
Favorite Reasons to Use  
Adobe Acrobat
While you may not be a stranger to Adobe Acrobat, a lot of people still default to using  
MS Office for document management. There are a lot of neat ways to use Adobe Acrobat to 
streamline your workflow that you may not think of unless someone shows you. At its heart, 
it’s built to help you vision, create, handle and control, print, and manage files in portable 
document format.
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Remember, Acrobat is composed of 3 components:

1. Adobe Acrobat DC which allows you to execute different 
PDF editing functions on your desktop and mobile 
devices

2. Adobe Document Cloud which allows you to create, export, 
store, and share files and collect digital signatures 

3. Acrobat Reader DC that allows you to read, print,  
and signs PDFs

Make sure you’ve unlocked all of Acrobat’s potential with these  
fan favorites: 

Make a Large Document Navigable 
With Adobe Acrobat, you can combine multiple files, add or delete 
pages, and arrange your files into a well-organized single PDF. Create 
tables of contents, page thumbnails, and bookmarks to help people 
skip directly to particular sections, and to help readers navigate to 
pertinent sections within the text.  

Compare Two Files
How many times has version control been an issue for you? Use 
Adobe Acrobat to compare your old and new version of PDF files to 
pinpoint the changes between the two versions. A detailed report is 
presented detailing the difference between the documents.

Create an Action Button
Buttons are an easy, intuitive way to let users initiate an action in PDF 
documents. While most frequently used with forms, you can add them 
to any document. Buttons can open a file, play a sound or movie clip, 
submit data to a web server, and more! Buttons offer the following 
capabilities that links and bookmarks do not: they can activate a 
single action OR a series of actions; they can change appearance 
in response to mouse actions; mouse actions can activate different 
button actions; and perhaps most importantly, they can be copied 
across many pages.
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Triage Presentations as PDFs
You probably already know you can convert Word and Excel files to 
PDFs (and vice versa), but you can also save presentations as PDFs! 
This is a great feature to use when you need a colleague to review a 
slide deck on the road, particularly from their mobile device. 

Create Fillable PDFs from Existing Forms
You can convert numerous file types into a fillable PDF including 
Microsoft Word or Excel documents, non-interactive PDFs, and even 
scanned paper documents. Select a file or scan a document to 
begin and Acrobat will automatically detect and create interactive 
form fields from the file you’ve uploaded. If Acrobat cannot detect a 
particular form field automatically, you can quickly and easily add your 
own.

Convert a PDF to a Microsoft Office File
Working with a legacy document that you’re charged with updating 
or redesigning? Acrobat lets you save your PDF files as formatted 
to a Microsoft file format so you can begin new projects without 
completely reinventing the wheel. 

Secure Your Documents
If you’re working with classified or gated information, you can protect 
your PDF with passwords or permissions. Create a password, restrict 
editing or copying, and control access to your PDF. It is advisable to 
use an action to apply protection to PDFs when publishing sensitive 
information in Adobe Acrobat.

Sign Contracts On the Go Utilizing Digital Signatures
Adobe can facilitate a variety of electronic signature processes 
but in this day and age, digital signatures reign supreme. Digital 
signatures are the most advanced and secure type of online signature 
that requires a digital certificate issued by a certificate authority to 
verify the signer’s identity. For this reason they comply with the most 
demanding legal and regulatory requirements. 
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