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Creating Portable Document Format (PDF) Files With

PDF files are files that everyone can read regardless of weather or not their computer has the 
software application in which the files were originally developed. In order to read PDF files, the 
viewer needs only to download the Adobe Acrobat Reader for their specific operating system from 
the adobe.com website.

You can now develop your own PDF files on specific machines within the Half Hollow Hills School 
District. All secondary computer labs, library computers, and faculty workroom computers  have 
the Adobe Acrobat 5 application installed. You can access any of the files in your account from 
these machines, process them as PDF’s, and then save these files to your account to access from 
any other computer on the instructional network.

Used in conjunction with a Half Hollow Hills eBoard, you can now keep documents available for 
downloading by students and parents right on your website!

Creating a PDF file through the application
(works with most applications)

1. Create your document in AppleWorks, Word, 
PowerPoint, Inspiration, etc. and then go to file-print

2. Change the settings in the resulting printer 
dialogue box to match these

3. Click the save button
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4. In the resulting save dialogue box, rename your file to 
follow the “eight-dot-three” convention of naming files, 
being sure that the pdf file extension remains as part of 
the name (i.e, this file name should become something 
like scrnshts.pdf). Click the save button

5.It looks as though nothing is happening 
(it may even appear that your computer is 
frozen) but Adobe Acrobat’s sub-
application, “Distiller” is launching in the 
background and changing your file first to 
a post-script file and then to an Adobe 
Acrobat PDF file. Be patient--if your file is 
very large, this may take several minutes.

6. Because of the security system on our school 
computers, you may have to log out of your account and 
then log back in again before the resulting PDF file will 
appear in your account on your documents panel. 
(If you have saved the PDF file into a folder on your 
documents panel, merely click on the word “documents” 
and then click on the folder you saved into and the file will 
appear)

7.Your PDF file now can be attached to an 
eBoard, other web site, or emailed and the 
viewer will be able to read, save,  and print 
the file as long as they have the free Adobe 
Acrobat Reader installed on their computer

Note: Adobe Acrobat 5  is the application that creates PDF files.
 Adobe Acrobat Reader  merely allows the viewing of a PDF document by 
someone who does not have the Adobe Acrobat 5 application installed on 
their machine.


