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Why use PDF?

PDF is cross-platform, meaning it can
be viewed, shared, and printed on
various computer systems.

Common PDF uses

1. Share Data - Make it so the data can’t be manipulated and shared.
a. Reading Materials
i. Manuals
ii. Receipts
lii. Handouts

2. Business contracts and agreements.

3. Storing Data - Scanning physical objects into a digital representation
a. Free up clutter

b. Ability to reorganise faster.




How to get PDFs?

1. Online Downloads

2. Emall Attachments

3. Scanning Documents

4. Converting Files to a PDF

Downloading a PDF
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Is this file a PDF?
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A suffix added to the file name to
indicate the file’s type.
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Examples of file extensions

Text and word processing files doc, docx, odt, pages, rtf, txt, wpd, wps »
Spreadsheet files csv, numbers, ods, xIs, xIsx = C,\ &
Web-related files asp, aspx, css, htm, html, jsp, php, xml %
Image files bmp, gif, ico, jpeg, jpg, png, raw, tif, tiff J1 -/m
Audio and video files aif, mov, mp3, mp4, mpg, wav, wma, wmv />

Draw program files afdesign, ai, cad, cdr, drw, dwg, eps, odg, svg, vsdx -m

Page layout files afpub, indd, pdf, pdfxml, pmd, pub, gxp

Programming files c, cpp, Cs, java, js, json, py, sql, swift, vb S
Compression and archive files 7z, rar, tar, tar.gz, zip

System files bak, cfg, conf, ini, msi, sys, tmp

Executable program files app, bat, bin, cmd, com, exe, vbs, x86
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Staff Day Presentations Inbox x

@ === Hyperlink: When you click on a link,
e 1€ link will take you to the target of the
link, which may be a webpage,

e e document or other online content.

Karia Fitch / Connecting For Kids
Disability - Ableism
hitps://drive.google comvfile/d/1RUNOIGW6893 6KiGZK734DRVCT0n/

Katie Matisse / KSU
Recognizing Bias
https.//drive.google.com/file/d/1sIwTh1gE2TmMXYjoMTISLZCUIAMSbrF Z/view

Yhonkls| Email Attachment: A computer file
et o sent along with an email message.

I rather fail with a purpose than succeed for no reason’ - Nam June Paik

One or more files can be attached to
2 sment - Sy G O any email message, and be sent
along with it to the recipient.

B Recogrizingas . g [ DisabiltyTalcAL. g




Print

This is a preview of the file.

Not the actual file downloaded to the computer. &9 &, :

Moref

Options
Disability Series: P

What You Say and Do

Matter

Common PDF uses

1. Share Data - Make it so the data can’t be manipulated and shared.
a. Reading Materials
i. Manuals
ii. Receipts
lii. Handouts

2. Business contracts and agreements.

3. Storing Data - Scanning physical objects into a digital representation
a. Free up clutter
b. Ability to reorganise faster.




Electronic Signatures

Oxford Languages defines an electronic signature as symbols or other data in
digital form attached to an electronically transmitted document as verification of
the sender’s intent to sign the document.

What is an electronic signature?

An electronic signature acts as an acceptance or approval of the contents
within a document or form. All that is needed for an electronic signature is a
mark, which can be captured through a check box, typed name, electronically
signed name, or uploaded signature image. Electronic signatures reveal the
intent by the signer to sign the document.

https://www.formstack.com/resources/blog-electronic-vs-digital-signatures

Here’s how electronic signatures fall short.

Electronic signatures are just that: a pen and paper signature
captured electronically. Because of this, there is not an
authentication process that verifies the signee or document.

What separates digital signatures from electronic signatures
is the way digital signatures use a digital certificate to encrypt the
final signed document. This includes evidence of the signer identify
via unique link sent via email, SMS, shared password between the
sender and a signer, or a similar method.

https://www.formstack.com/resources/blog-electronic-vs-digital-signatures




Benefits of Digital Signatures

Digital signatures provide a more secure process for gathering electronic signatures. Thanks to
top-level encryption, digital signatures can authenticate the document and signees, providing a
layer of protection above a more general electronic signature. Digital signatures are
recommended for those in highly regulated industries, such as insurance, real estate, and
financial services.

Here are some cases where people use digital signatures:

e Rental Applications

e Employee Contracts

e Loan Agreements

e Nondisclosure Agreements

e Vendor Contracts

https://www.formstack.com/resources/blog-electronic-vs-digital-signatures

Signature Authentication Software F.\’j PandaDoc

DocuSign for businesses that sign lots of things Docu 2VZ0.a"

HelloSign for integration with cloud storage

Adobe Acrobat Reader for occasionally signing documents on a PC Y H E L Los I G N

. . . a Dropbox Company
eSignatures.io for a pay-as-you-go option

SignWell for a free eSign app s eSignGtu reS.iO

PandaDoc for collecting payments when people sign

signNow for small teams So [ ’ ( !( !

https://zapier.com/blog/best-digital S, N
-signature-apps/#DocuSign %ﬂ (s /78
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Digital Electronic
Singatures Signatures

DIGITAL SIGNATURE = AUTHENTICATED DIGITALLY
Uses computer based encryption that authenticates that the signer legitimate.

MULTIFACTOR
AUTHENTICATION

I:LOGGED IN:I




ELECTRICAL SIGNATURE = NOT AUTHENTIC

There is no way to prove who signed the document in a legitimate way.
Relying on the trust of signer and sender of the document.

ELECTRONIC
WSIGNATURES

YouTube Video Name:
FREE Options to Sign PDF | Make an Electronic Signature

YouTube Channel Name:
Leila Gharani

https://www.youtube.com/watch?v=3tqb1htxz1k




‘i Paint3D

Making a signature in Paint 3D on Microsoft Windows

1. Signature is saved onto your computer as a .PNG file

2. Has transparent background
a. Will not interfere with background graphics

3. Signatures can be edited to fit your style.

4. No online registration

www.adobe.com

Adobe Acrobat Reader

Accessible on Windows, Mac, and Online

Save your signature and initials on the Adobe website.
How to Sign a PDF:
1. Type it
2. Draw now
3. Upload picture

EDIT PDFs on Chromebooks
www.theverge.com/2022/7/27/23280660/google-photos-chromebook-gallery-pdf-video-movie-editor-themes




Livmin  DocHub

Same as Adobe Acrobat Reader. Designed for phones & tablets.

android

# Download on the

GETITON
¢ App Store ’\ Google Play

'] Microsoft®

=a.0ffice 365 @8 worc

Try the free version of Office 365 online www.office.com

Modify the image wrapping of signature to
“In front of text”

Having your signature image “in front of
text” prevents the text of the word
document from being modified




Attaching Q™

Files

YouTube Video Name:
How to attach files to an email in Gmail

YouTube Channel Name:
Blungo

www.youtube.com/watch?v=NGu6MOEDNel

Signing &

Oigitization




www.naps2.com

NAPS2 - Not Another PDF Scanner

Scan documents to PDF and more, as simply as possible.

[ Profile Settings X
Display name: “ Scanner Sharing X
Canon MP435 (Color) |
\-7 Shared scanners can be used from other computers on the local network by
© WIA Driver (O TWAIN Driver [3 selecting "ESCL Driver" in the other computer's NAPS2 profile settings.
Device: - - -
WIA Canon MP495 ser Choose device D \
—t) 8}
© Use predefined settings () Use native Ul Deslﬁ%aggnon Desﬁg{%DBrv!;ther
Paper source: Bit depth:
Feeder . i 24 & Color 2t @ Share & Edt ¥ Delete Done
Page size: Resolution:
US Letter (8.5x11in) ~ | 300 dpi v

Scanner problems and troubleshooting

Common problems with scanner are scanners won't turn on, strange noises from scanner, Scanners won't scan etc.

Tips to troubleshoot the basic scanner related problems are:

Vi.

Make sure scanner is plugged into power and connected to the computer.
a. The USB being used may become the default USB for the printer after setting up the scanner.
Make sure you want that setup USB to be for the scanner.
Turn on the scanner
Power ON the computer.
Install the scanner software onto the computer. Hardware such as scanner requires computer drivers
to work. Check scanner documentation for a CD, DVD, or download website.
Run scanning software and select designation printer.

If failure to scan restart the computer and leave the scanner ON.

https://www.helpcloud.com/blog/5-of-the-most-common-scanner-issues-and-how-to-fix-them/




Digital Printing and Creating PDFs

Theory of Society ¥ ® ? = m] X
Edit View Insert Format Tools Add-ons Help Lastedit was 6 minutes ago oo
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Printer
Konica

Save as PDF
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| Konica

INTRODUCTIO!

Add a printer

Layout
o Portrait

O Landscape

Pages

O A
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0Odd pages only

Even pages only

e.g.1-5,8, 11-13

Color

Cancel

PRODUCT QUA|
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When printing you may notice “Save as PDF”option.

“Save as PDF” will popup a window to select where to save
the PDF file onto your computer.

(W] Save As

=]
@uvf J. » Computer » Local Disk (C) » New folder ~ %2 [ Search o
Organize v New folder v @
& Downloads = Name & Date modified
=] Recent Places
No items match your search.
9 Libraries
\j Documents L
JW Music
|&=| Pictures
Videos
1% Computer i
B9 local Dick (7 | U Y
File name: Docl -
Save as type: [Word Document R
Tags: Add atag
[] Save Thumbnail
2 Hide Folders Tools ~ Save | [ Cancel |




iPhones have files,
folders and can save
document too.

9:41

Top Hit

a

Look for the “Files” app S
on the iPhone or iPad. | ‘. 0 sies

. files on iphone
Some files are saved [gEams

to the phone or maybe [C-EEES
the iCloud storage. © e manager

Q files.— Open

The instructions to make ] ]
PDFs on iPhone are too

complex for this course. | https://macpaw.com/how-to/make-pdf-iphone

Every android phone
(non-iphone & iPad) had no
problem creating and using PDF
documents.

android

Look for the “Files” app to find all

documents inside your phone.
- Be careful not to delete files L ~ .
and go into folders that may
break your phone. Drive Earth Files Files

- Only open Documents,
Downloads, Pictures, Music.

https://www.androidpolice.com/find-downloads-android-phone-tablet/




Practice:

ALPL Event Website
https://live-alpl.pantheonsite.io/event/pdf-documents-40697

- See what happens when downloading this presentation.

- Try Signing the PDF Practice Document download.

ALPL Scanning Services
1. Scan to a USB thumb drive
2. Send to an email address

3. Faxing




