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Inserting Pages/Combining two PDF documents into
one PDF file using Adobe Acrobat X Standard

Captivate Version 5.5
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Inserting Pages and Combining two PDF documents
into one PDF file using Adobe Acrobat X Standard

Slide notes

This will be a short demonstration of steps you can perform in the full version of Adobe Acrobat to insert
pages into an existing PDF and/or to combine two PDF documents into one PDF. Please note that this
functionality is not available in the free version, Adobe Reader.
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Navigation Instructions
Press F11 to view this lesson in full screen.

You can Fast Forward or Rewind the lesson by using the Navigation bar at the bottom of

the screen. You can Pause the lesson by pressing the Play button.
0 1000 ] — an

You may turn Closed Captioning on and off by clicking the CC button
in the lower right area of the screen in the Navigation bar.

This module also has a Table of Contents, or TOC, to jump to different sections
of the lesson. You can open and close it with either:

= the arrow in the top left corner of the screen, DIfEC TN

= or the TOC button in the Navigation bar.

Roll your mouse pointer over the “i" located in the upper right area
of the screen for information about this module. i

Click here.

Click START when you are ready fo begin.
START

Slide notes

Here are the navigation instructions for this lesson. Click START when you are ready to begin.
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Objectives
When you complete this tutorial, you will be able to:

= use Adobe Acrobat X Standard to insert pages or
combine two PDF documents into one PDF file.

Click CONTINUE.

Click here.

CONTINUE

Slide notes

When you complete this tutorial, you will be able to use Adobe Acrobat X Standard to insert pages or combine two PDF documents into one PDF file. Click
CONTINUE.
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‘ = [E Tools : Comment @ Share

Open a Recent File

) Exhibit,pdf

ﬁ Dedlaration Concerning Debtars Schedul..,
T Voluntary Petition,pdf

ﬂ Statement of Financial Affairs, pdf

T schedule & pdf

5 open..

Easily Create Online Forms

Quickly build professional web-based forms and
collect responses in real time,

Try It Free

Getting Started

Create PDF

Cormbine Files into PDF

@ Create PDF Form

Q Share Files Using SendMow Online

Slide notes

First | will demonstrate how to insert pages from one PDF document into another PDF document. With the Adobe application open, click the File menu.
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|51 Save Ctri+8 | i i
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% Share Files Using SendMow Online..,
Attach to Email...

Rewert

Close Crlsyy T X STANDARD

Properties. . Ctrl+D I pjle Getting Started
= Print.s, Ctrl+P

Create PDF

1 CAECF_PDF Files\Exhibit.pdf

2 cerning Debtors Schedul..
2 G hDeclaration Conce..tors Schedules pdf

Cormbine Files into PDF

3 CAECF_PDF Files\.. \Woluntary Petition.pdf onpdf

L
4 Ch.\Statement of Financial &ffairs,pdf Create PDF Farm
5 CAEGF_PDF Files\Petition\Schedule & pdf nancial Affairs,pat

® B & 8

- Shate Files Using SendMow Online
Ctrl+Q o

Exit

5 open..

Easily Create Online Forms

Quickly build professional web-based forms and
collect responses in real time,

Try It Free

Slide notes
Click Open.
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B Desktop ;! @Declaration Cancerning Debtors Schedules
& Downloads L Schedule &
] Recent Plac T Statement of Financial Affairs
@‘u"oluntar}f Petition
0 Libraries
[ Dacuments
J’ Music

[=] Pictures

B Videos

o PDF
1% Computer
& o5
= READER (D)
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Quickly build professional web-based forms and
collect responses in real time,

Try It Free

Slide notes

Go to the directory where your PDF documents are saved. Open your main PDF file. In this example, | am opening a Voluntary Petition PDF. Click the
Voluntary Petition document and then click Open.
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ﬁ‘u"oluntar}f Petition.pdf - Adobe Acrobat o iD i]
File Edit ‘iew ‘Window Help ®
o - - A
Bete- | RO BB | 2802088 -—200 e’
13| N | =) @[] | Tools  Comment | Share
B1 (Official Form 1) (12/11)
UNITED STATES BANKRUPTCY COURT
VOLUNTARY PETITION
Name of Debtor (if individual, enter Last, First, Middle): Name of Joint Debtor (Spouse) (Last, First, Middle): |
All Other Names used by the Debtor in the last 8 years All Other Names used by the Joint Debtor in the last 8 years
(include married, maiden, and trade names): (include married, maiden, and trade names):
Last four digits of Soc. Sec. or Individual-Taxpayer LD. (TTIN)/Complete EIN Last four digits of Soc. Sec. or Individual-Taxpayer LD. (TTIN)/Complete EIN
(if more than one, state all): (if more than one, state all):
Street Address of Debtor (No. and Street. City, and State): Street Address of Joint Debtor (No. and Street, City, and State):
[z CODE | [zre CODE ]
County of Residence or of the Principal Place of Business: County of Residence or of the Principal Place of Business:
Mailing Address of Debtor (if different from street address): Mailing Address of Joint Debtor (if different from street address):
Eﬁ CODE | Eﬁ CODE |
Location of Principal Assets of Business Debtor (if different from street address above):
E]IP CODE_ |
Tvpe of Debtor Nature of Business Chapter of Bankruptey Code Under Which
(Form of Organization) (Check one box.) the Petition is Filed (Check one box.)
(Check one box.)
[0  Health Care Business [0  Chapter 7 [0 Chapter 15 Petition for
[0 Individual (includes Joint Debtors) [0  Single Asset Real Estate as defmedin | [  Chapter 9 Recogmition of a Foreizn
See Exhibit D on page 2 of this form. 11 USC. § 101(31B) [0  Chapter 11 Main Proceeding
[0 Corporation (includes LLC and LLP) O Railroad [0 Chapter 12 [0 Chapter 15 Petition for
[] Partership [0  Stockbroker [0 Chapter13 ition of a Foreign Lj
— Ty, T IO P ) N, [N L L, . — . Ao Th_N__ e L
Slide notes

Now we have opened the PDF we want to add or insert another page into. Notice at the top of the window, this is currently a 3 page PDF Click the Page
Thumbnails tab on the left-hand side of the application.
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@‘u"oluntaryPetition.pdf-AdobeAcrobat
File Edit ‘iew ‘Window Help

Bete- | RO BB | 2802088 -—200

@) | 1]/3 ‘ L3 @ ‘ (=) (d) | 621% ‘ Tools | Comment | Share
D Page Thumbnails [ S =
ama TTeE TTATES EARRRLrTEY COVET T :
[ |J Tiame of Dbty (€ el et Lact, Ft, Woada] “Tears of Tt Diaotor [ Spoaa) (Laat, Firet, Miadle):
W

Q@

X

TR Fammer woed By i Do = s Tt Dy
(nchuds married, zmsiden, and Sad mumss):

AT e wed by e T Do = e o T o
(s maeried, maiden, and tads mam):

o o i o e, Goc. = il Tangyar 10, (1100) ol BTN
(3 mors than ez, vt all

Tt e it of Goe. S, o= BBl Tgayer 1D, (1T0V) Coagplems EIY
(3 mer hom s, st all):

et Addran of Do (Mo, and D=est, Oy, 20d )

Semat Addreas of Joint Dobeor Mo and Semwat, City, and Statar

CODE

Tty o Waradancs o of e Priacipal Place of e

TPty oF Faukncs of of e Pracipal D of Deameis:

5 A o o et

i)

"Nenlng Avas o Yo ebior (1 Giotars o siwet adwia).

oo

Tocation of Principal Asiar of Diesiaans Dot (1 & o ireat addbwrs 3o

| e |
“Type of Debtor Toature of Busses: cux:ﬂi Code Under Whick
(Ferm of Crpmineion) (Chock sme box ) Petition iz Filed (Chock one box )
(Chock ome be)
[0  Hsakh Cam Busizon O Copee? [0 Choapter 15 Pesition for
[ Insfevidina inchwles Joime Debtors) [l Singio Auset Rool From as defimedin | [ Cooprerd mm@
Sew By an page T of this form 11TUSC 5 101318) O Coprll Main ing
[0 Corperation fincidos 11 and ITF) O Raimad O Copeell 15 Putiion for
O Pmm—.hghm O Swckbroker O Copeid
O] Croar (I el s mot o of e shov entiies, chack | [ Commmodity Brokar
this bers and stae type of antiry below) O  (Cleering Banik
[0 Ceher
‘Chapter 15 Debtors Tax-Freampt Entiry
Coumery of debécr's camser of main imermets: {(Check bos, i appiicabla)
O Debtrisats crganimtion
Each comiry inwhicha puing o emder title 36 of the United Sers
ainst dobor is panding Cor (fhe Infarmil Rereone Cods).
Taling Tec |imck o o] Thapter 1] Debors
Check one bax:
[0 Full Filing Fos arnched [0 Debtoris a soll resizess dobace s dafined in 11 US.C. § 10131
] Dsbtur s not 2 sreell busingas debtor as dafmed in 11 U.8.C. § |
[0 FiisgFos tobepaiding {applicableto 2 anly). Mt attach
ismed applicaticn for the court's on cartifying st fhe dsbtor is ch«hr
‘unabls o pay fos except in mtallments Fads 100§(h). Ses Official Form 34 Debtar’ g Eigedaed debis (schuding debis oud b2
i . e o 2B Gatas) o oo S 1,343,300 {avwonss st 1o adstmnt
[ Filing Fos vaivar chaptor 7 indnidul: caly). Must ard vy thrGE oS
aemch s eaion for e court's condd Sea Official Form I8, -

|

Slide notes

The three pages of your document are displayed

. We want to insert pages into this PDF, so click the Options tab found within the Page Thumbnails tab.
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X [ O (1 dobocris ot s ofthe shove antiies,chack | [ Commodity Brokar
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Page Properties.., Each conmiry imwkicha repuding or e ‘o it 3 of i Uit S ’ P dats.
ainst ek is pending [T ——
Taling Tec |imck o o] Thapter 1] Debors
Check ome bez
5 Fos aachod [ Debtor & o sonll bszess deboer s deined i 11 US.C. § 10151
[] Debtor s mot 2 sl busissss debtor as deined m 11 U.8.C. § 1015
[ Fiing Fos o be paid in mstallmats (applicable o ik oaly). Mt wtch
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bl t pay fos amceptin Etallmants. Fale 1004(E). Ses OFicial Farm 34 Debtor’ ingans iquidired debis {schnding debts oved
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Slide notes

Click Insert Pages, then click From File.
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Slide notes

We are browsing again so go to the directory where your PDF documents are saved. This time we are looking for the PDF we want to insert into our
Voluntary Petition PDF. In this example, we will insert our Schedule A PDF.
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2
| e
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Slide notes

Single click on the Schedule A document. If you want to insert more than one PDF document, hold down the Ctrl key on your keyboard and select each

document to be included. Then click Select.
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Slide notes

The next window that appears asks us where we want to insert this Schedule A PDF document.
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Slide notes

We will insert the Schedule A PDF document after the last page of the petition so select After from the location drop-down box, mark the Last radio button,

and then click OK.
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Notice at the top of the window, there are now 4 pages in this PDF. Or, you can see all four pages displayed in the Page Thumbnails tab.

If pages were

inserted that should not be included, click on that page in the Page Thumbnails tab and click the Delete key on your keyboard.

This will delete the page.
Petition and Schedule A document.

In this example, we will not be deleting any pages so the next step is to save our new PDF, which is our combined Voluntary
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We have now inserted pages from one PDF document into another PDF document and saved the resulting file with a new file name.
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Go to the directory where your PDF documents are saved. Select the PDF files you want to combine into one PDF. In this example, we will combine the
Voluntary Petition and Schedule A PDF’s.

Single click on the Voluntary Petition, then hold down the CTRL key on your keyboard and select Schedule A. If there are additional files you want to
include, continue to select them while holding the CTRL button.
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Notice at the top of the window, this is a 4 page PDF (three pages from the Voluntary Petition PDF and one page from the Schedule A PDF). Click the
Page Thumbnails tab on the left-hand side of the application.
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Slide notes

The four pages of your document are displayed. If there are pages that should not be included, click on that page in the Page Thumbnails tab and click the

Delete key on your keyboard. This will delete the page.

In this example, we will not be deleting any pages so the next step is to save our new PDF, which is the combined Voluntary Petition and Schedule A

document.
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So you do not change the initial Voluntary Petition PDF or the Schedule A PDF, we will give our combined PDF a new name. Click in the File name field
and type a new name. Then click Save.
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Slide notes

We have now combined two PDF'’s into one PDF and saved the resulting file with a new file name.
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(+Table of Contents) Inserting Pages/Combining two PDFs into one PDF file FepintoCumEnISIges

Summary

You will now be able to:
= use Adobe Acrobat X Standard to insert

pages or combine two POF documents
into one PDF file.

Use the Table of Contents or the
Navigation bar fo revisit slides.
Press F11 to exit full-screen mode.

Click EXIT when you are finished.

Click here.
EXT |

Slide notes

You will now be able to use Adobe Acrobat X Standard to insert pages or combine two PDF documents into one PDF file. Click EXIT to exit the module.
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