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Navigate to and select all the files to include in the PDF Package, then click Open. You may need to select add files
multiple times if files are located in different places.
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A PDF Package can contain folders as well. To add a folder to the PDF Package, select Add Folder.
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To finalize the package, on the File tab select the down arrow next to Save, then select Save As.

(Soves | File Edit View Document Form ET
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Save As  Ctrl+Shift+5 o

Save All Shift+F2

Packagel.pdf* =
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Enter the name of the PDF Package and select the location to save the PDF Package, then select Save.
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Nuance:
Select File.

View Comment Advanced Processing Security

Docu t S
e €5 From Scanner ~ | & Advanced )

X Delete Assembly Word

Pages Create Page Rotate

On the New tab, select Create PDF Portfolio.
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D Blank PDF
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Print

E Create PDF Portfolio

Options

él From Scanner

Select the icon for the task you wish to perform.
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1) When you select Add files, navigate to and select all the files to include in the portfolio.
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e « 4[]« Work
Organize v New folder
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& ThisPC
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|5 Documents
¥ Downloads
b My Music
B My Videos
&= Pictures
i OSDisk (C)
= BDEDrive (E)
= Storage (F)

& OneDrive - Flo)

OneDrive for B
v

File name: | Project WorkFlows zip

x
» Documentation » PDF Information v O Search PDF Information p-]
=~ MH o
Name Dste modified Type Size
"L Acrobat DC JavaScript API Reference.pdf Adobe Acrobat D... 4273KB
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Cancel

2) When adding an existing folder the window will look like the “Browse For Folder” window pictured below.

Browse For Folder *

Choose folder to add to portfolio:

A4 Work -
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Motebooks
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Projects
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‘+a Libraries
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3) Then enter the folder name and click OK.

Make New Folder Cancel
Mew Folder oo
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Cance
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To finalize the Portfolio, select the Save icon on the ribbon.
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Enter the name of the Portfolio and select the location to save the Portfolio, then select Save.
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Adobe:
Select File, Create, then PDF Portfolio.

u Adobe Acrobat Pro DC
W Edit View Window Help

/7 Open..

al

Save as Other

Export To
Send File

o

1 V\codata\shares\CO\Const\..\Memao Style.pdf
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Exit
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£3 Combine Files into a Single PDF...

7 Create Multiple PDF Files...

I% Create Form...
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Ctrl+Q

To add files, drag and drop them into the dialog box or select Add Files, then select the icon for the task you wish to

perform.
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Select Add Files, then navigate to and select all the files to include in the PDF Portfolio, then click Open. You may need to
select Add Files multiple times if files are located in different places.

NOTE: if you add a folder, it will add the files within the folder to the PDF Portfolio, but not the folder itself. See below
for instructions on creating a folder.

[ Add Files X
« ~ 4 E s ThisPC » v O Search This PC =l
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My 62.3 GB free of 232 GB CVD L) 209 GEB free of 465 GB
¥ Metwaork .
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[.‘ Shortcut
214 KB
File name: v‘ Al Files (*+) v
To add a folder to the PDF Portfolio, select Create Folder.
"X Portfoliol.pdf - Adobe Acrobat Pro DC
File Edit View Window Help
Home Tools Portfolio1.pdf x
L
® B8 X
[y
(&

Then enter the folder name and click OK.

Enter new folder name:

QK Cancel
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Double click the folder to open and repeat steps above to add files to the folder.

% Portfolicl.pdf - Adcbe Acrobat Pro DC
File Edit WView Window Help

Home Tools Portfolia1.pdf x

B & B4
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To finalize the package, Select File, then select Save Portfolio.
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Navigate to the location you wish to save the Portfolio and enter the name of the PDF Portfolio, then select Save

™ » ThisPC » Documents » AA » PDFPackage

v O Search PDF Package 2
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Save Cancel

Frequently Asked Questions

Question 1: | can’t open a macro-enabled Excel file from the PDF Portfolio/Package.

Use Bluebeam or Nuance to open macro-enabled Excel files (.xIsm) from the PDF Portfolio/Packages. Adobe
security settings will not open macro-enabled Excel files.

NOTE: Ensure all contractor certificates (ex. Form Nos 700-050-62 and 700-050-67/68) are submitted as .xIsx.

Certifications submitted as .xIsm should be sent to the contractor for resubmittal per the form
instructions.

The only .xIsm file submitted in a PDF Portfolio/Package should be Form 675-030-20A, Asphalt Roadway
— Daily Report of Quality Control within the Asphalt Lot Submittal Package.
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