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Session Overview

* Version differences

* View options

* Annotations / mark-ups / signatures
* Hyperlinks / bookmarks

* OCR / scanned documents

» Pasting PDF data into Word / Excel
* Open Q&A
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Reader vs. Acrobat

Adobe Reader Adobe Acrobat
* Free * Paid application
* View, search, and print * View, search, and print

PDF files PDF files
 Create/edit PDFs

 Convert PDFs to other
formats

* Merge files into PDF
* Create PDF forms
« Sign/protect PDFs
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Acrobat Versions

Support for Version 9 expired in 2013

Version X (what I’m demonstrating today)
introduced a new toolbar and menu

Version Xl is the current version

The different versions have the same
basic feature set, but the toolbars and
menus have been changed

The “Pro” versions add advanced features
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Acrobat 9 vs. X

 New menu/ribbon layout

Acrobat 9

[ 2013 Barry County- ;
File Edit View Document Comments Forms Tools Advanced Engagement Window Help

: A:;JL Create ~ gj Combine ~ @ Collaborate ~ & Secure v / Sign ~ @ Forms ~ _? Comment ~

Iml - BN @’) P 1 /197 Ik (N7 & (8 ® 88% > = (]| Find » (& Tickmarks ~
Acrobat X

%L 2013 Barry County-FS Final Draft.pdf - Adobe Acrobat == ECH <
File Edit View Engagement Window Help *

Ruate- | E S H| & BR[1—00006 & &

@ Jw NG |©® BB 0

Tools

Comment Share
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Acrobat 9 vs. X

Acrobat 9 Acrobat X
E 2013 Barry County-F5 Final Draft.pdf - Adobe Acrob.
Eile Edit VMiew Document Comments Forms Advanced Engagement Window Help TDD|S- Cl:lrl‘lment ShHrE
=) = = 7 - -
'_\,.rj Create » Ehl:_;j Combine + @ Collaborate Comment & Markup Sticky Note [E] -
Select & Zoom ¥ | ] Text Edits ,
= 7 A 3 * Annotations
[] = = W 1 | Advanced Editing »| Stamps g

Typewriter v | 7] Highlight Text Tool

s y | {f] Underline Text Tool &
% Cross Out Text Tool @

Customize Toolbars...

{;’ Attach a File as a Comment
H..'— Record Audio Comment Tﬂ; E-ll::"ﬂa % Ill E
é Paste Clipboard Image as Stamp Tool
Eh, Callout Toel
[=] Text Box Tool
. Cloud Tool
A Arrow Tool E@ =
|———1 :

 Line Tool . I:‘-;I |:|
[] Rectangle Tool = —

o S @ f
© Oval Tool S ﬁ?

{* Polygon Line Tool

* Drawing Markups

7 Polygon Tool

: * Review
. Pencil Tool
& Pencil Eraser Tool .
L @ Send for Shared Review
w,+ Show 3
Show Comment & Markup Toolbar Send for Email Review

ET) Track Reviews...

* Comments List (0)

@ Find | 8- @~ B3
This document has no comments. n n

om delivered.




Acrobat 9 vs. X

Acrobat 9 Acrobat X
* Comments List (44)

-
]
-
']
Le <]
1
]

|Q} Find |

SBlann  consider moving this to note 10, and freeing up some space on this page

iy - [ | SBlann~

Page 21 05/24/2014 3:52:22 PM

= Page22 consider moving this to note 10, and
L) ... ] ] - ] freeing up some space on this page
SBlann is this interest revenue really restricted to delinquent tax administration?
20 [l Highlight T SBlann~ O

fiinliddEln Page 22 05/24/2014 3:54:12 PM

iz this interest revenue really restricted to
delinguent tax administration? Maybe this
iz better in general revenue? What do you
thinlk?

[ | SBlann~
Page 25 05/24/2014 4:22:17 PM

this fits an one line on the income
statement

£, SBlann~
Page 27 05/24/2014 4:25:42 PM
Prepaid self4nsured retention balance
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Create a PDF

* Print using the Adobe print driver
» Save as PDF (Excel, Word, PowerPoint)

» Use Adobe plug-ins
- Within applications
- From an Explorer window
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Insert / Re-order Pages

* Use the Page Thumbnails view to see
multiple pages at a time

* Drag and drop: o e .
- Re-order pages T I
- Insert pages
- Insert whole files
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Combine Files

» Combine multiple files into a single PDF
from the create button

£%] Combine Files

(& Add Files... =

Drag and drop files to add them, and then arrange them in the order you want.

Name Page Range Size Modified Warnings/Errors
%l Combine - April All Pages 2361 KB 05/22/2012...
% Combine - August All Pages 2361 KB 05/22/2012...
%l Combine - December All Pages 2361 KB 05/22/2012...
%] Combine - February All Pages 2361 KB 05/22/2012...

] 3 All Pages 2360 KB
- July All Pages 23.61 KB 05!22,"2012...

- June All Pages 2361 KB 05/22/2012...
- March All Pages 23.61 KB 05/22/2012...

% Combine - May All Pages 2361 KB 05/22/2012...
%] Combine - November All Pages 23681 KB 05/22/2012...
% Combine - October All Pages 2361 KB 05/22/2012...
% Combine - September All Pages 2361 KB 05/22/2012...
@ Mave Up @ Mave Down Choose Pages @ Remowve File Size:

Combine Files ] ’ Cancel ]
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View Settings

» Fit Page vs. Fit Width

* Single vs. Two Page = 0 MM
 Scrolling (on/off)

* Read Mode i \

Page MNavigation

| PegeDiply v [
ot Fu l l SC ree n Loom - Enable Scrolling

Tools » (1] Two Page View

TR * AA Iwa Page Scrolling

Share W Show Gaps Between Pages

Show/Hide v Show Cover Page in Two Page View
|Z| Read Maode Ctrl+H Automatically Scroll Shift+ Ctrl+H
Full Screen Mode Ctrl+L

E’ Tracker...

Read Cut Loud
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iNg Views

Rotating Pages

* Rotating pages vs. rotat

March 2014

nce Requirements

PART 2 - MATRIX OF COMPLIANCE REQUIREMENT

INTRODUCTION

This Part identifies the compliance requirements that are applicable to the programs included in
this Supplement. Because Part 4 (Agency Program Requirements) and Part 5 (Clusters of
Programs) do not include guidance for all types of compliance requirements that pertain to the
program (see introduction to Part 4 for additional information), the auditor should use this Part 2
to identify the types of compliance requirements that apply. The box for each type of
compliance requirement will either contain a “Y™ (for “Yes™ if the type of compliance
requirement may apply) or be shaded (if the program normally does not have activity su
this type of compliance requirement). In addition, those programs with ARRA funding are
shown in bold and, even if no other Special Tests and Pro ns are applicable,

Tests and Provi *is marked as *Y” due to the coverage of ARRA in Part 3-N.

Even though a Y™ indicates that the compliance requirement applies to the Federal program, it
may not apply at a particular non-Federal entity, either because that entity does not have activity
subject to that type of compliance requirement or the activity could not have a material effect on
amajor program. For example, even though Real Property Acquisition and Relocation
Assistance may apply to a particular program, it would not apply to a non-Federal entity that did
not acquire real property covered by the Uniform Relocation Assistance and Real Property
Acquisition Policies Act. Similarly, a“Y" may be included under Procurement; however, the
audit would not be expected to address this type of compliance requirement if the non-Federal
entity charges only small amounts of purchases to a major program. The auditor should exercise
professional judgment when determining which compliance requirements marked Y™ need to be
tested at a particular non-Federal entity.

When a “Y™ is present on the matrix and the auditor determines that the requirement should be
tested at a non-Federal entity, the auditor should use Part 3, Compliance Requirements, and Part
4 (or 5), if applicable, in planning and performing the tests of compliance. For example, if a
program entry in the matrix includes a Y™ in the Program Income column, Part 3 provides a
general description of the compliance requirement. Part 3 also provides the audit objective and
the suggested audit procedures for testing program income. Part 4 (or 5) may also include

specific information on program income requirements pertaining to the program, such as
restrictions on how program income may be used. Part 6, Intemal Control, may be useful in
assessing control risk and designing tests of internal control with respect to each applicable
compliance requirement.

When a compliance requirement is shaded in the matrix, it normally does not apply to the
program. However. if specific information comes to the auditor’s attention (e.g., during the
normal review of the grant agreement or discussions with management) that provides evidence
that a compliance requirement shaded in the matrix could have a material effect on a major
program, the auditor would be expected to test the requirement. This circumstance should arise
infrequently.
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Rotating Pages

» Rotating pages vs. rotating views

- Rotating views only changes the on-screen display
« Doesn’t save the setting for other users

- Rotating pages actually changes the PDF

G Saves for all users lﬁ
o CTRL+SHIFT+R Or (W[ Zail | Clockwise 90 degrees -
right-click on thumbnail Page Range
= Al
@) Select
() Pages From: |1 To: |1 of 11

Rotate: ’E\.ren and Odd Pages v]

’ Pages of Any Orientation v]

| ok || concel
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Using Multiple Monitors

* Open additional copies of the same file
- Window | New Window

* Switch between copies of the same file
- ALT+TAB

» Rearrange windows
- Drag the title bar to the top or side of any screen
- Use the Windows key u + arrow keys

2
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Using Multiple Monitors
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Annotations / Mark-ups

* There are many ways to leave comments

in a PDF =

- Sticky notes
- Highlight text

) = gdesloover =
06,/04,/2014 4:56:24 PM

are we sure this is correct?

%, #
- Strike-out or replace text =
- Arrows
5Blann
- Boxes . Should be $165,477,961
The eutsanding bal -
Receivables, net: i
Accounts
Property taxes
Due from other governments
s 2,053,627 et s i

be deleted
rRehmann
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Annotations / Mark-ups

* The best way to review comments is on
screen
- See who left each comment, without missing any

* When printing, select Document and
Markups to include graphics

- To print a list of comments with page numbers,
select “summarize comments” on the print menu

Comments & Forms

|Ducument and Markups ~r|

| Summarize Comments |




Electronic Signatures

* 3 primary ways to “sign” a PDF
- Type your name/initials with the typewriter
- Use a stamp with your name/initials
- Apply a digital signhature

KMS 2/28/2014

= 03!08/2014

" Digitally signed by
2 ry-d es | oov [?r@ re h jerry.desloover@rehmann.com
Mann.com Date: 2014.06.03 10:2756 0400° |

N @
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Headers/Footers

* Apply page
numbers

 Denote draft
versions and
dates

Add Header and Footer (=
Saved Settings: DRAFT (upper right) - I Delete l I Save Settings... ]
Font Margin (Inches)
MName: ’Arial vl Size: 14 - @ @ Top: |05 % Bottom: IU.S %
Appearance Options... Left: 0.5 = Right: |0.5 =
Left Header Text Center Header Text Right Header Text
DRAFT
<<mm/dd/yyyy> >
Left Footer Text Center Footer Text Right Footer Text
Insert Page Number Page Number and Date Format...
Preview
Preview Page  [1 o1 Page Range Opti
e ge = o age Range Options...
1
! DRAFT
1 1
______ 0902202014
i i
1 1
1 1
i i
1 1
T o
1 1
1 1
1 1
i i
______ SRRy NP
i i
1 1
1 1
K ] ’ Apply to Multiple ] [ Cancel
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Backgrounds

Add Background E
S ave a I I d Saved Settings:  |[SEYRCSENTELEELENNE ~ I Delete ] I Save Settings... Page Range Opticns...
Source Preview
a p p ly @ Fromcolor | Preview Page |1 = ofl
@ File R Letterhead - GR.pdf Browse... #Rehmann e
letterhead retinis | A [ =
e
e
Appearance o s b e
Rotation: IU" :
=
Opacity: U |1uu% z ot rerio ot i
- ==
Scale relative to target page IlUU% = T T e
Appearance Options... = T
[y el
[
Pesition
Vertical Distance: IU = |Inches | from - -
Horizontal Distance: IU = |Inches +| from |Center ~ e B i Fm L
o [oomuine ] (ot
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* Stamp
pages as
DRAFT

Watermarks

Add Watermark
Saved Settings: DRAFT - Delete i Save Settings
Source
DRAFT
@ Text

Font: ’ Arial - ] Size: -

) (m]
() Eile |<Nosourcefileselected> Browse...
Page Number: IU : Absolute Scale: I :

Appearance

Rotation: () -45° () MNone @ 45° () Custom |45" =

Opacite: 1} |10% z
Scale relative to target page IlUU% =

Location: @ Appear behind page () Appear on top of page

Appearance Options...

Position

Vertical Distance: IU_: ’Inches v] from ’Center v]

Heorizontal Distance: IU_: ’Inches v] from ’Center v]

Preview

Preview Page |1 = ofl

el

Page Range Options...

Sapheribar 34, 7034
schn L Do
m
Sampis Chy, MI-45678
P Sarmpe Latter i Apgly Litcarbend.

Duar bir. Doa:

Loraem fzmm dekar it wmet, comacistur sdipicing . Corstiter guis s metss. Com quis s
e sl mi. Ca

o torter,

Iokorts fell. Msscnas s velputste nibh, spet sagttis torisr. Cusishur quis torisr des. Prasmnt
oo sl -

rrabemiacda & barciratt vel, Bkt sget matus ntager farrpus et vel s fegiet, 1t omars st
ety

placarst talz arim, md ports lso dapbur b, Mulam 3t armet doice u vl pones b
Seapandine 14 volsset mesrie Mells auctoe lacrast dclcr s friiticus. Cran ersor dl el s
Fuusciies, aad Fringlle orct ks,

Pt pohirar partttor s in sabsds, Frain St smet smeeds S Prassles e S

- Ftrum m
handrack e arut ot amset lsorest. Loves Ipmm dolor 5k amet, conmmctetr adighiing sit. Doec

comrmods metes. Duls e gt dolor, st wiibr sma ol i1 sgse e, mgth
bibersluen

Ve trdy s,

‘Supher W, Bann, CPA, DSIM, CEMA
Dirmcor of Governmantsl Audt Dusity

0K ] ’ Apply to Multiple ] ’ LCancel
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Bookmarks / Hyperlinks

* Bookmarks allow L] ook -
. P Ek m (& &
organized 7 G
o o \.’Cf? [7' Table of Contents
nav.lgat.lon th rough @ [P Introductory Section
l f- l ={F Financial Section
a rge ] eS |!Eyj'j’ [P Independent Auditors’ Report
B N av] ate tO the deS] red [P Management's Discussion and Analysis
g ={F Basic Financial Statements
V'| ew [P Government-wide Financial Statements
[F' Fund Financial Statements
n SeleCt NeW BOOkmark [P Notes to the Financial Statements
[P Required Supplementary Information
- Name’ drag) and dI’Op [F' Combining and Individual Fund
-Into the deS-I red Statements and Schedules
. . [P statistical Section
location in the tree
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Bookmarks / Hyperlinks

» Hyperlinks allow o
users to CliCk Link Type: [T ~| LineStyle: [Solid -
within a PDF to : :1| coor
jump to a location | .
- Select the link tool S
- Draw the selection  oreneupmos
area, and set its _
appearance -

- Navigate to the
destination and save
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OCR/Scanned Documents

* Clean (print to PDF) files are always
better than scanned files

Scanned

e the People of the United States,

domestic Tranquility, provide for
the Blessings of Liberty to ourselves an
United States of America.

Print to PDF

¢ the People of the United States,
domestic Tranquility, provide for
the Blessings of Liberty to ourselves anc
United States of America. Rehmann
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OCR/Scanned Documents

» Scans can be optimized and made
readable using Optical Character
Recognition
- Document | OCR Text Recognition (Acrobat 9)
- Tools | Recognize Text (Acrobat X)

* Also fixes some page skewing issues

* OCR is not perfect, so be careful relying
on it for text searches
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PDF to Word / Excel

* Highlight, copy, and paste text
- Works for “clean” (print to PDF) and OCR files

 PDF tables

- Right-click and “copy as table” (Acrobat 9) or “copy
with formatting” (Acrobat X)

* Snapshot tool

- Copy sections or whole pages into the clipboard
» Tools | Select & Zoom | Snapshot (Acrobat 9)
Edit | Take a Snapshot (Acrobat X)
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Open Q&A

* How do l...7

 Why can’t I...?

« Can you show me how to...?
* |s there any way to...?




For more information...

Stephen W. Blann, cpra, CGFM, CGMA
Director of Governmental Audit Quality
Rehmann

stephen.blann@rehmann.com
www.rehmann.com/government
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