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The Acrobat X workspace puts the tools you need at 
your fingertips, without cluttering up the screen. You 
can customize the toolbars for quicker access to tools 
you use frequently.
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opening a PDf file
The default Acrobat X work area is streamlined to ensure easy access to the tools 
you’ll use most often as you work with PDF files. 

1 Start Acrobat.

2 Click Open in the Welcome screen. 

3 Navigate to the Lesson02 folder on your hard drive, and select the Conference 
Guide.pdf file. 

4 Click Open.

The menu bar and two toolbars are visible at the top of the work area. In Acrobat X, 
each open document has its own work area and toolbars. You can access common 
commands in the menu bar.

Acrobat can open in two different ways—as a standalone application or in a web 
browser. The associated work areas differ in small but important ways. This book 
assumes that you are using Acrobat as a standalone application.

E	Tip: In Windows, 
you can move between 
open PDF documents 
by clicking a file’s icon 
in the Windows Taskbar.
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Working with the toolbars
The Acrobat toolbars, known as the Quick Tools toolbar and the Common Tools 
toolbar, contain commonly used tools and commands for working with PDF files. 
Most of the tools available in Acrobat are included in the Tools pane at the right 
side of the window. However, you can add tools to the Quick Tools toolbar so that 
you can access them more quickly. 

using the toolbars
By default, the Quick Tools toolbar includes the Create button that provides several 
commands for creating PDF files, output buttons, basic commenting tools, and 
common page-manipulation tools. It also includes a button for customizing the 
Quick Tools toolbar. 

Quick Tools toolbar

The Common Tools toolbar includes page navigation buttons. 

Common Tools toolbar

To see the name or description of a tool in either toolbar, hover the pointer over 
the tool.

selecting tools
The default tool in Acrobat is the Selection tool ( ). To select a tool from a toolbar, 
click its button in the toolbar. A selected tool usually remains active until you select 
another tool. 
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1 Click the Zoom In button ( ) in the Common Tools toolbar three times.

Acrobat enlarges the view. Only part of the document appears in the application 
window.

2 Click the Hand tool ( ) in the Common Tools toolbar. 

The Hand tool lets you pan around the document.

3 With the Hand tool selected, drag the document across the application window 
to see a different portion of the image.

4 Click the Zoom Out button ( ) once to see more of the page.

The Zoom tools do not change the actual size of a document. They change only its 
magnification on your screen. 

5 Click the arrow to the right of 
the magnification text box, and 
choose 100% from the pop-up 
menu to display the document  
at 100%.

E	Tip: A black arrow 
to the right of a tool 
indicates that there 
is a menu associated 
with that tool. Click the 
arrow to reveal that 
menu.
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same tools, 
different locations
If you’ve used Adobe Acrobat 9 or earlier, the Acrobat X work area can require  
a little adjustment. But don’t worry. The tools you rely on are still there—they’re  
just tucked into panels instead of taskbars. 

If you looked for a tool in the taskbar in Acrobat 9, it’s probably in the task panes 
in Acrobat X. Most of the taskbars map directly to panels in the Tools pane. The 
Comment taskbar, of course, maps to the Comment pane. And the Collaborate 
taskbar maps to the Share pane. Many of the menu commands have moved to the 
Tools pane, as well.

Acrobat XAcrobat 9

E	Tip: If you use a tool 
frequently, add it to the 
Quick Tools toolbar to 
access it more quickly.
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Working with task panes
The task panes on the right side of the application window contain many of the tools 
you’ll need to perform a wide variety of tasks in Acrobat. The Tools pane displays 
panels with tools for tasks ranging from page manipulation to form creation and 
text recognition. The Comment pane gives you access to reviewing tools. The Share 
pane makes it easy to share files on Acrobat.com, an online file-sharing service, or to 
send them as attachments. To display the contents of a pane, click its name.

selecting tools in the tools pane
Tools are grouped by task in panels in the Tools pane. By default, Acrobat displays 
the most commonly used panels. See “Panels in the Tools pane” for a description of 
the available panels. 

You’ll use tools to rotate a page and edit some text. 

1 Click Tools to open the Tools pane, if it’s not already open.

2 Click Pages to display the Pages panel, if it’s not already open.

3 In the Common Tools toolbar, type 9 in the page number box, and then press 
Enter or Return to go to page 9 in the document. The map of Meridien is 
oriented incorrectly. 

4 In the Pages panel, click Rotate. The Rotate Pages dialog box opens.

5 Choose Clockwise 90 Degrees from the Direction menu. Then select Pages in 
the Page Range area, and make sure you’re rotating from page 9 to page 9 of 12.
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6 Click OK to close the Rotate Pages dialog box and rotate the page.

7 Go to page 12.

8 Click Content in the Tools pane. 

The Content panel opens. By default, Acrobat displays only one panel at a time. 
When you open a panel, Acrobat closes the panel that was previously open.

9 Select the Edit Document Text tool in the Edit Text & Objects area of the 
Content panel. 

The pointer changes to an I-beam when you move it over text.

10 On page 12, select the word and in the second sentence of the Wireless Internet 
Access topic. 

11 Type but to replace the word and. 

	Note: If this is the 
first time you’ve used 
the Edit Document 
Text tool, there may be 
a delay while Acrobat 
loads system fonts.
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12 Click OK if Acrobat informs you that it needs to substitute the font.

13 Choose File > Save As > PDF.

14 Name the file Conference Guide_final.pdf, and click Save. Leave the file open.

Panels in the tools pane
By default, the Tools pane displays the most commonly used panels. To add or 
remove panels from the pane, select panels in the Tools pane menu. Acrobat uses 
the current Tools pane configuration in all PDF documents you open until you 
change the configuration again. (Some of the tools—and some entire panels—are 
available only in Acrobat Pro.) 

• The Pages panel 
contains tools for 
manipulating pages  
and page design.

• The Content panel 
contains tools for  
editing the content  
of the document, 
including text.

• The Forms panel 
contains tools for 
creating and editing  
PDF forms.

• The Protection panel contains tools for file encryption, redaction, and other 
security features.

• The Sign & Certify panel contains tools for working with digital signatures.

• The Recognize Text panel contains tools for converting scanned text to editable 
text.

• The Action Wizard panel contains existing actions and tools for creating new 
actions.

• The Document Processing panel contains tools for preparing a document for 
distribution.

• The Print Production panel contains tools for preparing a document for 
professional printing.

• The JavaScript panel contains tools for creating and editing scripts in Acrobat.

• The Accessibility panel contains tools for ensuring your PDF document is 
accessible to people with disabilities.

• The Analyze panel contains tools for working with data in your document.




