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Let’'s recap our conversation

This webinar shares practical tools and tips to enhance efficiency, accessibility, and automation in Acrobat.
Experts cover organizing pages, using guided actions, and creating accessible PDFs, custom commands, and
single-key accelerators. It also highlights hidden features, QR code generation, and leveraging InDesign for
accessible form creation.
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Step-by-step demo tutorials

How to organize pages

1. Open your PDF in Acrobat.

Select the Organize pages tool from the toolbar or Tools menu.

Use the options to reorder pages by dragging them into the desired sequence.

To extract pages, select the pages you want, then click Extract.

To crop or rotate pages, select the page and click Crop or Rotate.

To split a PDF, click Split and choose Split by Number of pages, File Size, or Top level bookmarks.

Set the output options, such as file size or folder location, and click OK.
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Save your changes to finalize the organized PDF.



Step-by-step demo tutorials

How to create accessible PDFs

1. Check if the document is tagged by pressing Control + D or Command + D and reviewing
Document Properties.

If tags are missing, right-click in the Accessibility tags panel and select Autotag document.

Enable cloud-based auto-tagging by going to Preferences via Control + K or Command + K.

Ensure Enable cloud-based auto-tagging for accessibility is checked.
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For scanned documents, skip using Scan & OCR. The Autotag document ensures that the document is
searchable automatically.

o

Review the tags in the Accessibility tags panel to confirm proper tagging.

7. Save the tagged document for accessibility compliance.



Step-by-step demo tutorials

How to create guided actions for automation

1.
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Select the Use guided actions tool from the Tools menu.

Click Create New Action to start building a custom guided action.

Add steps by selecting tools like Optimize Scanned Pages, Autotag document, or Encrypt with password.
Configure each tool's settings, such as deselecting Prompt User for automated execution.

Set output options, like file compression or naming conventions, in the Save step.

Add a description for the action to clarify its purpose.

Save the guided action and test it on a folder of files.

Export the action as an SEQU file to share with your team.



Step-by-step demo tutorials

How to create custom commands

1. Select the Use Guided Actions tool from the Tools menu.

Click Custom Commands and select Create New Command.

Name the command and add a tool tip for clarity.
Choose a tool, such as Add Watermark, and configure its settings (e.g., text, font, color, opacity).
Don't show options to automate the command without prompts.

Save the custom command and test it on a sample PDF.

Export the command as an XML file to share with your team.
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Import the command into another Acrobat instance to distribute it.



Step-by-step demo tutorials

How to generate QR codes using Adobe Express

1.
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Open Adobe Express in your browser.

Select the Generate QR code Quick Action tool.

Enter the URL for the webpage or web form you want to link.

Customize the QR code’s colors and design as needed.

Click Download and select PNG format for resizing without losing clarity.

Save the QR code to your device for use in your projects.



Frequently asked questions

What is the benefit of cloud-based auto-tagging for accessibility?

Cloud-based auto-tagging generates the best possible tags for accessibility, even for scanned documents,
making them searchable and properly tagged with just one click.

How can you ensure a PDF is accessible?

To ensure accessibility, check if the document is tagged using Document Properties. If tags are missing, use
the Autotag document feature, and enable cloud-based auto-tagging in Preferences for optimal results.

How can you automate repetitive tasks in Acrobat?

Use guided actions to automate multistep processes like tagging, compressing, and protecting PDFs. You
can customize actions, save them, and share them with your team for efficiency.



Frequently asked questions

How can you tag a scanned document for accessibility?

If cloud-based auto-tagging is enabled, simply use the Autotag document feature. Acrobat will automatically
make the scanned document searchable and tagged in one step.

What is the difference between guided actions and custom commands?

Guided actions automate multi-step processes, while customm commands allow users to preset specific tool
options, such as adding watermarks or executing JavaScript, for quick and consistent use.

What are single-key accelerators, and how do they improve efficiency?

Single-key accelerators are keyboard shortcuts that reduce mouse clicks. For example, pressing P toggles
between Preview and Exit preview mode when creating fillable forms.



Frequently asked questions

What is the Split tool, and when should you use it?

The Split tool divides large PDFs into smaller files based on the number of pages, file size, or top-level
bookmarks. It is useful for sharing or uploading files with size restrictions.

How can you ensure a fillable form works properly in Acrobat or
Adobe Reader?

Wrap the form in a PDF Portfolio with a customized cover sheet and use JavaScript to check the viewer. If
opened outside Acrobat or Adobe Reader, the cover sheet will display instructions instead of the form.

What is the benefit of using InDesign for creating forms?

InDesign allows precise layout design and field creation. When saved as a PDF, the form is accessible and
requires no additional field work in Acrobat.
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TOP TIPS FROM ADOBE ACROBAT EXPERTS Adobe Acrobat

Tlp 1 Organizing Pages Efficiently

Use the Pages panel and Organize Pages

tool for quick document edits.
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CROBAT EXPERTS Adobe Acrobat

This is perfect for
grabbing slides or
splitting long
documents into
manageable sections.

Lori Kassuba

Technical Learning Developer
Adobe



Adobe Acrobat

TOP TIPS FROM ADOBE ACROBAT EXPERTS

T p ) Accessibility Tools in Acrobat

Leverage Acrobat’s accessibility
tools, including the Adobe PDF
Accessibility Auto-Tag API, for faster

and better results.
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The cloud-based Auto-
Tag APl is faster and
better than anything
available in the market
today.

Rob Haverty

Product Manager
Adobe

Adobe Acrobat
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TOP TIPS FROM ADOBE ACROBAT EXPERTS

Tip 3

Guided Actions and
Single-Key Accelerators

Use guided actions and
single-key accelerators

to speed up workflows.

Adobe Acrobat

© 2025 Adobe. All rights reserved.



CROBAT EXPERTS Adobe Acrobat

Guided actions and
single-key accelerators
are essential for
efficiency and
accessibility.

Lori Kassuba

Technical Learning Developer
Adobe



TOP TIPS FROM ADOBE ACROBAT EXPERTS Adobe Acrobat

Tlp 4 Custom Commands for
Automation

Use custom commands to automate
repetitive tasks and streamline

workflows.

© 2025 Adobe. All rights reserved.




Custom commands
are a game changer
for automation and
efficiency.

Joel Geraci
Acrobat Community Expert

Adobe Acrobat



TOP TIPS FROM ADOBE ACROBAT EXPERTS Adobe Acrobat

Ti P 5 Potpourri of Simple Tricks

Hidden Gems in Acrobat (and more)
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Adobe Acrobat

Acrobat has many
hidden gems whether
you're creating,
editing, or
repurposing PDFs.

Lori DeFurio

Principal Solutions Technologist
Adobe



CROBAT EXPERTS Adobe Acrobat

This saves me hours
when revising forms
and ensures
accessibility from the
start.

Joel Geraci
Acrobat Community Expert
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Where to find the tips/tools used today — Acrobat Pro
-mm

#1
#2
#3
#3
#4
#5
#5
#5
#5

#5

Pages Panel

Organize Pages v v v
Prepare for accessibility v
Single-Key Accelerators v
Use guided actions — Actions v
Use guided actions — Custom Commands v
Page Size v v’
Office Documents: Create a PDF/Combine Files/Add to PDF Space v
Selecting text — ALT key v
Customize toolbar v v
v v v

Generate QR Code using Adobe Express

“floating toolbar but can't customize® 2025 Adobe. All rights reserved.
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TOP TIPS FROM ADOBE ACROBAT EXPERTS Adobe Acrobat

Where to find the tips/tools used today — Acrobat Pro
-mm

#1
#H2
#3
#3
#4
#5
#5
#5
#5

#5

Pages Panel
Organize Pages v 4
Prepare for accessibility

Single-Key Accelerators

Use guided actions — Actions

Use guided actions — Custom Commands

Page Size

Office Documents: Create a PDF/Combine Files/Add to PDF Space

Selecting text — ALT key

Yy BY BY EBY B

v”
v v’

Customize toolbar

*\

Generate QR Code using Adobe Express

“floating toolbar but can't customize® 2025 Adobe. All rights reserved.



TOP TIPS FROM ADOBE ACROBAT EXPERTS Adobe Acrobat

Where to find the tips/tools used today — Acrobat Standard
-mm

#1
#H2
#3
#3
Hd
#5
#5
#5
#5

#5

Pages Panel

Organize Pages v v v
Prepare for accessibility v
Single-Key Accelerators v
Use guided actions — Actions
Use guided actions — Custom Commands
Page Size v’ v
Office Documents: Create a PDE/Combine Files/Add to PDF Space v
Selecting text — ALT key v
Customize toolbar v v”
v v v

Generate QR Code using Adobe Express

“floating toolbar but can't customize® 2025 Adobe. All rights reserved.
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Where to find the tips/tools used today — Acrobat Reader
-mm

#1
#H2
#3
#3
#4
#5
#5
#5
#5

#5

Pages Panel

Organize Pages

Prepare for accessibility

Single-Key Accelerators v'*

Use guided actions — Actions

Use guided actions — Custom Commands

Page Size v’ v’
Office Documents: Create a PDF/Combine Files/Add to PDF Space

Selecting text — ALT key v

Customize toolbar*

Generate QR Code using Adobe Express v v 4

“based on available tools© 2025 Adobe. All rights reserved.
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Organizing Pages Efficiently

Accessibility Tools in Acrobat
Tools
& T| ps Guided Actions and Single-Key Accelerators

Custom Commands for Automation

Potpourri of Simple Tricks
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Resource: Acrobat Help Page
Pricing: Acrobat Plans

Resource: Adobe Trust Center

Helpful
resources

Webinars: Adobe Business

Resource: Keyboard shortcuts

Tutorials: Accessibility series
Tutorials: Generate QR codes

Want to learn more about
Acrobat for Business?



https://business.adobe.com/request-consultation.html?mktfrm_poi=acrobat
https://learn.adobe.com/support/acrobat.html
https://helpx.adobe.com/express/web/add-effects-to-your-designs/create-qr-codes/generate-qr-code.html
https://experienceleague.adobe.com/en/docs/document-cloud-learn/acrobat-learning/accessibility-tutorials/accessibility-overview
https://helpx.adobe.com/acrobat/desktop/get-started/preferences-and-settings/keyboard-shortcuts.html
https://business.adobe.com/resources/webinars.html
https://www.adobe.com/trust.html
https://www.adobe.com/acrobat/pricing/business.html

