or provide feedback for PDFs. You can type a text message using the Sticky Note
tool. Alternatively, you can use a drawing tool to add a line, circle, or other shape and then type a
message in the associated pop-up note. Text-editing tools let you add editing marks to indicate changes
that you want in the source document. Most commenting and markup tools don't appear in the toolbar
until you enable the Commenting feature.

Show annotations and drawing markup tools

Annotations and markup tools don’t appear by default, except when you open a PDF in a managed
review workflow.

1 Choose Tools > Comment to open the Comment toolbar. The comments that you add to the
document are displayed in the right pane.

Comment B ¢ T T @ T&T/&&' @' 6"

Comment toolbar

To see the labels along with the tool icons, right-click on the Comment toolbar and select Show
All Labels.
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2 The drawing markup tools are grouped under the Drawing Tools menu. Click the Drawing Tools
icon on the toolbar, and then select Expand Drawing Tools to add the drawing tools to the
secondary toolbar.

<4

«

v —
y )

5 9002003 I

Drawing Tools menu

Select an annotation or drawing markup tool

+ Open the Comment toolbar and select the desired annotation tool.

+ Toselect the drawing markup tool, open the Comment toolbarand click the Drawing Tools icon. Select
the desired tool from the Drawing Tools menu.

After you make an initial comment, the tool changes back to the Select tool so that you can move,
resize, or edit your comment. (The Pencil and Highlight Text tools stay selected.)

Keep an annotation tool selected

You can add multiple comments without reselecting the tool.
1 In the Comment toolbar, select the tool you want to use (but don’t use it yet).

2 Click the Keep Tool Selected icon

Add a sticky note

The most common type of comment is the sticky note. A sticky note has a note icon that appears on the
page and a pop- up note for your text message. You can add a sticky note anywhere on the page or in
the documentarea.

adobe 3:03PM Reply X

Add your comment using the Sticky Note tooll

™~

@  Post

Use the Sticky Note tool to add a text message in a pop-up note.

Add a sticky note comment

1 Select the Sticky Note tool in the Comment toolbar, and click where you want to place the note.

2 Typetextin the pop-up note. You can also use the Select tool to copy and paste text from a
PDF into the note.

If you close the pop-up note, your text remains.
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Edit a sticky note comment

1 Click or double-click the note icon.
2 Make changes, as needed:
+ Toresize the pop-up note, drag the lower-left or lower-right corner.

« Tochange the text formatting, click the Text Properties icon in the Comment toolbar, and select
the text, and then select the property you want in the toolbar.

Use the Commenting panel in the Preferences dialog box to change the font size, default pop-up
behaviour, and other settings for creating and viewing comments

After making the desired changes, click the close (X) button in the upper-right corner of the pop-up
note, or click outside the pop-up note.

Copy partial text in a sticky note comment

1 Click or double-click the note icon.

2 Select the text, and then right-click and copy text.

Delete a sticky note

1 Select the Sticky Note tool, the Hand tool, or the Select tool.
2 Select the note icon, and press Delete.

Alternatively, double-click the note icon and choose Delete from the Options menu of the pop-up
note.

Addatextcomment

Use the Add Text Comment tool to type text anywhere on the PDF page. The Add Text Comment tool is
similar to the Add Text Box tool.

1 Choose the Add Text Comment tool from the Comment toolbar.

2 Click on the page to place the cursor

3 Tochange the text formatting, click the Text Properties icon in the Comment toolbar, and select the
text, and then select the property you want in the toolbar.

Add a line, arrow, or shape

When selecting a drawing tool, consider the effect you want.

1 Choose Tools > Comment. In the Comment toolbar, click Drawing Tools and select the drawing
markup tool:

« The Rectangle tool, the Oval tool, the Arrow tool, and the Line tool let you create simple shapes.

* The Cloud tool and Polygon tool create closed shapes with multiple segments. The Polygon Line tool
creates open shapes with multiple segments.

*The Pencil tool creates free-form drawings, and the Pencil Eraser tool removes the pencil markups

To specify the line width, colour, and other properties before you draw, select the desired tool, and
press Ctrl+E to open the properties toolbar. Set the desired options in the Properties toolbar.

2 Drawin the PDF;

+ Tocreate a cloud or polygon shape, click to create the start point, move the pointer, and click to
create each segment. To finish drawing the shape, click the start point, or right-click and choose
Complete from the menu. Double-click to end a polygon line.

« To draw a line, arrow, or rectangle, either drag across the area where you want the markup to
appear, or click twice: once to create the start point and once to create the end point.

« Todrawasquare orcircle, or to draw a line that’s horizontal, vertical, or at a 45° angle, press Shift
while you draw.
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+ Todraw free-form lines using the Pencil tool, drag where you want to begin drawing. You
can release the mouse button, move the pointer to a new location, and continue drawing. To
erase parts of the drawing, select the Pencil Eraser tool and drag across the areas of the
drawing that you want to remove.

3 Toedit or resize the markup, select it and drag one of the handles to make your adjustments.

4 Toadd a pop-up note to the markup, select the Hand tool, and double-click the markup.

5 (Optional) Click the close button in the pop-up note. A note icon appears to the right of the
markup to indicate the presence of text in the pop-up note.

To delete a drawing markup, select it and press Delete.

Group and ungroup markups

You can group two or more markups so that your comments function as a single comment. You
might group markups temporarily to move them to a new location or to modify their properties
rather than editing each one individually. Grouping also helps to distinguish your markups from
other reviewers’ markups in a document review.

You cannot group text edit markups.
Group markups
1 Using the Select tool or the Hand tool, select a markup.
2 Ctrl-click/Command-click to select the markups you want to group.

3 Right-click within the selection, and choose Group.

Ungroup markups

Right-click the grouped selection, and choose Ungroup.

Add comments in a text box or callout.

You can use the Text Box tool to create a box that contains text. You can position it anywhere on the page
and adjust it to any size. A text box remains visible on the document page; it doesn’t close like a pop-up
note.

Text font and size are based on the system default settings.

1 i

You can use the Callout tool to create a callout text box. Callout text boxes are especially useful when you
want to single out—but not obscure—a particular area of a document. Callout text boxes have three parts:
atext box, a knee line, and an end-point line. You can resize each part by dragging a handle. The knee line
can be resized in one direction only; horizontal knee lines can be resized horizontally only; vertical knee
lineglcan be resized vertically only. The text box expands vertically as you type so that all text remains
visible.

IRRTRRRENE NNET)
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You can move the text box itself or together with the end-point line. The text box moves around a
stationary anchor point—the arrow on the end-point line—which is created when you first click in the PDF.
You can modify the color and appearance of the text box and add arrows or leaders to the end-pointline.
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Add a text box
1 Choose the Add Text Box tool from the Comment toolbar.

2 Clickin the PDF.

3 Choose the Text Properties icon in the Comment toolbar, and then select the colour, alignment, and
font attributes for the text.

4 Type the text.
Text wraps automatically when it reaches the right edge of the box.

5 (Optional) Tomake further changes to the text box:

+ Using the Select tool or the Text Box tool, click an edge of the text box to select it, and then drag a
corner toresize it. Use the Properties toolbar to change the border and fill options.

+ Double-click the text box to edit the text or chan?e the text attributes. Drag across text to selectit,
and thenselect options from the Properties toolbar.

6 Todelete the text box, select it, and then press Delete.

You can also paste a block of text by selecting and copying the text in any application, selecting the
Hand tool in Acrobat, and choosing Edit > Paste.

Add a callout
1 In the Comment toolbar, click Drawing Tools and choose the Add Text Callout tool.

2 Click once to set the location of the end point, and click again to set the location of the textbox.

3 Choose the Text Properties icon in the Comment toolbar, and then select the colour, alignment, and
font attributes for the text.

4 Type the text.
Text wraps automatically when it reaches the right edge of the box.
5 (Optional) Tomake further changes to the text box:
+ Toresize the callout, select it and drag any of the handles that appear.
« Tomove the text box, click inside the box and drag it.
+ Tomove the entire callout, click either the end-point line or an edge of the text box, and dragiit.

« To change the colour, opacity, or line characteristics, use the Select tool to right-click the callout,
choose Properties, and select the options you want.

Add an audio comment

You can use the Record Audio Comment tool to add a pre-recorded WAV or AIFF file as a
comment or to record and place an audio comment in a document. Audio attachments appear in
the Comments list and can be played back on any platform. However, the appropriate hardware
and software for playing audio files must be installed.
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Add aprerecorded audio comment

1 Choose the Record Audio tool from the Comment toolbar.

2 Clickin the PDF where you want to place the audio comment. The Sound Records dialog box
appears.

Sound Recorder X
>
OF Browse...

The Sound Recorder dialog box without the record button.

The above dialog box appears when a recording device is not configured on your system.

3 Click Browse, and select the audio file you want to add.

4 (Optional) To hear the audio comment, click the Play button . When you're finished, click the Stop
button and then click OK.

5 Specify options in the Specify Attachment Properties dialog box, and then click OK.

Record an audio comment

Before yourecord an audio comment ensure that your system has a recording device installed and
configured.

1 Choose the Record Audio tool from the Comment toolbar.
2 Clickin the PDF where you want to place the audio comment. The Sound Recorder dialog box appears.

Sound Recor&r @
>e [ ‘

Ok [ Cancel ] [ Browse... ]

The Sound Recorder dialog box with the record button.
The above dialog box appears when a recording device is configured on your system.

3 Inthe dialog box that appears, click the Record buttoa and then speak into the microphone. When
you've finished recording, click the Stop button, and then click OK.

| ]
4 Specify options in the Sound Attachment Properties dialog box, and then click OK.

Add comments in a file attachment

Use the Attach File tool to embed a file at a selected location in a PDF, so that the reader can open it for
viewing. By adding attachments as a comment, you can reference longer documents that can’t easily be
pasted into a pop-up note or text box. If you move the PDF to a new location, the embedded file
automatically goes with it. To view an attachment, the reader must have an application installed that can
open the attachment.

Be sure to use the Attach tool when attaching files for a document review. Document-level file
attachments that you attach using the Attach A File tool from the Tools > Edit PDF > More menu aren’t
tracked with other comments in a review workflow and may cause your attached comments to be lost.

1 Choose the Attach File tool from the Comment toolbar.

2 Click in the PDF where you want to place the attachment.

3 Select the file that you want to attach, and then click Open. If you're attaching a PDF, you
can highlight areas of interest in the file using comments.

4 In the File Attachment Properties dialog box, select the settings for the file icon that appears in
the PDF.

The comment attachment also appears in the Attachments tab (in the left navigation pane)
with a page number indicating its location.
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To delete the attachment, right-click the attached comment icon, and choose Delete.

Paste images as comments

You can use the Paste Clipboard Image As Stamp Tool to add images to a PDF. You can copy most image
formats from drawing and image-editing applications, such as Adobe Photoshop and Adobe Illustrator. If
youwant to add theimage to PDFs repeatedly, create a custom stamp of the image.

1 Copy an image by doing one of the following:
+ In Acrobat, choose Edit > Take A Snapshot, and select an image from a PDF.
+ In another application, select an image and choose Edit > Copy.

2 Open a PDF.

3 Choose Tools > Comment. In the Comment toolbar, click the Add Stamp tool and
select Paste Clipboard Image As Stamp Tool.

4 Click in the PDF where you want the image to appear.
5 Do any of the following:
+ Tomove the image, drag it.

+ Toresize the image, select it and then drag one of its handles. Press the Shift key when
resizing the image to maintain the original proportions.

+ Tochange the image properties, right-click it and choose Properties.

+ Todelete the image, right-click it and choose Delete.

Commenting preferences

Commenting preferences affect both the appearance of and the way you view annotations and markups
in PDFs.

A reviewer can place comments anywhere within the document frame. As a result, sometimes you need
to scroll or zoom out to see comments that are located off the page.

In the Preferences dialog box under Categories, select Commenting.

Viewing comments

Font, Font Size In Windows, you can determine the font and the size of text in pop-up notes. This setting
applies to all new and existing comments.

Pop-up Opacity Determines the opacity of comment pop-up notes in values from 1 to 100. When a pop-up
noteisopen but not selected, an opacity value of 100 makes the note opaque, while lower values make it
more transparent.

Enable Text Indicators And Tooltips Shows a tool tip when you place the pointer over a comment that
includes a pop- up note. The tool tip contains the author name, comment status, and two lines of the text.
Selected by default.

Print Notes And Pop-ups Specifies that pop-up notes associated with comments, and icons for note, audio,
and file attachments print exactly as they appear on the page.

Instead of selecting this option, you can print comment text in various layouts by choosing File > Print, and
click

Show Lines Connecting Comment Markups To Their Pop-ups On Mouse Rollover When you place the pointer
over a comment markup (such as a highlight or a note icon), the shaded connector line appears. Selected
by default.

Ensure That Pop-ups Are Visible As The Document Is Scrolled Asyou scroll a PDF, the pop-up notes on a given
page shift to stay in view within the document pane. Selected by default.
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Pop-up open behavior

Automatically Open Comment Pop-ups For Comments Other Than Notes A pop-up note appears when you
create a comment using a drawing tool, the Stamp tool, or the Pencil tool.

Hide Comment Pop-ups When Comments List Is Open Helps reduce screen clutter when a page includes
many comments. Selected by default.

Automatically Open Pop-ups On Mouse Rollover When you place the pointer over a comment of any type,
including drawing markups and stamps, the pop-up note opens.

Making comments

Always Use Log-in Name For Author Name Determines which name appears in the pop-up note you create.
If this option is selected, the Login Name in the Identity panel of the Preferences dialog box is used. If
this option isn’'t selected, the default name you specify for Author in a comment properties dialog box is
used. Selected by default.

Create New Pop-ups Aligned To The Edge Of The Document Aligns pop-up notes with the right side of the
document window, regardless of where the comment markup (such as a note icon or highlighting
comment) is added. If this option is deselected, the pop-up note appears next to the comment markup.
Selected by default.

Allow nested reply to sticky notes (requires restart) Allows reply to Sticky Notes with a single-thread
experience. If thisoptionisselected, each annotation appearslike aconversationandallreplies appear like
asingle-thread experience.

Enable Text Selection For Highlight, Strikethrough and Underline Allows you to select and copy text for
highlight, strike-through, and underline comments

Show checkbox Displays the checkbox consistently for all comments.

Making comments (Acrobat specific)

Copy Encircled Text Into Drawing Comment Pop-Ups Copies text thatyou circle using the drawing
toolsin the pop-up note associated with the drawing markup.

Copy Selected Text Into Highlight, Cross-Out, And Underline Comment Pop-ups Copies selected text
tothe polp-up note associated with text editing comments, such as those created by the Highlight
Texttool.

Change the look of your comments

You can change the colour and appearance of comments or markups before or after you create them. You
cansetthe new look as the default appearance for that tool.

To change how your name appears in comments, open the Preferences dialog box, select
Commenting, and then deselect Always Use Log-in Name For Author Name.

For the selected tool, you can use the Colour Picker and Text Properties icons availabe on the Comment
toolbar.

& & o
Color 'ﬂ'

]

Opacity 100%

The Colour Picker tool on the Comment toolbar
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The Text formatting tool on the Comment toolbar

Aa

Alternatively, you can choose Properties from the right-click context menu, and then select appropriate
options.

=

Sticky Note Properties X

Appearance General Review History

lcon: Color: |[[]

Q/Checkmark A Opacity: 100%
+ Insert Text

© Circle '

Comment

% Cross

@ Cross Hairs v

[JLocked  []Make Properties Default Cancel

Properties, with note icon selected

a

prab Reply X

Too much blank space at the end of this

page|
Paste Text Ctrl+V
Check Spelling

6/30/2 Remove "page” from Dictionary
Look Up "page”...

=il 2l ’ Bold Ctrl+B
Italic Ctrl+1
Underline Ctrl+U

Superscript Shift+Ctrl+Plus

Subscript Ctrl+Plus

Clear Formatting

With pop-up text and formatting options

Change a comment’s look and set it as the default

1 Afteryou create a comment, right-click the comment or its icon and then choose Properties
from the righ-click context menu.

2 Inthe Properties dialog box, do any of the following, and then click OK:
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+ Click the Appearance tab to change such options as the colour and type of icon used. The type of

commentselected determines which options are available.

+ Click the General tab to change the name of the author and subject of the comment.

+ Click the Review History tab to see the history of changes people have made to the status of a

comment during a review.

+ Select Locked at the bottom of the Properties dialog box to prevent the comment from being

edited or deleted.

+ Select Make Properties Default at the bottom of the Properties dialog box to apply these

properties to all subsequent comments of this type.

Set the default look for a tool

1 After you create a comment, right-click the comment and choose Properties.

2 Set the properties as desired, and click OK.

3 Right-click the comment and choose Make Current Properties Default.

All comments you create using this tool display the properties you set. Existing comments aren’t

affected, noris the appearance of text in pop-up notes.

Draw attention of a reviewer to your comment

Use @mentions to get attention of any reviewer.

When you use @mention in your personal commenting notes in a PDF file, the review mode gets enabled
for you. The reviewers get an invitation email with a link to the Document Cloud shared review file.

1 In the comment text, click the @ symbol.

File Edit View Window Help

Home Tools Welcome Adobe Cloud... DRAFT_NFN_...
B) = Q @ 22 | M MO G
e ©POO B LT T

manufacturing one object is 66.797 seconds, which is nearly 3 seconds faster than the last
test. Based onoutside analysis, the Pre-processing and Machine B steps migkt see the
largest reduction of time through parallelization with other steps.

Setup | Pre-processing | Machine A | Machine B | Machine € | Validation

Minimum 1301 3,447 11,776 15,212 23,087 378
Average 3.339 4502 18,505 16,110 27,890 451
i 6,002 4,998 29,004 17,019 28921 521
Total 33,390 45,020 185,050 161,100 278,900 4,510

This figure shows the results from from 100 test runs of manufacturing objects. Notice the
extreme varianility in Machine A. The variability in Setup and Machin C is not as prominent.
35000
» 30000
25000
20000
15000

10000

Machine A Mschine B Machine C Validation

Minimum sssAversge me—Maximam

Figure-1: Results are in milliseconds
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& Complex Mac...
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? Strikethrough Text

PAGE 2 A

' T. Ravi Kumar 4:08 PM

More examples

] :

2 A popup menu will appear with a list of reviewers. Choose the reviewer you want to mention.

Adding a stamp to a PDF
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Stamp a document

You apply a stamp to a PDF in much the same way you apply a rubber stamp to a paper document. You can

choose from a list of predefined stamps, or you can create your own stamps. Dynamic stamps obtain
information from your computer and from the Identity panel of the Preferences dialog box, allowing you
to indicate name, date, and time information on the stamp.

The Stamp tool appears in the secondary toolbar of the Comment tool.

o ——| RECEIVED
By Shirley at 2:56 pm, Jul 25, 2006

B —— WITNESS

- APPROVED

5 \ N ©ohiva reviava vour document :
: Liz Thomas

Stamp tool categories

A Dynamic stamp B Sign Here stamp C Standard business stamp D Custom stamp

Open the Stamps palette

Choose Tools > Comment > Stamps > Show Stamps Palette.

Apply a stamp

1 Select a stamp by doing one of the following:
+ Click the Stamp tool. The most recently used stamp is selected.
+ In the Stamps Palette, choose a category from the menu, and then select a stamp.

2 Click the document page where you want to place the stamp, or drag a rectangle to define the
size and placement of the stamp.

3 Ifyou haven't provided a name in the Identity preferences, the Identity Setup dialog box prompts you
to do so.

Change a stamp's location or appearance

Using the Select tool or the Hand tool, do any of the following:

Tomove a stamp, drag it to a new location.
Toresize a stamp, click it, and then drag a corner handle.

To rotate a stamp, click it, move the pointer over the handle at the top of the stamp, and drag when the
rotate stamp icon appears.

Todelete a stamp, right-click the stamp and choose Delete.

To change the stamp’s opacity or the colour of its pop-up note, right-click the stamp, and choose
Properties. In the Appearance tab, set the opacity or colour.

Move a stamp to the favorites list

1 Using the Select tool or the Hand tool, select a stamp markup on the page.

2 In the secondary toolbar of the Comment tool, click the Stamp tool and choose Add Current Stamp
To Favourites.
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Create a custom stamp

You can create custom stamps from a number of different formats, including (but not limited to) PDF,
FJ'I-[)EG' bitmap, Adobe® Illustrator® (Al), Adobe® Photoshop® (PSD), and Autodesk AutoCAD (DWT, DWQ)
iles.

To add an image to a PDF one time only, simply paste the image into the document. Pasted images have
the same characteristics as other stamp comments; each includes a pop-up note and editable properties.

1 Choose Tools > Comment > Stamps > Show Stamps Palette.

2 Click Import, and select the file.

3 If the file has more than one page, scroll to the page you want, and then click OK.

4 Clhiose a category from the menu or type a new category name, name the custom stamp, and then
click OK.

Change the name or cateqgory for a custom stamp

1 Choose Tools > Comment > Stamps > Show Stamps Palette.
2 Choose the stamp category, right-click the stamp, and choose Edit.

3 Edit the category or name of the stamp, or replace the image, and then click OK.

Delete a custom stamp

You can delete only the custom stamps that you created, not the predefined stamps. When you delete a
stamp, the stamp is removed from the Stamp tool menu, but the stamp file isn't deleted.

1 Choose Tools > Comment > Stamps > Show Stamps Palette.

2 Choose the stamp category from the menu, right-click the custom stamp, and choose Delete.

Delete a custom stamp category

1 Choose Tools > Comment > Stamps > Custom Stamps > Manage Stamps.
2 Select the category you want to delete, and then click Delete.

Deleting all stamps in a custom stamp category deletes the custom stamp category.

Approval workflows

About approval workflows

Acrobat users, can send PDFs as email attachments for others to approve. When participants open an approval
request in Acrobat (all languages), they can approve the PDF by adding a digital identity stamp. Then, they can
send the PDF to other approvers, or return the PDF to the initiator and other appropriate participants. The
initiator can track progress by choosing to be notified each time the PDF is approved. The workflow ends when
the last participant adds the final approval. If a PDF isn't approved, the approval workflow must be reinitiated.

IFyouuse Aerobat Pro toinitiate the workflow, you caninvite usersof Reader9 orlaterto participate by
enabling commenting in the PDF.

vl by Email for Approval: Step 3 of 3

Skeps: Preview Invitation
1Getting Started Freview the text of the emal invitation below. You can edit or addto
the teat of the invitation. Chek the *Send Invibation” button to send the
It First Approvvsr approval rwitation and attached POF to yvour email deerit,

B Preview Invitstion

Stancard Business

The attached doument, Mod .5 ~
a2 | PRELIMINARY RESULTS | [ CONFIDENTIAL ]

Adobe Acrabat 7.0 or laber,
reuired to approves his doc

O POV B B 0 3V /oo T 1 . JOOOL O sy ) O

Wizard sets up approval workflows (left); Stamps palette provides stamps for approving documents (right).
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Send a PDF for approval

When you send a PDF by email for approval, approvers receive the PDF as an email attachment. When
recipients open the PDF attachment, they can apply a digital identity stamp from the Stamps palette and
then make the appropriate selection in the document message bar.

Tosend a PDF for approval, use the wizard in Acrobat. The wizard provides on-screen instructions to help
you invite approvers, customize instructions, and send the PDF.

In Acrobat Pro, the wizard enables commenting in the PDF so that Acrobat Reader users can participate
in the approval workflow.

Before you initiate an approval workflow, make sure that your email application is configured to work with
Acrobat.

1 Tostart an approval workflow, choose Share > Send By Email For Approval.
2 If prompted, enter your email address in the Identity Setup dialog box.

3 Specify a PDF, and click Next.

4 Type the email address for the first approverin the To box.

5 (Acrobat Pro) If you want to enable Reader users to participate or if you want to be notified of the
approval status for each participant, specify those options.

6 (Acrobat Standard) If you want to be notified of the approval status for each participant, specify
those options.

7 (Optional) Type additional instructions for the first approver at the top of the email message. Only
the default text message and instructions are forwarded to subsequent approvers.

Theinvitationemailcontainsinstructionsto help participants complete the approval process. Avoid
changingor removing this text.

8 Click Send Invitation.

Participate in an approval workflow

If you're invited to participate in an approval workflow, you receive an email message that provides step-
by-step instructions for approving the attached PDF. When you open the PDF, the Stamps palette opens
and the document message bar appears at the top of the PDF.

You can select any of the digital identity stamps in the Stamps palette to approve the document. A digital
identity stamp contains identity information that you provide, such as name, title, organization, and email
address. You can use an identity stamp in place of a signature. When you apply a stamp, it becomes part of
the document page content. You can delete your own stamp during the approval process; however, once
the approval process is completed, your stamp is locked. You can’t move or delete stamps from other
participants.

You can also reject documents that don’t meet your standards.

In addition to adding digital stamps to a PDF, you can add other types of comments, including note
comments, text edits, custom stamps, and file attachments.

Approve a PDF

1 Open the PDF attachment in the approval invitation email message.
If you haven't added identity information to the stamp, you're prompted to do so.

2 Select a stamp from the Stamps palette (Tools > Stamp > Stamps palette) . (To view all stamps, scroll
ordrag a corner to resize the window.)

3 Click the document to apply your approval stamp.

To delete a digital identity stamp that you've applied, select it and press Delete. If you select Print, Save
A Copy, or Email during the approval process, you can't delete your stamp.

4 Do one of the following:
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+ Tosend the document to the next approver, click the Approve button in the document message bar.
In the Send To Next Approver dialog box, type the email address for the next approverin the To box,
add addresses for other recipients as appropriate, and click Send.

« Tocomplete the approval process, click the Final Approval button in the document message bar. In
the Complete Final Approval dialog box, specify whether to send an approval notification from the
Final Approval Method menu. If you send a notification, type an email address in the To box, add

addresses for other recipients as appropriate, and click Send. If you don’t send a notification, click
Complete.

If the Notify Initiator OF Approval Status Via Email option is selected, a separate email
notification appears, addressed to the initiator. Click Send to send this notification.

5 Save the PDF.

If you use the Email button in the toolbar to send the PDF, the PDF is no longer part of the workflow,
and approval options aren’t available to the recipient of that email message.

Reject a PDF

If the PDF you received in an approval request doesn’t meet the requirements for approval, use the
options in the document message bar to reject the document and return it to the initiator. If a PDF is
rejected, the approval workflow must be reinitiated.

1 Open the PDF attachment in the approval invitation email message.
2 Click the Reject button in the document message bar.

3 Inthe Reject And Send Notification dialog box, type the email address for the initiator in the To box. If
the Notify Initiator OFf Approval Status Via Email optionis selected, a separate email message is sent
to the approvalinitiator. Click Send.

4 Click Send in the email message that appears.

Add or change identity information for a digital stamp

1 Choose Tools > Stamps > Stamps Palette.

2 Inthe Stamps palette, select Digital Identity Stamps, right-click your stamp, and choose Edit
Identity.

3 Intheldentity Setup dialog box, type or edit your name, title, company name, department, and email
address, and click Complete.

comments | view, repl

View comments

The Comments list appears in the right pane of the document window. The Comments list displays all
comments in a PDF, and it provides a toolbar with common options, such as sorting, filtering, and other
options to work with comments.
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Comments list

+ Open the Comments list
1 Choose Tools > Comment

The Comments toolset is displayed in the secondary toolbar and the Comments list is displayed in
the right pane.

2 Usingthe Options menu (...) atthe upper-right corner of the Comments list, do any of the following:

+ Expand or collapse the comments. Click Expand All or Collapse Allin the Comments list options
menu.

+ Create or Print Comment Summary. )
+ Import and Export comments.
+ Export to Word or AutoCAD.
+ Specify Commenting Preferences.
+ Expand the Comments list
You can expand the Comments pane for better readability of the long comments.

+ Toresize the pane, align your cursor along the left boundary of the pane and then hold and drag
towards left or right.

+ Sort comments

You can sort comments in the Comments list by page, author, date, type, unread status, or colour. In
a thread of replies, only the first message is sorted, and the reply messages are sorted in the same
category as the first message in the thread.

1 Choose Tools > Comment.
2 Inthe Comment list, choose an option from the Sort Comments by menu.
+ Filter comments

You can hide or show comments based on status, reviewer (author), type, or colour. Filtering affects
the appearance of comments in both the document window and the Comments list. When you print or
summarize comments, you can specify whether hidden comments are printed or summarized. When
you hide a note comment that has been replied to, all other replies in the thread are hidden as well.

In an email-based review, hidden comments aren’t included when you send the comments to the
initiator.

From the Filtercomments menu in the Comments list, do any of the following:
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+ Toclear all filters, click Clear All. Alternatively, use Ctrl+8.
+ Use the toggle switch to show or hide all comments. Alternatively, use Ctrl+Shift+8 (Windows)

+ To filter comments, choose the categories that you want to appear. For example, if you want only
sticky note comments that you left unresolved to appear, choose > Types > Sticky Notes so that only
the sticky note comments appear, and then choose > Status > Unresolved, so that only the
unresolved sticky note comments appear.

+ To open all pop-up notes, right-click an annotation and choose Open All Pop-Ups. (Only available if
the Comments list is closed)

+ To close all pop-up notes, right-click an annotation and choose Minimize Pop-Ups. (Only available if
the Comments list is closed).

Reply to comments

Replies to comments are especially useful in shared reviews, when participants can read each other’s
comments. They can also be used by review initiators to let reviewers know how their suggestions are
beingimplemented. When one or more reviewers reply to a comment, the set of repliesis called a thread.
In the Comments list, all replies are displayed. Replies are indented below the original comment.

+ Reply in the pop-up note
1 Open the pop-up note for the comment.
2 Click Reply, in the upper right corner of the pop-up note.
3 Typeyour reply in the box that appears.
+ Reply in the Comments list
1 Select a comment in the Commentslist.
2 Typeyourreply in thebox that appears.
+ Reply to a review participant
1 Select a comment and use @mention to get the attention of a documentreviewer.
2 Typeyour reply in the box that appears.
+ Delete areply
You can delete your comments in a PDF. However, you cannot delete other reviewers' comments.

In the pop-up note, right-click the reply and choose Delete.

Set a status
For PDFs shared using Adobe Document Cloud

Status is useful for keeping track of comments that you've read, resolved or that require further action.
By setting the review status, you can let the review participants know how you are going to handle the
comment.

Select the commentin the Comments list and right-click. Alternatively, you can click the Options menu (...)
for the selected comment and perform the following actions:

« Tomark the comment as resolved, choose Resolve.

+ Tomark the comment as unread, choose Mark As Unread.

For PDFs shared using a network folder
Set a status or check mark

In Windows, you can use a status or a check mark to indicate which comments you want to export to a
Word document. By setting the review status, you can show or hide a group of comments and let review
participants know how you are going to handle the comment. Once the review status is set, you cannot
remove the review status display from the comment in the Comments list, even if you change the review
status to None. Check marks are for your personal use and do not appear when others view the PDF unless
you change the status of comments.
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1 Select the commentin the Comments list and right-click to show the Options menu. Then choose an
option from the Set Status menu.

The review status appearsin the commentalong with the name of who set the review status. If another
reviewer sets the review status for that comment, both reviewers’ names and review statuses appear
in the Comments list.

2 Toview acomment’s history of chan%es, right-click the note icon, markup, or title bar of a pop-up note,
and then choose Properties. Click the Review History tab.
Flag comments with a check mark

Select a comment in the Comments list. From the Options menu (...), select Add Checkmark. You can also
right- click the comment and select Add Checkmark. A check mark icon appears on the comment.

By default, the checkboxis hidden. If you use checkboxes on multiple documents, Acrobat promptsyou to
enable the checkboxes for alldocuments.

To show checkbox for all comments, do the following:

1 Go to Edit > Preferences (in Windows), or Acrobat > Preferences (in macOS). The
preferences dialog box is displayed.

2 Inthe Commenting category, select Show Checkbox under Making Comments.

Preferences X
Categories: Viewing Comments
A Font*: | Segoe Ul v Font Size*: |10 v
Documents
Full Screen Pop-Up Opacity: |85 v
General
Page Display Enable text indicators and tooltips
[ Print notes and pop-ups
3D & Multimedia . ; .
Accessibility Show lines connecting comment markups to their pop-ups on mouse rollover
Action Wizard Ensure that pop-ups are visible as the document is scrolled
Adobe Online Services
Catalog Pop-Up Open Behavior
Color Management
Content Editing [[] Automatically open comment pop-ups for comments other than notes
Convert From PDF Hide comment pop-ups when Comments List is open
Convert To PDF .
Email Accounts [[] Automatically open pop-ups on mouse rollover
Forms
Identity Making Comments
Internet [“] Always use Log-in Name for Author name
JavaScript )
Language Create new pop-ups aligned to the edge of the document
Measuring (2D) [[] Allow nested reply to sticky notes*
measurfng Eéo) ) Enable text selection for Highlight, Strikethrough and Underline
easuring (Geo
Multimedia (legacy) Enable comment type text and icon in Comments List*
Multimedia Trust (legacy) Show checkbox
Reading - ! =
Reviewing [[] Copy encircled text into Drawing comment pop-ups
Search [] Copy selected text into Highlight, Strikethrough, Underline and Replace Text comment pop-ups
Security
Security (Enhanced)
Signatures * Requires restart
Spelling v q
3 Click OK.

The checkbox is now available for all comments. To add a checkmark, select the checkbox next to the
comment.

Print a comment summary

Summarizing comments is a convenient way to get a synopsis of all the comments associated with
a PDF. When you summarize comments, you can either create a PDF with comments that you can
print, or you can print the summary directly. The summary is neither associated with nor linked to
the PDF that the comments are derived from.
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Page layout options for comment summaries

A Document and comments with connector lines on single page B Document and comments with connector lines on separate pages
C Comments only D Document with sequence numbers

By default, Acrobat prints PDFs with any stamps that were applied. For the greatest control over how
comments are printed, choose >Print With Comments Summary from the Comments list.

1 Filter the comments to show only those you want in the summary. (In the Comments list, click Filter
Comments and choose categories of comments you want to show.)

[ Unread } [ Resolved ] [ Unresolved }
COMMENT BY

([t ] | )

(2 vt e o ]

TYPES

[ Sticky Note [ Highlight }

COLOR

Hide All Comments

2 For the greatest control over how comments are printed, choose>Print With Comments Summary.
Alternatively, to create a separate PDF of the comments, choose> Create Comment Summary.

3 Inthe Create Comment Summary dialog box, do the following:

Choose a layout for the document and comments. The layout determines available options.
Choose how to sort the comments.
Specify a page range and choose whether to include pages without comments.

Select whether you want all comments to appear in the summary or only the comments that
currently appear.

4 Click Create Comment Summary.
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Find a comment

Locate a comment in the Comments list by searching for a particular word or phrase.
1 Choose Tools > Comment to display the Comments list.
2 Click in the Search Comments field, specify the word or phrase you want to search for.
The Comments list displays the comments that match the search criteria; the number of comments is
displayed on the panel header.

Delete comments

You cannot delete other reviewers’ comments in a shared review, nor can you delete locked comments.
Do one of the following:
+ Select the comment and press Delete.

+ In the Comments list, right-click on the comment you want to delete, choose Delete from the
context menu.

Note: Before pressing the Delete key, make sure that the comment is selected.

Unlock a comment

Only available for PDFs shared using a network folder

1 Right-click the comment and choose Properties.

2 Deselect Locked.

Spell-check all text in comments

You can spell-check the text you add in note comments and form fields. However, you cannot spell-check
the text in the underlying PDF.

1 Select the comment. From the options menu, choose Edit.
2 Right-click the text, and select Check Spelling.
3 Click Start. Tochange a word, do one of the following:

+ Edit the selected word. Toundo your change, click Undo Edit. Toaccept your change, click
Change.

+ Double-click a suggested correction.

+ Select asuggested correction and then click Change. Click Change All to replace every instance of
the unrecognized word with the suggested correction.

comments

Import Comments

In Acrobat Reader, commenting features are available only in PDFs that have commenting enabled. PDFs in a
review workflow typically include commenting rights.

Comments can be imported from a PDF document. You can also import comments from a Forms Data Format
(FDF) file or an XFDF file, which is an XML-based FDF file. You cannot open and view FDF files or XFDF files on
their own.

1 Inthe document that you want to receive comments, from the Options menuin the comments list,
choose Import Data File.

To open the comments list, choose Tools > Comments.

2 Choose All Files (*.*) from the file type menu. If you know the file format of the comments you
want to import, choose it.

3 Double-click the name of the document with the comments.
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The comment positioning matches that of the file from which they were imported. If comments
appear outof place, the source and recipient PDF documents are likely to be different. For example,
ifyouimportcomments fromaten- page document to a two-page document, only comments from
the first two pages appear.

Export comments

If you add comments to a PDF that isn't part of a managed review, you may need to export your
comments to send them to someone, or you may need to import comments you receive. (PDFsin a
managed review workflow include special options that let you send or publish your comments,
rather than export them.)

When you export comments, you create a Forms Data Format (FDF) file that contains only
comments. Consequently, FDF files are usually smaller than PDFs. You or another reviewer can then
import the comments from the FDF file into the original PDF.

Export comments to a data file

1 From the options menu in the comments list, choose Export All To Data File.
2 Name the file and choose Acrobat FDF Files (*.Fdf) or Acrobat XFDF Files (*.xFdF) for the file type.

3 Specify a location for the file, and then click Save.

Export selected comments

1 In the comments list, select the comments you want to export.
To open thecomments list, choose tools > Comments.
2 From the options menu in the comments list, choose Export Selected To Data File.
3 Name the file and choose Acrobat FDF Files (*.Fdf) or Acrobat XFDF Files (*.xfdF) for the file type.

4 Specify a location for the file, and then click Save.

Export comments to Word (Windows)

In some instances, reviewers make commentsin a PDF that was created from a Microsoft Word document.
You can revise the original Word document by exporting these comments from the PDF. For example, text
that has been inserted, crossed out, or replaced using the text edit tools in the PDF can be deleted or
transferred directly to the source Word document. Formatting added to comments (for example, boldface
text) is lost during this process and must be added to the Word document manually.

To revise a Word document using comments, you must create a tagged PDF from the Word document.
Before you transfer text edits from the PDF, remove any extra words or information and then merge them
to one PDF (if you have comments from multiple reviewers). If you plan to import comments more than
once, you may want to make a copy of the Word document before you import the comments or comments
may not be imported correctly.

1 Do one of the following:
+ From the options menu in the comments list, choose Export To Word.

+ InWord,openthesourcedocument,andthenchoose Acrobat Comments > Import Comments From
Acrobat. For Word 2013, click Acrobat, and then choose Acrobat Comments >Import Comments
From Acrobat.

2 Read theinstructions, and click OK.

3 Inthe Import Comments From Adobe Acrobat dialog box, select the PDF and Wordfiles, select from
the following options, and click Continue:

Take comments from this PDF file Browse to the PDF file that contains the comments.

Place comments in this Word file Browse to the Word document to which you want to import
comments.

All Comments Imports all comments.

All Comments With Checkmarks Imports only those comments marked with check marks.
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Text Edits Only: Insertions, Deletions, And Replaces Imports only those comments that you've added
using the text edit commands in the Annotations panel.

Apply Custom Filters To Comments Imports only comments that you specify by author, type, or status.

Turn Track Changes On Before Importing Comments Shows the changes made by the imported
comments in Word.

4 (Optional) IfFyouimported text edits, click Integrate Text Edits in the Successful Import dialog box to
review and apply each edit individually. For each edit, select one of the following options:

Apply Makes the change in the document and deletes the comment bubble. If a comment appears to
be empty, you may want to integrate it to see if it's a space or a paragraph return.

Discard Rejects the edit and deletes the comment bubble.

Next Skips to the next text edit. Text edits that are skipped or not integrated appear as bubbles in the
Word document.

Apply All Remaining Integrates all remaining text edits and deletes the comment bubbles.
Undo Last Undoes the last text edit, including any manual changes.
5 Delete comment bubbles that appear in the Word document:

+ Right-click the comment bubble and choose Delete Comment.

+ Choose Acrobat Comments > Delete All Comments In Document. For Word 2013 and later, this
optionis on the Acrobat ribbon.

PDF reviews

Track reviews for PDFs shared using Adobe Document Cloud

You can track and manage reviews using the following methods:
+ Using the Document Cloud review link

To view the review comments, follow the steps below:

1 Click the review link in your email.

2 The review PDF is open in a browser. Sign in with your Adobe ID to join the review and view
comments.

+ Using Acrobat DC desktop app Initiator

When the reviewers add any comment on the PDF, you get a notification in Acrobat. Click the
notification icon, and then click the notification message. Acrobat opens the review PDF.

Reviewer

You get a notification in Acrobat. Click Review, in the notification message to open the review PDF in
Acrobat. The PDFs shared for review with you are also listed in Acrobat > Home > Recent. Double-
click the PDF to open in Acrobat.

The comment icon nexttoasharedfile’snameindicatesthatit'sareviewfile.|fthere’snocommenticon
next to a shared file, then the file has been shared for viewing only.

To view and track all the PDFs shared for review, do the following:
1 Click Home.
2 In the Shared section, do one of the following:

+ Toview the files sent by you for review, click Shared By You.

+ Toview the files received for review, click Shared By Others.

The commenticon next to a shared file’s name indicates that it's a review file.
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Home Tools NFN_an... NFN_an... NFN_an... Welcome CE_Acro... Q Sea Provide Feedback @ g Q
Recent Shared by you =
Starred
Scans STATUS LASTACTIVITY ¥
FILES

Complex Machine} 0 of 1 commented Apr 23
My Computer
Document Cloud ’

Complex Machine 0 of 1 viewed Apr 23
Add an Account

~ SHARED Adobe Cloud Services 0 of 1 viewed Apr 17

Shared by you

Adobe Cloud Services 0 of 1 viewed Apr 17
Shared by others
SIGN B Adobe Cloud Services 1 of 1 viewed Apr 17
All Agreements

ADW1501 9 0 of 1 commented Apr 15

All the PDFs shared for review are displayed along with the following information:
+ Name: Name of the PDF shared for review

+ Status: Shows the number of people who have commented on the file.

« Last Activity: The timestamp of the last activity performed on the PDF.

3 Toview the details of a PDF, select the PDF. A thumbnail of the PDF is displayed in the right-
pane. Toview the review status and the list of reviewers, expand the list.by clicking the
arrow key ().

Based on whether you are an initiator or a reviewer, you can perform any of the following actions:
Initiator

+ View detailed activity on the review file.

+ Add more reviewers to the PDF.

« If you have created a personalized invitation, click Invite Person, and enter the names of
the reviewers you want to add.

« If you have created a public link, click Copy Shared Link, and send the link to the recipients in an
email.

+ Tostop sharing the review with others, click Unshare File.

+ Toend review, click Delete Shared File. This action removes the review file from the
Document Cloud and cannot be undone.
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Complex Machine
REVIEW
Last Activity Sep 16, 3:01 PM

Please review this document.
2 People o’
o Invite Person
e T. Ravi Kumar

OWNER e Last accessed Sep 16, 3:01 PM

Prabhat Singh
Last accessed May 13, 12:28 M

6-7 Copy Shared Link
4~ Unshare File

W Delete Shared File

Initiator options
Reviewer

+ Add more reviewers to the PDF. Click Copy Shared Link, and send the link to the recipients in an
email.

+ If you want to remove yourself from PDF review, click Remove Me.
+ Report Abuse if you feel the content of the PDF is inappropriate or has trademark infringement.
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Create_a_library_template
REVIEW
Last Activity Mar 01, 10:09 PM

5 People ODD N

& Copy Shared Link
,g Remove Me

l. Report Abuse

Reviewer options

4 Toview the comments, double-click the fi - he review PDF opens. The comments list is
displayed in the right pane. In the upper-righ&corner, click the icon to roggle between viewing
comments and managing review.

Based on whether you are an initiator or a reviewer, you can perform any of the following actions
from the Share

option:

Initiator

+ Add more reviewers to the PDF.

+ Click Invite Person, and enter the names of the reviewers you want to add.

+ Youcan also Copy Shared Link, and send the link to the recipients in an email.
+ Tostop sharing the review with others, click Unshare File.

+ Toend review, click Delete Shared File. This action removes the review file from the
Document Cloud and cannot be undone.
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NFN_and_ReleaseNotes_Acrob...

REVIEW X
Last Activity Sep 20, 8:19 AM
2 People " v

Add
-
= e mm
6 OWNER e Last accessed Sep 19, 3:01 PM

L I |
Last accessad Sep 20, 819 AM

69 Copy Shared Link

4~ Unshare File

1 Delete Shared File

Initiator options
Reviewer

+ Add more reviewers to the PDF. Click Copy Shared Link, and send the link to the recipients in an
email.

+ If you want to remove yourself from PDF review, click Remove Me.
+ Report Abuse if you feel the content of the PDF is inappropriate or has trademark infringement.

# 5 (oone)

Create_a_library_template

REVIEW X
Last Activity Today, 7:04 PM
5 People ODD v

e . I, - ;
OWNER e Last accessed Aug 30, 2018, 3:31 PM
s .. -:h -—
Last accessed Aug 29, 2018, 10:38 AM
LR ]
Last accessed Aug 24, 2018, 8:32 PM
= w wg
Last accessed today, 7:04 PM
L - e
Last accessed Mar 01, 10:09 PM

& Copy Shared Link
}g Remove Me

|- Report Abuse

Reviewer options

Track reviews for PDFs shared using a network folder
(Acrobat DC only)
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To track and manage PDFs shared using a network folder, ensure that you turn off the following preference
in Acrobat DC:

1 Go to Edit > Preferences. The Preferences dialog box is displayed.

2 Inthe left pane, click Reviewing. Under the Shared Review Options section, deselect the
Share For Review Using The Adobe Document Cloud check box, and then click OK.

« Tracker overview

Use the Tracker to manage document reviews and distributed forms, view the status of review
and form servers, and manage web broadcast subscriptions (known as RSS feeds). Toopen the
Tracker, choose View > Tracker.

= Tracker @@\@
5 Latest Updates Reviews > Sant > AnnualReport
= &% Reviewis S
o[ sent L) View Comments
'f] AnnuaRepott
e \\Afs-sarver--ema\andrewfaulkner\Documents\'Project
EH% Joined File Location: Central\AnnualReport. pdf
) Kahii_Crder_Form
=% Forms Status: Active

1% Distributed Sent: 4/16/2008 4:16:05 PM using email attachment
-
-] FrancialReports

=HEY, Received
t] StandardEmployeeWorkstation
= g Server Status ] & Reviewers
W Acrcbat.com
2 8E RS5 paj Email All Reviewers @ Add Reviewers
81 | Lori DeFurio (14)
5 |, Wisdom of the PDF Sage (10) Email Reviewer Name Title Type
%) |, Acro bytes by Kurt Foss (8) elaine@kahili.com Initiztor
daria@kahili.cor Required
Required
Required
Expand all Cellsose Al ® @

UsetheTrackertomanagereviews, forms,andwebbroadcastsubscriptions (RSSfeeds). Left panel haslinks toreviewfiles, forms, server
status messages, and RSS feeds. Right panel shows details for item selected in left panel.

If the RSS button doesn’t appear in Tracker, open the Preferences dialog box in Acrobat and select
Tracker. Select Enable RSS Feeds In Tracker, and click OK. Then close and reopen Tracker.

You can use the Tracker to subscribe to web content that uses the RSS (Really Simple Syndication)
format, such as news feeds and music channels. RSS format is compatible with XML and RDF formats.

The Server Status shows the state of all servers being used for reviews and distributed forms. The check
mark icon next to the server name indicates that the last synchronization attempt was successful. The
warning icon indicates that the last synchronization attempt was unsuccessful. The warning icon
indicates that the server is disconnected from the network, has problems writing data to the disk, or has
some other problem. Contact your network administrator for assistance.

RSS
Server Status

Use Tracker to manage the forms that you have distributed or received. The Tracker allows you to view
and edit the location of the response file, and track which recipients have responded. You can also add
more recipients, email all recipients, and view the responses for a form.

Forms

The Tracker shows who's joined a shared review and how many comments they've published. From the
Tracker, you can rejoin a review and email the participants. If you've initiated reviews, you can add or
change deadlines, add reviewers, end a review, and start a new review with existing reviewers.

The left side of the Tracker shows all PDF documents in managed reviews. The information pane on the
right lists the date and time the PDF was sent and the list of invited reviewers. Links to shared PDFs
provide additionalinformation, including the deadline (if set) and the number of comments submitted per
reviewer. Deleting a link in the Tracker deletes the PDF and all comments from the server, and
permanently ends the review.
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Reviews

The Latest Updates panel provides a summary of the latest changes in shared reviews, form files, and
servers. If you have no active reviews or forms, this panel provides instructions and links for creating
managed reviews, creating forms, and distributing forms. In the Latest Updates panel, you can also turn
Tracker notifications on or off inside Acrobat and, for Windows only, in the system tray.

Latest Updates

« Track reviewed PDFs

1 In the Tracker, expand the appropriate folder:
Sent Lists PDFs in reviews that you initiated.

Joined Contains PDFs in reviews that you've received. PDFs appear in this list only after you open
them. If you opena PDF from an email attachment and don’t save the PDF, the entry is removed from
the Tracker when you close the file.

PDFs listed in bold contain one or more of the following updates: comments that you haven’t
read yet, a deadline update from the review initiator, and reviewers who have joined the review.

2 Select a PDF.

Information specific to the selected PDF review appears on the right. Shared reviews list deadline
information, reviewers who have joined the review, and the number of comments.

Save the PDF with comments

You can save a copy of the review PDF that contains all the comments that reviewers have published or
that you've imported (merged).

If the PDF isin a shared review, you can save an archive copy. The copy is no longer connected to the shared
review, and you can edit both content and comments in it.

If you want to create a copy of a shared PDF to distribute to others, use the Save As command. The
resulting file includes all comments that were published up to that point. It can be moved, copied, or
renamed without affecting its connection to the review or to the comment server.

To save a copy of a review PDF with all the comments, open the file, and then do one of the following:

+ Forashared review, choose File > Save As Archive Copy. Alternatively, click the Status button in the
document message bar and choose Save As Archive Copy.

+ For an email-based review, choose File >Save As to save a new copy of the PDF. This most recently
saved version is now the tracked PDF. The old version is the archive copy.

« Invite additional reviewers

If you're the review initiator, you can invite others to participate in the review. If you're a reviewer and
want other people to participate, ask the review initiator to invite them. That way, the initiator can
automatically track all participants and receive notification when their comments are received.

1 In the Tracker, select the PDF under Sent, and then click Add Reviewers on the right.

2 Specifythe email addresses of the reviewers whom you want to add. Change the message as needed
and thensend the message.

Additional reviewers appear with other participants in the right pane of the Tracker.
+ Add or change a deadline
A review initiator can add or change a deadline in an existing review.
1 In the Tracker, select the PDF, and do one of the following:
+ If the review has no deadline, click Add Deadline.
+ If the review has a deadline, click Change Deadline.
2 Click Review Deadline, change the deadline as needed, and click OK.

3 Change the email recipients, subject, and message as needed, and then click Send.
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« End areview

A review initiator can end an existing review. Once a review has ended, participants cannot publish
comments to the server. You can change the review deadline later if you want to restart the review.

In the Tracker, select the PDF and click End Review.

+ Start a shared review with the same reviewers from an existing review
1 In the Tracker, select a PDF and click Start New Review With Same Reviewers.
2 Follow the steps for starting a shared review.

+ Send a message

Sometimes during a review, you want to contact other reviewers or send them a reminder of their
approaching deadline.

1 In the Tracker, select the PDF and click Email All Reviewers.

2 Inthe email message, change the Toand Subject boxes or the body of the email message as needed,
and then click Send.

+ Update your profile

Your comments identify you as the author by displaying your name—the name you provided when
you joined or started a review, or your system login. You can change the author name and other profile
information at any time. If you do, your updated profile appears only in new comments; existing
comments aren’taffected.

Update your review profile

1 In the Preferences dialog box (Edit > Preferences) under Categories, select Commenting.
2 Deselect Always Use Log-In Name For Author Name.

3 Select Identity from the list on the left.

4 Edit your profile, making sure to include the email address that you'll use for
reviews. Click OK. Update your profile for a shared review

1 In the Preferences dialog box under Categories, select Identity.
2 Edit your profile, making sure to include a valid email address, and click OK.
+ Tracker preferences

To specify settings for Tracker, in the Preferences dialog box under Categories, select Tracker.

Automatically Check For New Comments And Form Data Specifies how often comments are
synchronized. To disable automatic synchronization, move the slider to the far right until the value
Never appears.

Suspend The Check For New Comments And Form Data Specifies how long after review or form
inactivity to stop checking for comments or new form data.

Remove Custom Server Locations To remove a server profile, select it from the list and click Remove
Server Profile.

Notifications Specifies where Tracker notifications appear.

Enable RSS Feeds In Tracker When this option is selected, an RSS category appears on the left side of
the Tracker. You can subscribe to RSS feeds from within the Tracker.

Clear All Stored Credentials Click to remove all stored credentials used for shared reviews.

Adobe Document Cloud for Outlook

You can use Adobe Document Cloud plug-in for Outlook to send large files as public links through Outlook.
The attached files are uploaded to Adobe Document Cloud, and public links to the files are inserted in the
email body.

Recipients can click the link to preview the file in a browser window and can download the file if needed.
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Attach files via Adobe Document Cloud
1 In the new message window, click Message.
2 Inthe Adobe Document Cloud group, click Attach File via Adobe Document Cloud.

H L- 0 = Untitled - Message (HTML)

File Insert Options Format Text Review Adobe PDF Q Tell me what you want to do

gz U Attach File -

i ] 0% Attach Item ~
Paste Names
ak A

= [ signature ~

Attach File via Adobe | Assign ’ Send for View
Document Cloud Policy ~ L Signature = Templates

Adobe Document Cloud Tags = Adobe Sign My Templates ~

Clipboard Basic Text Include

The plug-indoes not work if you have RTF set as the default formatting for email messages. Touse the
plug-in, switch to HTML formatting.

3 Browse and select the files that you want to attach, and then click Open.

Alternatively, you can drag files from folders on your computer and drop them on the message
window. A prompt appears on the right side of the attachment input box asking whether you want to
send files as Adobe Document Cloud link. Click Yes.

To...

Send
Bcc...

Subject

How-Well-Do-You-Compare.pdf _
540 KB

| Poe |
Attached w
— Send as Adobe Document Cloud link  Yes No @

4 |fyou're notsignedin, you see a prompt. Click OK. Open Acrobat, click the Sign In link at the upper-
right corner and then sign in with your Adobe ID and password.

5 The selected files are uploaded to Adobe Document Cloud, and public links to the files are inserted in
the message body.

To..

I'm using Adobe Document Cloud.
You can view "How-Well-Do-You-Compare.pdf" at: https://files.acrobat.com/a/preview/7f0b280-37a2-4b5-87e7-

6616d243ba

You can modify the text shown in black to be anything you want, and move the text into another
part of your email.

Be careful not to modify the link.

View sent files

All your sent files are stored securely in Adobe Document Cloud. You can view the files anytime.

1 In the main Outlook window, click My Account in the Adobe Document Cloud group and then
choose View Sent Files.
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File Home Send / Receive Folder View Adobe PDF Q Tell me what you want to do

= |:—1"j 5 x D €2 Reply m ¥ > 2% New Group Search People l"- 2 A .
: ) - = '
. - €2 Reply Al P Browse Groups [ Address Book
New New ,  Delete Archive By . Quick Move Tags Y Fitot Store My Adobe  Report
Email ltems~ “©7 £ Forward Steps - Z ilter Email ~ B sion - | Mescage -

New Delete Respond Quic... Groups Find Add-ins .
< = . ‘ :
Search Current Mailbox AP | current Mailbox ~ 2 Reply [E2Reply All (5} Forwarg Settings
All Unread ByDatev T Sat 9/1/2018 11:31 username@domain.com

2 Sign in with your Adobe ID and password. All your sent files appear in a browser window.

Adobe Document Cloud settings

By default, you see prompt for all attachments. However, you can decide whether you want to see the
prompt. You can also choose to automatically send files based on a particular size limit.

1 In the main Outlook window, click My Account in the Adobe Document Cloud group and then choose
Settings.

Adobe Document Cloud - Settings X
Adobe Document Cloud Settings

® Always prompt while attaching

O Automatically send attachments using Adobe Document Cloud
All Attachments

If size is more than | 2 =

O Never prompt while attaching

2 Choose an appropriate option, specify values if required, and then click OK.

Advantages of attaching files via Adobe Document Cloud for Outlook

+ Access to your address book and complete control over the email format and content.
+ Send catalogs, brochures, and other large files — even audio/video.

+ Preview filesin a browser (except audio/video) or download to look at later.

Supported Outlook versions

+ Outlook for Windows 2010, 2013, and 2016: The plug-in is automatically added to your Outlook
when you install Acrobat DC on your computer.

Share and track PDFs online | New experience

You can quickly share a link to a PDF document with others for viewing or commenting. The document
shared as a link opens in any browser, on any device. The document is stored securely in Adobe Document
Cloud.

Recipients get an email with a link, and they can click the link to view and comment on the documentin a
browser; no sign-in required.

Adobeistesting the new PDF sharing experience in Acrobat DC. After updating to the latest release, you see
one of the following new experiences for sharingPDFs:

+ Experience 1: Share PDFs using the Share modal dialog box.
+ Experience 2: Share PDFs using the simplified 1-click access to the sharingtools.
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Experience 1: Share PDFs using the share modal dialog box

1 Click the Share buttonin the uRper-right corner when a PDF document is open in Acrobat DC.
Alternatively, choose Tools > Share, and then browse and select the PDF.

File Edit View Window Help
Home Tools NFN_and_ReleaseN.. x £ Whats-new-in-Ado... u ® ‘ Q
B ®B8EQ OO 2/ ADOO =- R FT B L& = |

The share dialog box is displayed.

How do you want to share your file? X

& Getalink
Get a link to your file

3o Invite People
Share a link to your file, which will be uploaded to Document Cloud. Anyone
< Attach to Email with the link can view the file. You can also let people add comments. Learn

ti. Request Signatures

O Allow comments

2 Share the file using any one of the following methods:

+ Share an anonymous or public link

An anonymous or public link makes the files accessible to anyone who clicks the link. Also, the detailed
tracking information is not available for files shared using public links.

1 Click Get a Link.
2 (Optional) If you want to share the file for review, select the Allow Comments check box.

3 Click Create Link. The selected files are uploaded to the Adobe Document Cloud and a public link
iscreated.

4 Click Copy Link, and close the Share window.
5 Share the link with the recipients.
+ Send personalized invitations using Adobe Document Cloud share option

The detailed trackinginformationis available for files shared usinga personalized link to individuals. You
canshare files for view or review using this option.

1 Click Invite People.

2 Inthelnvite People By Email section, enter or choose the email address of whoever you'd like
to receive the file. You can also use the Address Book link to choose email addresses. Each
recipient gets a personalized link to the file.

3 The Subject and Message fields are just like the ones you use for sending an email and appear
to your recipients in the same way. Enter the desired information.

4 (Optional) Select Allow Comments if you want to share the file for review.
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5 Click Send. Your recipients get an email notifying them that the file is shared with them.
+ Attach to an email
The detailed tracking information is not available for files shared as attachments.
1 Click Attach to Email.
2 Inthe Send File As An Email Attachment section, do one of the following:
+ Choose Default Email Application (Microsoft Outlook), and click Send.
+ Choose Webmail. In the Select Option drop-down list, choose one of the following:

+ Add Gmail: Enter your email address, and click OK. Enter the password, and grant permissions when
prompted. Click Send.

+ Add other: Enter your email address, password, and IMAP/SMTP mail server settings. Click Add and
then click

Send.

How do you want to share your file? X

& Getalink

Send file as an email attachment
3o Invite People

Attach using:
P4 Attach to Email

O Default email application (Microsoft Outlook)

4. Request Signatures
© Webmail

A message will be created in the designated drafts folder of the selected account

Select option v

Add Gmail
Add other.

Share with Acrobat to collaborate better:

* Send a link instead of an attachment
* Collect feedback in one place and track responses

® Reviewers can see and reply to each other's comments

Try it Now

0 Remember my choice

3 Anemail draftis displayed with the file attached. Enter the email addresses of the recipients,
add an appropriate message in the subject and body of the email, and then send the email.

+ Share PDF to get signatures from others
Do the following to request signatures from others for your PDF.
1 Click Request Signatures, and then click Get Started.

2 The AddSignerswindow s displayed. Specify the recipient email address, and then click
Specify Where To Sign. For more information, see Get documents signed by others.

Experience 2: Share PDFs using the simplified 1-click access to sharing tools

In the top-right corner of the toolbar, there are three icons using which you can share the PDF files.

Home Tools Welcome x @ ‘ Q
X ®B QOO 5 AMHOO =B T B L& 2 8 %
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« Share a link to the file

1 Open the PDF in Acrobat DC.

2 Click the Share a link icon (). TH shared link is generated instantly; you won't have to wait
for the file to be uploaded to the cloud. If you want to share the file for review, click the Allow
C?meents switch to turn it on. To share the file only for viewing, click the switch to turn it
off.

T8 Qoo A O OO - R P B 2Za 2]l 2%
Business Justification - Beesimtiotaly

are 3 Link
To meet demand for objects on a 3-year forecasting schedule, the ( e e SIS

manufacturing system will need to decrease manufacturing time. £

few months we have noticed an increase in variability of time sper 5

need to investigate the cause of the variability. To that end, perfor:

executed and recorded for the Complex Machine manufacturing system by Quality &

Assurance over three manufacturing cycles. o
o

3 Click Copy Link and share the link with the recipients.
+ Send by email

1 Open the PDF in Acrobat DC.

2 Click the Send by Emailicon ().

7 o ¢ a A 7 P
r ® 8 Q6 0O A ® OO - BT B2 & al
Business Justification Send by Emall
To meet demand for objects on a 3-year forecasting schedule, the
manufacturing system will need to decrease manufacturing time.
few months w noticed an incre iability of time spe; @D 4
need to investigate the cause of the variability. To that end, perfor
executed and recorded for the Complex Machine manufacturing s;
Assurance over three manufacturing cycles.
Testing Process c

This table illustrates the required confidence levels and sample si

3 Inthe Send by Email dialog, do one of the following:

+ Choose Outlook if it is your default email application.

+ Select Webmail in the drop-down list and then select Add Gmail. Enter your email address and
click OK. Enter the password when prompted.

+ Select Add Other email address you use. Enter the email address, password, IMAP, SMTP settings
in the Add Webmail Account dialog and click Add.

The Attach a Link switch is turned on by default; a shared view-only link to the PDF will be added
in the email body. If you want to attach the PDF instead of the link, click the switch to turn it off.

4 Click Next. Enter the recipient's email address and send.
+ Invite people for viewing or commenting
1 Open the PDF in Acrobat DC.

2 Click the Invite Peopleicon ( ).

ols ( w) @ £ @
wee Qoo LR CINC - BT B2 a 4 8[%]
Invite People
Complex Machine Performance ' <gdoma [}

Business Justification

To meet demand for objects on a 3-year forecasting schedule, the Co
manufacturing system will need to decrease manufacturing time. Ad
few months we have noticed an increase in variability of time spent i ©
need to investigate the cause of the variability. To that end, perform:
executed and recorded for the Complex Machine manufacturing syst

Assurance over three manufacturing cycles m
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3 Enterthe email addresses of the recipients or choose from the Address Book. The Allow Comments
switch is turned on by default. If you want to share the file only for viewing, click the switch to turn

it off.
4 (Optional) Enter a message to the recipients.

5 (Optional) Add Deadline and Reminder for the recipients if required. Select the date and time, and
click Done.

6 Click Send. The link is sent to the recipients instantly; you won't have to wait for the file to be
uploaded to the cloud.

Recipients experience

Recipients get an email notifying them that the file is shared with them. The email contains the Open file
buttonanda link to the shared document. Clicking the link or the button opens the documentin a browser.
Recipients can also download the document if necessary.

See the example screenshot below showing the email notification received by a recipient.

Adobe Document Cloud N

T. Barsd Kurmar has shared White paper.pdf

SENT BY
NS SAGEE ROMISENDET Please view this document

SHARED N 03-October-2019 06:26 AM PDT

Manage Your Account | Customer Support | Forums | Terms of Use | Report Abuse

The email notification with a link to the shared document

Track shared files

The files that you have recently shared are listed in Home> Recent. When the recipient views the file, you
get a notification in Acrobat and an email. To view and track all the files shared for viewing or reviewing,

do the following:
1 In the Shared section, do one of the following:
+ Toview the files sent by you for viewing or reviewing, click Shared By You.

« Toview the files received for viewing or reviewing, click Shared By Others. The commenticon next
to a shared file’'s name indicates that it's a review file.
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All the PDFs shared for review are displayed along with the following information:

Home  Tools NFN_an.. NFN_an.. NFN_an... Welcome CE_Acro.. Q searc (ProvideFeedback) @ A @
R Shared by you E =
Starred
Scans NAME STATUS LASTACTIVITY ¢
FILES -

Complex Machine} # 0 of 1 commented Apr 23
My Computer -
Document Cloud

Complex Machine 0 of 1 viewed Apr 23
Add an Account

Adobe Cloud Services 0 of 1 viewed Apr 17

e SHARED

Shared by you

Adobe Cloud Services 0 of 1 viewed Apr 17
Shared by others
SIGN . Adobe Cloud Services 1 of 1 viewed Apr 17
All Agreements

ADW1501 ® 0 of 1 commented Apr 15

« Name: Name of the PDF shared for review
+ Status: Shows the number of people who have commented on the file.

« Last Activity: The timestamp of the last activity performed on the PDF.

2 Toview the details of a file, select the file. A thumbnail of the file is displayed in the right pane. The
action board in the right pane displays the actions you can perform on the file. The displayed actions
vary based on whether you have shared the file, or received the file for viewing as shown below:

Actions on files shared

+ View the activity and timestamp on the shared file. Expand Activity to view the details like Created
By, Sent To, Viewed By and Downloaded By the recipients.

+ Unshare File if you would like to prevent anyone else from viewing or downloading thefile.
+ Copy Shared Link and share with other recipients for viewing.
+ Delete Shared File to remove the file permanently from the Adobe Document Cloud.

+ Download the file to your device.
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prm_implementation_guide
SHARED « SentMar 21, 4:37 PM

1 Recipient v

o Add recipients
e T =
NOT VIEWED

Activity 0 of 1 viewed >

4~ Unshare File

(,‘9 Copy Shared Link

j Delete Shared File

[«

Download

Actions on files shared for viewing

Actions on files received

View the timestamp of the file received.

Copy Shared Link to either share it with other recipients or open the file on browser.
Download the file to your device.

Remove Link From Document Cloud to remove the file permanently.

Report Abuse for any inappropriate content received.

Ravi_timingcertificate
SHARED « Received Today, 6:34 PM

Please view this document.

69 Copy Shared Link

.L Download

{lf  Remove Link From Docume...

I- Report Abuse

Actions for files received for viewing

-57-



Starting a PDF review | New experience

Automatically collect everyone's comments in a single PDF file. Track progress and consolidate comments.

Share a PDF for review using the Adobe Document Cloud review service

Use the Adobe Document Cloud review service to easily share PDF files for review from Acrobat DC
desktop application, the Document Cloud web, or Acrobat Reader mobile app. When reviewers click the
URL in the email invitation from their computer, they can easily provide their feedback in a browser
without having to sign in or install any additional software.

Adobe is testing the new PDF sharing experience in Acrobat DC. After updating to the latest release,
you see one of the following new experiences for sharing PDFs:

+ Experience 1: Share for review using the share modal dialog box.

+ Experience 2: Share for review using the simplified 1-click access to the sharingtools.

Experience 1: Shareforreview using the share modal dialog box

+ Send personalized invitations using the Document Cloud Shareoption

1 Click the Share button in the upper-right corner when a PDF document is open in
Acrobat. Alternatively, choose Tools > Share, and then browse and select the PDF. The
share window is displayed.

File Edit View Window Help

Home Tools NFN_and_ReleaseN... x | & Whats-new-in-Ado... w @ ‘ ‘

E#x6BEAQ OO /v AOM OO w- K F B2 4& [ s-)

+ The computer must be connected to the Internet to start a shared review in Acrobat.

+ You can also start a shared review directly from other applications that use PDFMaker,
such as Microsoft Word. Choose Acrobat > Create And Send For Review.

2 Click Invite People. In the Invite People By Email section, enter or choose the email address
of whoever you'd like to review the file. You can also use the Address Book link to choose
email addresses.

3 The Name and Message fields are just like the ones you use for sending an email and appear
to your recipients in the same way. Enter the desired information.

4 Select Allow Comments. If you want to set the review deadline, click Add Deadline. SLaeciFy
the time, select the date, and click Done. To set the reminder for the invitees, click Add
Reminder. Specify the time, select the date, and click Done.

o) © £ @
A =1 ® n 0O o, = (S] 6=
w8 Q ® O O® BT B Z G Bl
Invite People

Complex Machine Performance : o

Busi Justificati

To meet demand for objects on a 3-year forecasting schedule, the Co

manufacturing system will need to decrease manufacturing time. Ad

few months w ave noticed an increase in variability of time spent i ©

need to i c ity. To that end, performs:

executed 3 d for the x Machine manufacturing syst

Assurance over three manufacturing cycles m

5 élick Send.

Reviewer experience

The reviewers receive an email invitation with a link to the review PDF. When they click the link or the
Review button in the invitation, the PDF opens in a web browser. They can use the commenting tools
to add comments to the PDF. They can also use Acrobat Reader DC or Acrobat DC desktop applications
to add comments.
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+ Send an anonymous or public link in an email

An anonymous or public link makes the files accessible to anyone who clicks the link. Follow the steps
below to create a review link, and share it using your email client.

1 Click the Share button in the upper-right corner when a PDF document is open in Acrobat.
Alternatively, choose Tools > Share, and then browse and select the PDF. The share window is

displayed.

File Edit View Window Help

Home Tools NFN_and_ReleaseN.. x | £ Whats-new-in-Ado... w @ ! ,
B ®BERQ @O 2/ MO - K F| B 2 & ||

+ The computer must be connected to the Internet to start a shared review in Acrobat.

+ You can also start a shared review directly from other applications that use PDFMaker, such as
Microsoft Word. Choose Acrobat > Create And Send For Review.

2 Click Get a Link.

3 In the Get A Link To Your File section, select Allow Comments, and click Create Link. The
selected file is uploaded to the Document Cloud, and a public link is created.

How do you want to share your file? X

& Getalink

Get a link to your file
3o Invite People
Share a link to your file, which will be uploaded to Document Cloud. Anyone
Attach to Email with the link can view the file. You can also let people add comments. Learn
More
. Request Signatures

Allow comments

You cannot set a deadline or reminder when you create a public link and share the file for review.

4 Tocopy the review link, click Copy Link. Share the review link with the reviewers in an email.
Reviewer experience

The reviewers receive an email invitation with a link to the review PDF. When they click the link or the
Review button in the invitation, the PDF opens in a web browser. They can use the commenting tools
to add comments to the PDF. They can also use Acrobat Reader DC or Acrobat DC desktop applications
to add comments.

Experience 2: Share For review using the simplified 1-click access to the sharing tools

In the top-right corner of the toolbar, there are three icons using which you can share the PDF files.

Home Tools Welcome x @ ‘ ’
X ® B QOO 25 M MWOB® - F{ T B L& Ga X 2o

+ Share a link to the File
1 Open the PDF in Acrobat DC.
Ga
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2 Click the Share a linkicon. The shared link is generated instantly; you won’t have to wait for the file
to be uploaded to the cloud. If you want to share the file for review, click the Allow Comments
switch to turnit on.

Business Justification ST Doeaimkiotate
To meet demand for objects on a 3-year forecasting schedule, the ( e — e )
manufacturing system will need to decrease manufacturing time. £ °
few months we have noticed an increase in variability of time sper h 5 Go 1o Review |
need to investigate the cause of the variability. To that end, perfor: E]
executed and recorded for the Complex Machine manufacturing system by Quality &
Assurance over three manufacturing cycles.
. &)
3 Click Copy Link and share the link with the recipients.
+ Invite people for viewing or commenting
1 Open the PDF in Acrobat DC.
2 Click the Invite Peopleicon ( ).
: povseiani) @O K @
A8 Qoo A D OO - R T B 2 & 4 B[]

Complex Machine Performance ' : o

Business Justification

To meet demand for objects on a 3-year forecasting schedule, the Co
e manufacturing time. Ad
variability of time spent i ©
iability. To that end, performs

manufacturing system will need to decr
few months we have noticed an increas

executed and recorded for the Complex Machine manufacturing syst
Acenrancs avor thros manufacturine ruclos AT

3 Enterthe email addresses of the recipients or choose from the Address Book. The Allow Comments
switch is turned on by default. If you want to share the file only for viewing, click the switch to turn
it off.

4 (Optional) Enter a message to the recipients.

5 (Optional) Add Deadline and Reminder for the recipients if required. Select the date and time, and
click Done.

6 Click Send. The link is sent to the recipients instantly; you won't have to wait for the file to be
uploaded to the cloud.

Share a PDF forreview by hosting it on Sharepoint, WebDAV server, or a network folder

+ Steps to send a PDF for review

1 Ifyou're using Acrobat 2017 or Acrobat DC 2015 (Classic), skip to the next step. If you're
using Acrobat DC, do the following before you initiate the review:

a Go to Edit > Preferences. The Preferences dialog box is displayed.

b Inthe left pane, click Reviewing. Under the Shared Review Options section, deselect the
Share For Review Using Adobe Document Cloud check box, and then click OK.

2 Choose Tools > Send For Review. The Send for Comments toolset is displayed in the secondary
toolbar.

You can also start a shared review directly from other applications that use PDFMaker, such as
Microsoft Word. Choose Adobe PDF > Convert To Adobe PDF And Send For Shared Commenting.
For Office 2010 applications, choose Acrobat > Create And Send For Shared Commenting.

3 Inthe secondary toolbar, click Send For Shared Commenting.
If prompted, select a PDF file that you want to send for shared review.

4 Select the way you want to collect comments from your reviewer and click Next.
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5 Select how you would like to host the shared review file and specify the location.

+ Network folders: If all recipients are within a local area network, network folders and SharePoint
servers are the best choices for a comment server. Network folders are generally the cheapest

and most reliable.

+ SharePoint/Office 365 subsites: If your recipients work behind a firewall and all have access to a
common server, you can use your own internal server location, such as a Microsoft SharePoint

site.

+ WebDAV servers: WebDAV servers (web servers that use the WebDAV protocol) are best used

only if your reviewers are outside a firewall or a local area network.
6 Choose a delivery and collection method. Click Next.
7 Enter a new profile name and click Next, or click Next to use the default.

8 On the email screen, specify the following settings as needed:

Delivery Method Click to specify a different delivery and collection method from the one that is

currently selected.

To, CcEnter the email addresses of your reviewers. Insert a semicolon or areturn after each address.

Click the

To or Cc button to select email addresses from your email application address book.

Subject, Message Preview and edit the email subject and message as needed. Acrobat saves any
changes you make and displays them the next time you send a document for review. To use the

default email message, click Reset Default Message.

Review Deadline Click to specify a different date or no deadline. After the review deadline expires,

reviewers cannot publish comments.

If the review deadline expires while areviewer has the document openin Acrobat, then the reviewer

can publish comments before closing the document.

9 Click Send.

The shared PDF that you send includes the Annotation and Drawing Markups panels, and instructions

in the document message bar.

Acrobat creates a copy of the shared review file, named [original filename]review.pdf, in the same folder

as the original file you specified for the review.

Start an email-based review

When you start an email-based review, you send out a tracked copy of the PDF, enabling you to easily
merge comments that you receive. (Form fields in a PDF aren't fillable during the review.) After
initiating a shared review, you can also start an email-based review with the same PDF.

Before youstartan email-based review, make sure that your email application or webmailaccountis
configured to work with Acrobat.

+ Steps to start an email-based review

1 Ifyou're using Acrobat 2017 or Acrobat DC 2015 (Classic), skip to the next step. If you're using
Acrobat DC, do the following before you initiate the review:

a Go to Edit > Preferences. The Preferences dialog box is displayed.

b Inthe left pane, click Reviewing. Under the Shared Review OBtions section, deselect the
Share For Review Using The Adobe Document Cloud check box, and then click OK.

2 Choose Tool > Send For Review.

The Send for Comments toolset is displayed in the secondary toolbar.
3 Click Send For Comments By Email.
4 If prompted, enterinformation in the Identity Setup dialog box.

5 Specify a PDFifitisn’t already open, and then click Next. The PDF that you specify becomes
the master file. Merge the comments you receive from reviewers into this file.
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6 Specify reviewers by typing their email addresses. Insert a semicolon or a return between each
address. Click

Address Book to select email addresses from your email application or webmail address book.
7 Preview and edit the email invitation as needed, and then click Send Invitation.

8 Select an email client to send the invite and click Continue.

A copy of the PDF is sent to the reviewers as an attachment. When this PDF attachment is
opened, it presents commenting tools and instructions.

+ Steps to merge comments
After you receive comments from reviewers, you can merge the comments into the master PDF.

1 After a reviewer sends you comments, open the attached file in your email application. If the email
application can’t find the original version of the PDF, it prompts you to browse for it.

It's possible to forward comments to the initiator if you didn’t initiate the review. First merge these
commentsinto your copy of the PDF. Then send the comment. Ifyou've sent your comments already, the
initiator receives only new comments. Merged comments retain the original author name.

2 Ifyouinitiated the review, the Merge Comments dialog box appears. Select one of the following
options:

Yes Opens the master copy of the PDF and merges all comments into it. After comments are
merged, save the master PDF.

No, Open This Copy Only Opens the reviewer's copy of the PDF with comments. If you select this
option, you can still merge comments by choosing Comments > Merge Comments Onto Master
PDF.

Cancel Closes the reviewer's PDF that contains comments.

Your recipients get an email notifying them that the file is shared with them for review. Each recipient
will receive a unique link. Anyone with access to the link can join as a reviewer.
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