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Tools

Handtool ...l H
Temporarily select Hand tool ............ Spacebar
Selecttool...........cooooiiiiiii v
Snapshottool....................o G
Marquee Zoomtool................ceviiin... A
Select Dynamic Zoom in Marquee Zoom. ... . .. Shift
Zoom out when in Marquee Zoom. ............ (trl
Temporarily select Zoom InTool. ... . .. (trl+spacebar
Select Objecttool............................. R
ObjectDatatool.......................oot 0
Articletool ......... ... A
Croptool ... C
Linktool ....... ... L
TextFieldtool ..., F
(ycle thru tools: Text Field. ................ Shift+F
Cycle thru tools: Check Box................ Shift+F
(ycle thru tools: Radio Button ............. Shift+F
Cycle thru tools: List Box .................. Shift+F
(ycle thru tools: Combo Box............... Shift+F
(ycle thru tools: Button................... Shift+F
(ycle thru tools: Digital Signature .......... Shift+F
(ycle thru tools: Barcode. ................. Shift+F
3Dtool. ... M
(ycle thru Multimedia tools: Flash. ......... Shift+M
(ycle thru Multimedia tools: Video . ....... Shift+M
TouchUpTexttool.......................o..a. T
(ycle thru tools: TouchUp Text ............. Shift+T
Cycle thru tools: TouchUp Reading Order ... .Shift+T
(ycle thru tools: TouchUp Object ........... Shift+T
Measuringtool.....................oooil. B
File Menu

Open ... (trl+0
Organizer: Open Organizer ........... Shift+Ctrl+1
Organizer: Add to a Collection ........ Shift+Ctrl+2
Organizer: Create a New Collection ...............
Create PDF Portfolio. ......................o.e.
Modify PDF Portfolio ...........................
Create PDF fromFile...................... Ctrl+N
Create PDF from Scanner........................
(reate PDF fromWeb Page ........... Shift-+Ctrl+0
(reate PDF from Blank Page.....................
Assemble PDF Portfolio.........................

Merge Filesintoa Single PDF....................
Batch Create Multiple Files......................
Combine: Assemble PDF Portfolio ................
Combine: Merge Files into a Single PDF ...........
Collaborate: Upload Documents to Acrobat.com......
Collaborate: Share Documents on Acrobat.com. . . ..

Send & Collaborate Live ........................
ShareMyScreen..................oooiiil.
Go to Acrobat.com...........oiiiii
SV . Ctrl+S
SAVEAS ... Shift+Ctrl+S
Export ...
AttachtoEmail......................l.
CloSe oo Ctr+W
Properties...............coooiiiiiiill. (Ctrl+D
PrintSetup .............cooiiinl. Shift+Ctrl+P
Print. ... Ctrl+P
EXit. ..o Ctrl+Q
Edit Menu

Undo ..o Ctrl+Z
Redo.......ooovviiiiiis Shift+Ctrl+Z
QUE . Ctrl+X
(€1]1) Ctrl+C
Paste ....oooiii Ctrl+V
SelectAll......ooooiiii i Ctrl+-A
DeselectAll........................ Shift+Ctrl+A

CheckSpelling ... F7
Find ..o Ctrl+F
Search ...l Shift-+Ctrl+F
Search Results: Next Result................ (Ctrl+G
Search Results: Previous Result . ....... Shift+Ctrl+G
Search Results: Next Document. ... .. Alt+Shift+
Search Results: Previous Doc ......... Alt+Shift+&
Preferences...........oovviiiiiin.... Ctrl+K
View Menu

GotoFirstPage ........................ Home
GotoPreviousPage.......................... =
GotoNextPage ..............c.ooovvviennnn. =)
GotolastPage......................oeeel. End
GotoPage..............ooeiiinn. Shift+Ctrl+N
PreviousView ..., At+&
NextView .........coooiiiiiiiinnnn.. Alt+2
200Mt0. ...t Ctrl+Y
ZoomtoActualSize....................... Ctrl+1
ZoomtoFitPage ......................... Ctrl+0
ZoomtoFitWidth ........................ Ctrl+2
ZoomtoFitHeight.............................

ZoomtoFitVisible ........................ Ctrl+3
Zoom:Reflow................oooiiiiiia, Ctrl+4

Page Display: Show Gaps Between Pages. .........
Page Display: Show Cover Page During Two-Up. ... ..

Rotate View Clockwise. ........... Shift-+Ctrl+plus
Rotate View Counterclockwise . . . Shift+Ctrl+minus
ReadingMode .......................... Ctrl+H
Full ScreenMode ...l Ctrl+L
MenuBar..........ooooiiiiii F9
Toolbars: PropertiesBar ................... Crtl+E
Toolbars: ResetToolbars .................. Alt+F8
Toolbars: Dock Toolbars................... (Ctrl+F8
Toolbars: Hide Toolbars ....................... F8
Toolbars: MoreTools ...........................

Show or Hide Navigation Pane................. F4

Navigation Panels: Reset Panels .................
Navigation Panels: Dock All Panels ...............

Grid ... Ctrl+-U
SnaptoGrid ....................... Shift+Ctrl+U
Rulers. ... (trl+R
LineWeights............ccoviviininnn... Ctrl+5
Automatically Scroll. ............... Shift+Ctrl+H
Read Outloud ..................... Shift+Ctrl+Y
Read This Page Only................. Shift+Ctrl+V
Read to End of Document............ Shift+Ctrl+-B
Pause...........oooooiil, Shift+Ctrl+C
) (1] U Shift+Ctrl+E
Document Menu

Header & Footer.....................oooiet.
Background. ...
Watermark ...
Insert Pages fromFile ............... Shift+Ctrl-+
Insert Pages from Clipboard .....................
ExtractPages ...
ReplacePages..............ccoovvvvvnnnnn...
DeletePages....................... Shift+Ctrl+D
Split Document. ...
CropPages ..................o.eee. Shift+Ctrl+T
RotatePages....................... Shift+Ctrl+R
SantoPDF........ ...

Scanto PDF: CustomScan.......................
Scan to PDF: Configure Presets. ..................
OCR Text Recognition. .................covvnnn.
ReduceFileSize ..............oooviiiiiin...
Examine Documents ...................oooil
Compare Documents......................o..en.
Add Bookmark ...................l (trl+B
AttachaFile ...l
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Comments Menu

Add Sticky Note .......................... (trl+6
Hide All Comments ................. Shift+Ctrl+8
Show All Comments....................... (Ctrl+8
Minimize All Pop-Ups ..................... Ctrl+7

Attach for Email Review ........................
Send for Shared Review ........................
Enable for Commenting and Analysis in Reader . . ..
Summarize Comments ................vvnn...
Print with Comments Summary............. Cerl+T
TrackReviews........oooviiiiiiiiiiiiin i

Forms Menu

StartFormWizard .............................
Add or Edit Fields ................... Shift+Ctrl+7
Distribute Form ........... ...
Compile Returned Forms. .......................
Manage Form Data: Import Data.................
Manage Form Data: ExportData .................
Merge Data Files into Spreadsheet ...............

Track Forms. ...
Advanced Menu

Accessibility: Change Reading Opts. . . . Shift+Ctrl+5
Accessibility: Quick Check ............ Shift+Ctrl+6

Accessibility: Full Check.........................
SignDocument................
SeCUMtY ..ot
Extend Features in Adobe Reader ................
Print Production: Qutput Preview ................
Print Production: Preflight ......................
Print Production: Convert Colors .................
Print Production: Ink Manager. ..................
Print Production: Add Printer Marks ..............
Print Production: PDF Optimizer .................
Print Production: JDF Job Definitions .............

Help Menu

Adobe Acrobat 9 ProHelp..................... F1
Online Support.............oooiiiiiinne.
CheckforUpdates ....................cveetn.
Comments

Sticky Notetool ......................coeeee. S
TextEditstool ..., E
Stamptool ... K
Current highlighting tool ...................... U
(ycle thru tools: Highlighter.............. Shift+U
Underline or Cross Out Text Tools ... .. ... .. Shift+U
Arrowtool. ... D
Cloudtool ..........oooviiiiiiiii Q
TextBoxtool............coooeviiiiiiiiiiii, X
Attach fileas comment......................... J
(ycle thru attach tools: Attach File........... Shift-+)
Record Audio Comment .................. Shift+)
Move focus to comment ..................... Tab
Move focus to next comment............ Shift+Tab
Open pop-up note for commentinfocus ...... Enter
Navigating a PDF

Previous screen............ Page Up or Shift+Enter
Nextscreen.................. Page Down or Enter
Firstpage ........... Home or Shift+Ctrl+-Page Up
Firstpage ...................eee. Shift+Ctrl+©
Lastpage........... End or Shift+Ctrl+Page Down
Lastpage.................conens Shift+Ctrl+ O
Previouspage................ & or Ctrl+Page Up
Nextpage................. < or (trl+Page Down
Scrollup oo O
Scrolldown. ... O
Scroll (when Hand tool is selected) ... ... Spacebar

y
Zoomin.........oooiiiiiiiii (Ctrl+=
Zoomout.............ooiiiiiiin (trl+hyphen
General Navigating
Move focustomenus. ....................... F10
Move focus to toolbar in browser & app . .. Shift+F8
Move focus to next comment................. Tab
Move focus to nextlink...................... Tab
Move to next open document® ............ (trl+F6
Move to previous open document® . . . Ctrl+Shift+F6
Move focus to next form field*................ Tab
Move focus to previous® ................ Shift+Tab
*when focus is on the document pane
Move focus to document pane................. F5
(lose currentdocument .................. (trl+F4
Activate selected tool ........... Spacebar or Enter
Activate selected item........... Spacebar or Enter
Activate selected command . ...... Spacebar or Enter
Open contextmenu................... Shift+F10
Close contextmenu......................... F10
Return to Hand tool or Selecttool .............. Esc

Move focus to next tab in a dialog box . . . . . (trl+Tab
Move to next search result; highlightitindoc. ... F3

Search previous document® .......... Alt+Shift+&
Search next document*............. Alt-+Shift+
*with Search results displaying multiple files

Select text with Select tool........... Shift+= §
Selectnextword ................. Shift+Ctrl+9
Select previousword.............. Shift+Ctrl+ &

Navigation Panels
Open and move focus to nav pane. . . . Shift-+Ctrl+F5
Move focus to previous pane or panel..... Shift+F6

Move focus among document, message bar . . . ... F6
Move focus among the message bar.............. F6
Move focus among the navigation panels . ... ... F6

Move among elements of the active nav panel . . Tab
Move to previous nav panel and make active* ... O

Move to next nav panel and make active*. ... ... O
*when focus is on panel button
Expand all bookmarks................... Shift+*

Move to next nav panel and make active* . .Ctrl+Tab
*when focus is anywhere in navigation pane

Collapse selected bookmark..................... /
Move focus to nextitem in nav panel ............ O
Move focus to previteminnavpanel ............ O
Expand the current bookmark® .. .. 2 or Shift-+plus
Collapse the current bookmark* ....... & orminus

*with the focus on Bookmarks panel

Navigating the Help window

OpenHelpwindow .......................... F1
(lose Help window ............. Ctrl+W or Alt+F4
Move back previously opened topic. ........ Alt+&
Move forward to next topic ............... Alt+2>
Move to nextpane...................... (trl+Tab
Move to previous pane ............ Shift+Ctrl+Tab
Move focus to the next link within a pane ... ... .. Tab
Move focus to previous link in a pane...... Shift+Tab
Activate highlighted link.................... Enter
Accessibility

Quick Checktool.................... Shift+Ctrl-+6

Change reading settings current doc. . . Shift+Ctrl+5
Reflow tagged PDF; return to unreflowed view . .Ctrl+4
Activate Read Out Loud.............. Shift+Ctrl+Y
Deactivate Read Out Loud. . .......... Shift-+Ctrl+Y
Read only current page out loud . . ... .. Shift-+Ctrl+V
Read from current page to end of doc. .Shift+Ctrl+B
Pause readingoutloud.............. Shift+Ctrl+C
Stop readingoutloud ............... Shift+Ctrl+E
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