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This Tutorial Will Show You How To Use Adobe
Acrobat to...
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Extract ZIP Files
Combine Multiple Files into a Single PDF File
Change the Order of the Combined PDF Files

Create Hyperlinks to Take the Reader From the Application to the
Appropriate Location in the Reference Document

Create Text Boxes and Hyperlinks to Return the Reader to the
Appropriate Location in the Application

Create Hyperlinks to Referenced Website Locations

Add a Cover Page For the Application Package

Add Section Divider Pages for Supporting Document Sections
Add Bookmarks to Aid in Navigation of our Application Package



This presentation shows how | used Adobe Acrobat to create
navigational aids for our CESB Re-Accreditation package. | used a PC
and a Windows 7 Operating System. | have no experience using a Mac.
If your Mac requires you to do things a bit differently | apologize for not
knowing the differences in using Acrobat on a PC compared with a
Mac. There are multiple ways to do the things shown in this
presentation; | simply show how | did it. | welcome input and
suggestions for better ways to do things!



This demonstration uses
Adobe Acrobat X
Version 11.0.19



Extract ZIP Files












Combine Files Into
A Single Document
























Drag Files to Change Order



Drag Files to Change Order






REMEMBER: SAVE YOUR WORK OFTEN!!!
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Insert Hyperlinks in the Application to
Navigate to the Supporting Documentation












This is the first incident of a
Reference Document















Need to add an item

to the Markup tools
“Add or Edit Link”



















OR, You can add the
“Add or Edit Link”

command to the
toolbar at the top.







Delete this text and
insert Hyperlink



Delete this text and
insert Hyperlink



Insert desired text
for hyperlink



Click on one of

these links to
“Add or Edit Link”




Draw a Square around the

hyperlink text and
this box will appear




“Link Type” indicates
whether there will be

a box around the text.
| prefer “Visible Rectangle.”




“Highlight Style” indicates
what will happen when

the link is selected.
| prefer “Inset.”




Set the “Line Thickness.”
| prefer “Thick.”



Set the “Line Style.”
| prefer “Solid.”



Set the color for the
hyperlink rectangle.

Use a color that will
contrast with the
document.




Set the “Link Action” to indicate
what you want the link to do.

For most of the application package
you will want “Go to a page view.”




Select “Next”



Use the scrollbars, mouse, and zoom
tools to select the target view, then

press “Set Link” to create the link
destination.




Click to go to
Full Page View



Now scroll or navigate to the
desired section of the document.




CDO

Click “Set Link.”



After you click “Set Link” you will
be returned to the location of the

hyperlink. Hit <Escape> to exit
“Add or Edit Link.”




There is now a box with the properties
we selected around the text. When
you point your mouse to this box, the

mouse arrow will turn to a pointing
hand. Click on your new link to navigate
to the indicated location in the document.




REMEMBER: SAVE YOUR WORK OFTEN!!!

IT WORKED!!!



Create Text Boxes and Hyperlinks to Return

o the Appropriate Section of the Application



After creating several links to locations in the
document, | found myself constantly scrolling
back to the application section. | found this to be
inconvenient, so | decided to create links to return
to the application.



Referenced section continues
on next page.



Section 1(b)
ends here



Let’s create a hyperlink

to return to page 2

Section 1(b) of the application
ends here




Switch to “Page Width” View

And scroll down to the end
of Section 1(b)




Switch to “Page Width” View

And scroll down to the end
of Section 1(b)

We will now create a “Text Box”
and format it as a hyperlink




Select “Text Box” from either the
toolbar at the top or on the side.



Select “Text Box” from either the O
toolbar at the top or on the side.

If “Text Box” is not on your toolbar,

add it the same way we did for
“Add or Edit Link.”




Click on the “Text Box” icon,
then click within the document.

A text box will appear. It is okay if
it covers the document at this point.




Enter the desired text
into the Text Box.



Click outside the Text Box, then
click the Text Box so that the

little square “handles” appear

on the box. Grab a corner square
to change the dimensions of the

box.

You can grab the center of the
box to move it around.




You can change the appearance

of the box. Right click in the box
and select “Properties.”

REMEMBER: SAVE YOUR WORK OFTEN!!!



You can change properties such as
- Border Color
- Fill Color
- Line Thickness

Check Mark the box

“Make Properties Default”

if you want other boxes

to have the same appearance.




We can hyperlink the box

we just created to return
to the application

Click on one of

these links to
“Add or Edit Link”




Draw a Square around the

hyperlink text box and
this box will appear




“Link Type” indicates
whether there will be
a box around the text.

This time, since we
already have a box,
select “Invisible Rectangle.”




Select “Inset,” or other

Highlight Style of
your preference.




Make sure that

“Go to a page view”
is selected.

Then click “Next”



Use the scrollbars, mouse, and zoom
tools to select the target view, then

press “Set Link” to create the link
destination.




Click “Set Link.”



After you click “Set Link” you will
be returned to the location of the

hyperlink. Hit <Escape> to exit
“Add or Edit Link.”




Click on the new link
to see if it works



IT WORKED!!!

You have returned

to the original
reference location.

REMEMBER: SAVE YOUR WORK OFTEN!!!



Create Hyperlinks to
Referenced Websites



Parts of our organization’s application

make reference to our website




Parts of our organization’s application
make reference to our website




Hyperlink to the website
will go HERE



Enter Hyperlink Text here
just as we did before



Click on one of

these links to
“Add or Edit Link”




Select your desired settings

Select “Open a web page”
Then click “Next”




Enter the URL for
the desired website



The dialog box disappears.

Hit <Escape> to complete
the process.




Click on the new hyperlink
to see if it works...

REMEMBER: SAVE YOUR WORK OFTEN!!!



IT WORKED!!!



Add Application Cover Page
And Section Divider Pages




Now let’s add a cover page and section
divider pages to our application package

NAFE Application for
CESB Certification Program
Accreditation NAFE Admissions
Committee Report

m

NATIONAL
ACADEMY OF
FORENSIC
ENGINEERS

National Academy of
Forensic Engineers
August 2016




| created these pages in Microsoft
Word, then saved the file as a PDF



Click on this icon to
display Page Thumbnails



Use this slider bar if you

want to change the size
of the thumbnail images




Use this grip to widen the

Page Thumbnail viewing
pane if desired







Right Click in the
Page Thumbnail viewing pane,

point to “Insert Pages,”
then click on “From File...”




Navigate to the location
where your file is stored,

select the file, then click
”Open”




You will be asked where you want
the new pages from the inserted

document to be placed. In this
case | selected “Before” the “First”
page. Then click “OK.




The new pages have been

inserted at the beginning
of the document.




Expand the “Page Thumbnails” viewing pane
to the full width of the screen. Adjust the

size of the thumbnails using the slider bar
if desired.

REMEMBER: SAVE YOUR WORK OFTEN!!!



Drag and drop individual pages

to their desired locations, one
at a time.







Continue dragging and dropping
the section heading pages, one

at a time, until all are in the proper
location.




Click here to close the
Page Thumbnail viewing pane




Add Bookmarks to
Improve Navigation



We will make navigation
of the application even
more simple by adding

bookmarks. Click on the
“Bookmark” ribbon to
open the Bookmark
viewing pane.

REMEMBER: SAVE YOUR WORK OFTEN!!!



Adobe Acrobat might use text
recognition to add bookmarks

to your document. However,

| don’t want this many bookmarks,
so | am going to delete them all.

SAVE YOUR DOCUMENT
BEFORE YOU DO THIS!!!




Right Click in the
Bookmark viewing pane.
Then select “Delete.”

DO NOT

Click “Delete Pages”




The Bookmark viewing pane
is now empty. Go to a page

that you want bookmarked,

and click on the “Add Bookmark”
icon.




Enter a name for your Bookmark

and hit <Enter>. Use names like
you would in a Table of Contents.




Continue with each
section heading.




Continue with each
section heading.




Once all you Bookmarks
are set up, be sure to test

each one to ensure they
take the reader to the right
place in the document.

REMEMBER: SAVE YOUR WORK OFTEN!!!



You can also insert “sub-headings.” For
example, in our “Financial Statements”

section, we can create Bookmarks for:
- Profit & Loss Reports
- Balance Sheets




Go to the page that you want bookmarked,
and click on the “Add Bookmark” icon, just as

we did before. Enter the label for your book
mark just as before.




The new bookmark
now appears in the list.




Using your mouse, grab the
“Bookmark” icon, and it drag it to the
line under which you want this sub-

heading to occur. Make sure the
small triangle lines up under the text,
and not under the Bookmark icon.




The new Sub-Heading is in place.




Navigate away from the page, then

use your new Bookmark to return.
With that Bookmark still highlighted,
navigate with your mouse wheel or
scroll bars to the location of the next
Bookmark.




Select the “Add Bookmark” icon as we
did before, and type in the name of

the new Bookmark. This time it
appears on the same “sub-level” as
the previous bookmark we entered.

REMEMBER: SAVE YOUR WORK OFTEN!!!



Let’s Review What We Have Done...

Extracted ZIP Files
Combined Multiple Files into a Single PDF File
Changed the Order of the Combined PDF Files

Created Hyperlinks to Take the Reader From the Application to the
Appropriate Location in the Reference Document

Created Text Boxes and Hyperlinks to Return the Reader to the
Appropriate Location in the Application

Created Hyperlinks to Referenced Website Locations

Added a Cover Page For the Application Package

Added Section Divider Pages for Supporting Document Sections
Added Bookmarks to Aid in Navigation of our Application Package
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Contact Information

Jeffrey D. Armstrong, P.E.
Armstrong Forensic Engineers, LLC
Past President, National Academy of Forensic Engineers
17844 North US Highway 41
Lutz, Florida 33549

Phone: 813-948-8010

E-Mail: Jeff@ArmstrongForensic.com



mailto:Jeff@ArmstrongForensic.com
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