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This documents layouts suggestions to navigate, view, and print right of way maps. All screen captures for this document
are from Adobe Acrobat Pro. For additional help on each tool see the online Adobe Help documentation Adobe user
guide help documentation (https://helpx.adobe.com/acrobat/user-guide.html)
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General Navigation

To begin, open Adobe Acrobat (2018, Reader or DC) and add the recommended tools.

Page Navigation tools

file ot R Window Help DM

Rotate View ' b Q @ 6O® ® |12

Page Navigation e First Page Home

Rk

Home |

Page Display ’ Previous Page Left Arrow
Zoom ’ @ Next Page Right Arrow
@ Last Page End

I b
s Go To Page... Shift+Ctrl+N

Show/Hide

Display Theme »

[ Read Mode Ctrl+H
D Eull Screen Mode Ctrl+L

g Tracker...

Read Out Loud

Compare Files

Page Navigation shortcut icons

ONGICNORRNNE e I

Show Page Navigation Tools L v @ First Page

Show Page Display Tools ¢ v @ Previous Page
Show Select & Zoom Tools . v @ Mext Page
Useful for: 'n Customize Quick Tools... v @ Last Page
Hide Quick Tools ¥ Page Number
° Multi-page PDF maps et Show Recently Used Tools @ Previous Yiew
[ ] Page u p or down - Show Properties Bar Ctrl+E @ Next View
. dm v  Menu Bar F9 Show All Page Navigation Tool
e Jump to the first or last page 3 s
. et Hide Toolbars 8 Reset Page Navigation Tools
e |dentify the current page number Reset Toolbats ik |

Add these tools by right-clicking on the top tool bar (an empty space area). Select Show Page Navigation Tools, then
check-on each tool you want visible.
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Zoom

vie Eit [ERY Window Help DM

Rotate View 4

Home
Page Mavigation

Page Display

Zoom v
Toals v b: Marquee Zoom
@ Dynamic Zoom
Show/Hide v
Iﬁ Actyal Size Ctrl+1
Display Theme 5 D oo B el s
[ Read Mode Cirl+H [ Fit width Cirls2
[ Full Screen Mode CtrlsL Fit Height
EP mracker.. Fit Visible coiia
Read Out Loud . [ pan & zoom
Compare Files é Loupe Tool

Reflow

Select & Zoom shortcut icons

O R M OO s

Useful for:

e Zoom to Select

e  Selection - CAD files only
e Hand

e ZoomOut&In

e Percentage Zoom

Show File Tools

Show Edit Tools

Show Page Mavigation Tools

Show Page Display Tools

Show Select & Zoom Tools
-uv Customize Quick Toals...

Hide Quick Tools
Show Recently Used Tools

Show Properties Bar

Menu Bar

Hide Toolbars
Reset Toolbars

eDOC#2022405 February 2020

b Marquee Zoom

,@ Dynamic Zoom
@l Pan & Zoom
é Loupe Tool
ChiE [ Actusi size
g D Zoom to Page Level
[ Fit width
F&
Alt+F8 Show All Select & Zoom Tools

Reset Select & Zoom Tools

Add these tools by right-clicking on the top tool bar (an empty space area). Choose Show Select & Zoom Tools, then

check-on each tool you want visible.

Also see the option to use the mouse-wheel for zooming.
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Rotate View

file edit [[E window Help DM _
Home | Rotate View , Q) Clockwise Shift+Cirl+Plus
Page Mavigation ) Counterclockwise Shift+Ctrl+ Minus

Page Display
Zoom

Tools
Show/Hide
Display Theme

[ Read Mode Ctrl+H
(2] Full Screen Mode Ctrl+L

g’ Tracker..,

Read Out Loud
Compare Files

Rotate View shortcuts

Show File Tools .
Show Edit Tools L

Show Page Navigation Teols L4

Show Page Display Tools g F Enable Scrolling

Show Select & Zoom Tools v D Single Page View
[ N} -

£ customize Quick Taols... [ Two Page Scrolling

Hide Quick Tols BB Two page View

Show Recently Used Tools D Full Screen Mode

Show Properties Bar Ctri+E = Line Weights

]
s henu Bar Fg s n Elockwise
Hide Toolbars g ¥ §) Counterclockwise
Reset Tookars Alt+F8 Show All Page Display Tools

Reset Page Display Tools

ey -

Used to rotate the image 90 degrees

Add these tools by right-clicking on the top tool bar (an empty space area)
on each tool you want visible.
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. Select Show Page Display Tools, then check-
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Summary of useful icons

@O /26 Q0 MMO® asn -

Home Tools Document B B4

The icons shown on the above image are only recommendations to help view and navigate right of way maps.

Optional Preferences

Mouse-Wheel Zooming

Note: Changing your preferences will affect how you view and navigate all PDF documents not just maps. Adjust your
settings to meet your personal needs.

Enable Mouse-Wheel Zooming

This option lets the Hand tool use the mouse wheel to zoom in or out of a page and should be considered a personal
preference as other tools exist to control the zoom factor by area or a fixed amount.

1. Top Menu bar >> Edit >> Preferences.
2. Under General, Basic Tools, check-on Make Hand tool use mouse-wheel zooming.

Preferences
Categories: Basic Tools
Commenting [] Use single-key accelerators to access tocls
Documents
[/] Create links from URLs

Full Screen

General

[] make Hand tool select text & images

Page Display

[v] Make Hand tool read articles

3D & Multimedia I Make Hand tool use mouse-wheel zooming|
Accessibility [ Mak | ] o
Action Wizard ake Select tool select images before text

Catalog [] Show online storage when opening files
Color Management

- . S
Content Editing [+*] Show online storage when saving files

Convert From PDF O Open documents as new tabs in the same window (requires relaunch)

Convert To PDF
Prompt before closing multiple tabs

Email Accounts
Forms -
Identity [ use fixed resolution for Snapshot tool images: 72 2 pixelsfinch
Internet ) . )
JavaScript [ Enable PDF thumbnail previews in Windows Explorer
Language
. Auto-Detect =

Measuring (2D) Touch Mode: —
Measuring (30)

Scale for screen resolution (restart required).  (®) Auto-Detect O Ne Scaling

Measuring (Geo)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading
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Page Display
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When selected, the layout will display only one page at a time for a multipage map. This setting will affect how all maps
and other PDF documents are layout.

vk wN e

Preferences

Categories:

Commenting
Documents
Full Screen
General

Page Display

3D & Multimedia
Accessibility
Action Wizard
Catalog

Color Management
Content Editing
Convert From PDF
Convert To PDF
Ernail Accounts
Forms

Identity

Internet

JavaScript
Language
Measuring (20)
Measuring (30)
Measuring (Gea)
Multimedia (legacy)
Multimedia Trust (legacy)
Reading

Reviewing

Search

Security

Security (Enhanced)
Signatures

Spelling

Tracker

Trust Manager
Units & Guides

Default Layout and Zoom

Top Menu bar >> Edit >> Preferences.
Under Page Display locate Default Layout and Zoom.
Select Single Page under Page Layout.
Select Fit Page under Zoom
Under Page Content and Information check Use Smooth Zooming

Page Layout: Single Page B Zoom: |Fit Page N | |
Resclution
() Use system setting: 144  pixels/inch (®) Custom resolution: 110

Rendering

Smooth Text:  For Laptop/LCD screens >

[+ smoath line art

[+ Enhance thin lines

Page Content and Information
[ Show large images
[] Show art, trim, & bleed boxes

[¥] Use logical page numbers

Use Overprint Preview: | Only For PDF/X Files ¥ | [w]Use Shift + Click For Multiple Selection with Output Preview

Smooth images

Use local fonts

Use page cache

se smooth zooming

[[] show transparency grid

[] Always show document page size

Default Transparency Blending Color Space; | Working RGB i

Reference XObjects View Mode

Show reference XObject targets: | Only POF/X-5 compliant ones w

Location of referenced files:

pixelsfinch

Browse for Location...
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Print PDF Maps
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Print a full length map

1. File >> Print, select your printer.

2. For Page Size, select Actual size or Custom Scale set to 100%.

3. Click on the Page Setup icon and set your desired page size.

a. lIgnore the orientation on this window.

Printer: Adobe PDF “ || Properties Advanced telp @
Copies: [1 = [] print in grayseale (black and white)
] Save ink/tonar @
Pages to Print Comments & Forms
@ all Document and Markups v
() Current page
Surnmarize Comments
() Pages |1 -2
* More Options Dacument: 8.5 x 11.0in
Page Sizing & Handling (D) 85 x 11 Inches
Size Paster Multiple Baaoklat A Simple POF File
CFit
o
() Shrink oversized pages
O customseate: 0056 |
[[] Choose paper source by POF page size
Cirientation:
(®) Aute portrait/landscape
() Portrait
() Lendscape
< ' >
Page 1 of 2
Fage Setup... Print Cancel

4. Click OK.

5. Next set your Orientation to Auto portrait/landscape.

6. Click Print.

[—

Page Setup
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Irregular map border example
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CAD files converted to PDF with an irregular map border, anything other than a rectangle, may not print as desired.

Note: TIF to PDF maps with an original length of over 200” have been compressed and are not to scale. These PDF maps
are identified by having a page length of 199.xx” just under 200”. We are working on correcting these files.

Print a portion of a map

Use Current View

1.

Set your viewing window to limit the
extent of your print.

File >> Print, select your printer.
Under Pages to Print, select the side
arrow to activate Current View.
Click on the Page Setup icon and set

your desired page size.
a. Orientation on this window can
be ignored.

Click OK.

Next, set your Orientation to Auto
portrait/landscape.

Click Print.

Print *
Printer: Adobe PDF - Properties Advanced Help @
Copies: |1 : [ Print in grayscale (black and white)

[ Save ink/toner (0]
Pages ta Print Comments & Forms
CIAll Document and Markups v

() Current page

— e Summarize Comments
() Pages | 2

¥ Maore Options Daocument: 2.5 x 4.8in

(®) Current view

Reverse pages
11 x 85 Inches.
Page Sizing & Handling (1)

Size Foster Multiple Booklet

CFit

(®) Actual size
() Shrink oversized pages
(O Custom Scale: 100 %

] Choose paper source by PDF page size

Orientation:
(®) Auto portrait/landscape
() Portrait
) Landscape
< >
Page 1 of 1 (1)
Page Setup... Cancel
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Irregular map border example

Note: CAD files converted to PDF with an irregular map border, anything other than a rectangle, may not print as
desired.

Print to a custom scale

If you are familiar with and comfortable working with map scales you can adjust the Custom Scale percentage to print at
a specific scale from the Print Dialog box under Page Sizing & Handling.

Page Sizing & Handling 3)

Size Poster Multiple Booklet

(O Fit
() Actual size

() Shrink oversized pages
(® Custom Scale: 100 %

[] Choose paper source by PDF page size

Example “Map A” scale: 1”= 100’

= Desired print scale 1”= 100’ set Custom Scale to 100% (Map A)

= Desired print scale 1”= 200" set Custom scale to 50% (Map A)
Note: The true map scale of a raster image is not evident and may be 50, 100, and 200 scale. CAD maps may be 50, 100,
and 200 scale and will either be Metric or English. TIF to PDF maps with an original length of over 200” have been

compressed and are not to scale. These PDF maps are identified by having a page length of 199.xx” just under 200”. We
are working on correcting these files.
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Snapshot

I-ilﬁ\a'iew Window Help DM

1. Edit >> Take a Snapshot

He E
2. Draw arectangle ;
3. Inanother application select Edit >> Paste - o
ut i+
E Copy Ctrl+C
[:l Paste Ctrl+V ‘
:I-
Select All Ctrl+A
Deselect All Shift+Ctrl+A t
Show Eile Tools 4 ‘ :
. Copy File to Clipboard L
Show Edit Tools ’ E% Check Spelling t
Show Page Navigation Tools » 1) Undo Edit Text & Images
Show Page Display Tools » C’ Redo | @ Take a Snapshot |
L
Show Select & Zoom Tools 4 g( Cut Check Spelling i L
a' Customize Quick Tools... t
Hide Quick Tools Q Eind Ctrl+F r
d Show Recently Used Tools Advanced Search Shift+Ctr+F |
. 2 Q Find Manage Tools '
Show Properties Bar Ctrl+E -
@R Advanced Search Preferences. Ctri+K
v Menu Bar F9
Show All Edit Tools
Hide Toolbars F8 .
Reset Edit Tools
('t Reset Toolbars Alt+F8

[

To add Snapshot Icon to the tool bar right-click on the top tool bar (an empty space area). Select Show Edit Tools, then
check-on each tool you want visible.

This tool copies an area as an image from the map and lets you paste into another application. It does not work well for
capturing large portions of a map but it can be useful for capturing and printing smaller 11” x 17” prints.

Note: The resolution for this tool can be adjusted under Preferences in the General category option — Use fixed
resolution for Snapshot tool images. The higher the resolution the less image you can capture and the lower the
resolution the more pixelated the image will appear.

Other uses for Snapshot (Acrobat 2018)

Use the Snapshot tool to capture an image and then create a new PDF. It’s most often easiest to work with a smaller
image for printing.

1. Use Snapshot
2. File >> Create >> PDF from Clipboard

The new PDF can then be saved or printed.
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Other available tools

Page Thumbnails

ALIRD INP STAT
ALIRD INP TXT
ALIRR INP

BPT

BLDG INP

CAPT TXT
Default

ESMT PERM
ESMT PERM TXT
ESMT TEMP
ESMT TEMP DIM
HYD INP
MANMD STRU INP
MAP DATA

MLS UTIL MON

Useful for:

e  Multi-page PDF maps
e Quick view of available sheets/pages

Layers
Useful for:

e CAD files only
e  Turn on/off layers
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