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How to Insert an Adobe Acrobat .pdf document image into a Word document.

You must have Adobe Acrobat (not just the “Reader”) to do this.

Open Adobe Acrobat Open the pdf document you want to insert.
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Acrobat may open the document at 81%. You  Click on the camera icon (next to “Select
may want to adjust the image size. See “Note:  Text”). It’s named “Snapshot Tool.” Your
Image Size” on the next page. ~cursor will change to something like this: “+.”
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Click on one corner of the image and, holding A flash will occur and this will be displayed.
down your mouse button, move to the Click on “OK”

opposite corner of the image. A dashed line

will outline the image. Release the mouse

button.

Adobe Acrobat

i ) The selected area has been copied to the clipboard.

(oo not show this message again:

Because | only outlined (with the dashed line)  You may then simply paste the image of the pdf

the text in the document, this is what was document into your Word document (as | did
captured and copied to the clipboard. on the left)
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o | If you want the image of the whole document
sheet to include borders, don’t outline anything
with the dashed line. Simply click the mouse
button and the whole document sheet will be
snapshot. If you want only part of the

So— — document, then outline only that part with the
o e dashed line.
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I[“ Note: Image Size. At whatever size/resolution
o you choose before you snapshoot it, that will be
==w=rrw  the resolution/ crispness of pasted image. For
== example, the image of the SF 33 document in
— the upper left part of this sheet was captured at
50%. (When you zoom to 500% on this image,
m=w—  the textis illegible.) The SF 33 image on the
left was captured at 100%. (When you zoom to

500% on this image the text is quite legible.)
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