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Introduction: 
Lengthy documents stored on the Internet are sometimes saved as PDF (Portable 
Document Format) files. Placing large amounts of text on an individual web page is 
considered bad Internet practice since it causes users to scroll through a big web 
page, which can become tedious. Instead, website creators can create downloadable 
files of text saved in the PDF format. PDF files can be viewed or downloaded on the 
Internet just as any other multimedia file, such as an HTML file, image, or movie. 
However, in order to view PDF files, you'll need the necessary programs.  

The advantage of PDF files comes in their universal look; no matter what platform 
you open them on, they will look exactly the same. These create a much easier 
distribution method for the author, knowing that no matter how many times the file 
is duplicated, and in what manner, the look will remain the same. Another advantage 
to PDF files is the small file size. 

Opening Adobe Acrobat Reader: 
The program used to view PDF files is Adobe Acrobat Reader. Many computers 
already come equipped with this software. To run Acrobat Reader on your computer: 
Start >> Programs >> Adobe >> Adobe Acrobat. If you are using a current browser, 
Acrobat Reader may be included. Click on a link to a PDF file and the reader will open 
it within your browser. 

Downloading Adobe Acrobat: 
If you're using a computer that doesn't have Acrobat Reader, you can download it for 
free from Adobe's website, http://www.adobe.com. The free version of Adobe 
Acrobat Reader can be downloaded from this web page: 

http://www.adobe.com/products/acrobat/readstep2.html 

Once you have downloaded the program, install Acrobat on your computer. It will 
then be located in Start >> Programs >> Adobe >> Adobe Acrobat. At this point 
you will be able to view PDF files on the Internet. 

Viewing a PDF file in Adobe Acrobat Reader: 
Normal html web pages on the web display in a web browser when you click on a link 
or enter a website URL in the browser address bar. When PDF files are opened, 
however, they are automatically opened in Adobe Acrobat Reader. 

As an example go to this web page in the Rutgers Writing Program website: 
http://wp.rutgers.edu/courses/101/gradatorium/this_is_a.html 

Then, click on the link near the top of the page that reads "PDF" 
(http://wp.rutgers.edu/courses/101/gradatorium/media/a_paper.pdf). When you 
click on the link to the PDF file, Adobe Acrobat Reader will automatically open within 
your browser and the PDF file will display. 

Downloading and viewing PDF files: 
In addition to clicking on a link to a PDF file on the web and viewing it through 
Acrobat in your browser, you can also download the PDF file to your computer and 
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open it up using Acrobat Reader. To save a PDF file, right-click on the link to the file 
and select "Save As" (in Netscape, select "Save Target As"). 

 

Save the file to a location on your computer. Then open up Adobe Acrobat on your 
computer, navigate to the "File" menu, and select "Open." Browse to the saved PDF 
file and open it. Your downloaded PDF file should now be opened in the Acrobat. 

Navigating through a PDF file: 
Whether you have clicked on a link that opens a PDF file in Acrobat in your web 
browser, or if you downloaded a PDF file to your computer, you should know how to 
view and navigate the file in Acrobat Reader. Acrobat Reader features different tools 
that allow you to view the file in various ways. You'll notice that in Acrobat Reader, 
the PDF file looks very much like a standard Word document or a web page. 
Therefore, you can view the file in ways similar to viewing a text document or web 
page. The following is a list of important tools included in Adobe Acrobat Reader that 
will help you in understanding the program and how to view PDF files: 

 

1. Open: Like any other software that you may have encountered, the Open 
folder icon browses your computer to open up a PDF file.  

2. Print: Also self-explanatory, pressing the Print icon lets you print out the PDF 
document to your printer. This may be useful if you wish to use a PDF 
document as a handout.  

3. Show / Hide Navigation Pane: By clicking on this icon, your view of the 
document changes between the normal page view and a navigation view that 
provides small "thumbnail" (preview) images of all of the pages in the 
document. This way, if there is a page that you want to view in the file that is 
many pages into the document, you can select a thumbnail image by double 
clicking on it and be taken to that selected page. Clicking on the Show / Hide 
Navigation Pane icon again reverts the page view back to normal.  

4. Hand Tool: When Adobe Acrobat Reader launches, the default setting for 
tools is the Hand Tool. This feature allows you to "grab" a part of the PDF file 
and drag through one individual page of the document. The Hand Tool is 
different from the normal scroll bar, which scrolls through the entire 
document.  

5. Zoom In Tool: The zoom in tool lets you focus in on one specific area of a 
PDF file and zoom in on it to enlarge the area. You may find this tool useful if 
you are having trouble reading the text in a PDF document. To zoom in on an 
area, select the tool indicated by the magnifying glass icon with a "+" sign in 
the middle, and click on an area as many times as needed to achieve the 
desired size. If you want to zoom out of an area, go back to the tool bar, click 
and hold down on the Zoom icon until you see the magnifying glass icon with 
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a "-" sign inside. Use this to zoom out of an area the same way you use the 
default Zoom Tool to zoom in.  

6. Text Select Tool: For selecting and copying text in a PDF file, you can use 
the Text Select Tool. If you need to copy text from a PDF file and paste it into 
another document, then this is the tool you'd use. You can't use any other 
tool for the operation of copying or selecting text, such as the Hand Tool. 
Only the Text Select Tool can be used. Keep in mind that text within a PDF file 
cannot be changed.  

7. First Page / Previous Page / Next Page / Last Page: These arrows allow 
you to navigate through the PDF document without having to use the scroll 
bar or Hand Tool. The arrows are more or less self explanatory: "First Page" 
takes you to the very beginning of the PDF file, "Previous Page" navigates 
through the document backwards, "Next Page" goes forward through the 
document, and "Last Page" takes you to the end of the document.  

8. Actual Size / Fit in Window / Fit Width: These are different modes of 
viewing a PDF file that adjust to various selections. Actual Size displays the 
file in its original state at 100% screen size. Fit in Window adjusts to show an 
entire page in the screen without having to scroll. Fit Width adjusts the width 
of the document to the entire length of the screen, without having to scroll 
horizontally.  

9. Rotate View 90 CCW / Rotate View 90 CW: If for whatever reason you 
need to rotate a PDF file clockwise or counterclockwise, this feature allows 
you to rotate the document as many times as needed to achieve the desired 
view. This tool may be useful if there is an image on a page that you might 
want to view differently.  

10. Find: This helpful tool searches for words in a PDF document. Rather than 
scrolling and searching through an entire document to find what you are 
looking for, the Find tool allows you to input a word (or words) and finds the 
term based on your specifications. The instance of text found will be 
highlighted on the page. You can continue searching for more instances of 
your search term.  

Outside Resources: 
Acrobat Reader Tutorial < http://w3.aces.uiuc.edu/AIM/scale/tutorials/Acrobat >  
By clicking the button you wish to learn about, a new page will be shown that goes 
into a detailed description of that button's purpose. 

Adobe Acrobat Tutorial < http://jeffcoweb.jeffco.k12.co.us/isu/home/acrotut.html >  
Explanation of the various toolbars and options in Acrobat, including how to use it in 
conjunction with your web browser. 

 


