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Library Helpsheet No. 7
Working with Adobe Acrobat Reader and PDFs

What is a PDF?
m Many documents on the Internet are available to download in PDF format.
— PDF stands for Portable Document Format.
Eﬁ

PDF is a file format which captures all the elements of a printed document as an electronic image.
/ A PDF file can be opened on any kind of computer without altering the formatting of the document.
To read PDF files the computer must have Adobe Acrobat Reader installed.

Acrobat Reader software can be obtained free from www.adobe.com/products/acrobat/readstep.htmil.
= The version you can download will depend on which operating system you are using e.g. Windows XP.

PLEASE NOTE: This Helpsheet covers the basic functions of Adobe Acrobat Reader.

Functions, terms used and toolbars will vary according to the version of Adobe Acrobat that you are
using; for more detailed help, please visit the Adobe Acrobat Support web pages at
www.adobe.com/support/reader.

L:IJ How can | save a PDF?
Saving documents electronically to your computer or a removable storage media (e.g. memory stick) can easily be done
using the Save icon on the toolbar. Do not use ‘File’ then ‘Save’ option as your PDF may not save properly.

u'ﬁl How can | print a PDF?
To print a PDF file click on the Print icon on the toolbar. Do not use ‘File’ then ‘Print’ as your document may not
print properly.
If your document does not print properly, save the PDF to the computer, re-open it from the computer and then print.

Ik How can I cut and paste text from a PDF?
Cut and paste text from a PDF by using the Select icon on the toolbar. Click on the Select icon then highlight the text
you want to copy. You can then copy and paste the text into your own document by clicking with the right mouse but-
ton OR by selecting ‘Edit’ then ‘Copy’ and ‘Paste’.
Please ensure that you comply with Copyright legislation when copying text from a PDF.

Note: If the PDF was created using a scanner the text is part of an image so it may be recognised as part of an image
rather than text you can select. This is the case with many electronic journal articles.

g8 How can I cut and paste images from a PDF?

Cut and paste images from a PDF using the Snapshot (camera) icon on the toolbar. Click on the Snapshot icon then
highlight the graphic you want to copy by using the mouse to click and drag a square area around the graphic.

You can then copy and paste the text into your own document by clicking with the right mouse button OR by selecting

‘Edit’ then ‘Copy’ and ‘Paste’.

Please ensure that you comply with Copyright legislation when copying text from a PDF. For further information about
Copyright legislation please contact library staff or visit the Copyright Licensing Agency at www.cla.co.uk.

JJ How can | search for a specific word or phrase in a PDF?
If a PDF is very long there is an easy to find a specific word or phrase in the PDF using the Find (binoculars) icon on
the toolbar. Click on the Find icon, type in the word you are looking for and click on the Search button.

Acrobat will automatically truncate the text you are searching for (e.g. inputting ‘child’ would find ‘child’, ‘children’,
‘childhood’, ‘childbirth’ etc.).

You cannot use the Find option on a scanned image as the text is not recognised, the page is seen as an image and
words cannot be ‘seen’. This is the case with many electronic journal articles.

]. How can | e-mail a PDF?
The E-mail icon on the toolbar allows you to e-mail the PDF you are looking at to a colleague or yourself.

Visit the Integrated Library Service web pages at www.whnt.nhs.uk/library
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