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Acknowledgement of Country
We recognise the Ongoing Custodians of the lands and waterways 
where we work and live. We pay respect to Elders past and present as 
ongoing teachers of knowledge, songlines and stories.

We strive to ensure every Aboriginal and Torres Strait Islander learner 
in NSW achieves their potential through education.
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Mungo National Park. Willandra Lakes World Heritage Area.
Barkindji, Paakantyi, Mutthi Mutthi and Ngyiampaa Lands

Photo courtesy of Visit Mildura



Agenda
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Why the changes?

Do you need a license?

Working with PDFs

Adobe Express

Canva

Resources
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Why have there been 
licensing changes?
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Do you need a 
Creative Cloud licence?
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Click here to access 
the full interactive 
infographic.

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Adobe-Enterprise-Agreement-Overview.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Adobe-Enterprise-Agreement-Overview.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Adobe-Enterprise-Agreement-Overview.pdf
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Working with PDFs
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Are you "editing" a PDF?

• Changing existing text or features on the 
document

• Redacting TextYES

• Completing a fillable area on the document

• Adding your own text box

• Marking up the document using digital inking tools

• Signing ad adding a digital certificate
NO
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Set your default PDF viewer

Mac Win 11 Win 10

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/PDF-Default-Mac.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/PDF-Default-Windows11.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/PDF-Default-Windows10.pdf
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Options in Microsoft
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Creating a PDF from Microsoft Documents

Save an email as a
PDF (Outlook)

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Save-as-PDF-M365.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Outlook-Print-as-a-PDF.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Outlook-Print-as-a-PDF.pdf
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Example Workflows from Microsoft Apps

Create

Save

Download

Note: Create PDF via Export is only available in the desktop apps
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Using the Microsoft Edge Browser for PDFs
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Options in Google
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Creating a PDF from
Google Workspace Apps

Save as PDF
from Google Workspace

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Save-as-PDF-Google.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Save-as-PDF-Google.pdf
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Using Acrobat Reader 
to Sign or Certify
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Acrobat Reader

Use a Digital Certificate

Fill and Sign

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Acrobat-Reader-Certificate-to-Digitally-Sign.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Acrobat-Reader-Fill-and-Sign.pdf
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Adjustment to Workflows 
in TRIM
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PDFs into TRIM

Old Workflow
• Direct Create PDF won't work without the license.
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PDFs into TRIM

New workflow
• Open document as a read only document

▪ (double click document)
• Save as a PDF – ideally to desktop (select this location 

before hitting publish)
▪ In desktop Word app use Export then select 

PDF/XPS option, Online use Print, then Microsoft 
Print to PDF

• Close word document
▪ Ensure that the document is checked back (if 

editing the document in offline mode) in if putting 
a new revision onto an existing record

• Then upload by dragging and drop into the document or 
record or catalogue as a new record.

• Delete PDF from desktop

Saving a Microsoft 365 
document as a PDF

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Save-as-PDF-M365.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Save-as-PDF-M365.pdf
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Adobe Express



How to Access Adobe Express
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Staff Login

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Express-Staff-Login.pdf


Convert to PDF
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Convert to PDF

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Express-Convert-to-PDF.pdf


Convert from PDF
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Convert from PDF

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Express-Convert-from-PDF.pdf


Edit Text and Images
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Edit Text and Images

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Express-Edit-Text-and-Images.pdf


Combine Files and Organise Pages
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Combine Files Organise Pages

https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Express-Combine-Files.pdf
https://t4l.schools.nsw.gov.au/content/dam/doe/sws/schools/t/t4l/pdfs/Express-Organise-Pages.pdf
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Canva



How to Access Canva



Upload Document



Save as PDF



Organise Pages

Grid View

Shuffle or delete pages,
Add by copy and paste from 

another open Canva 
document

Select pages to download 
(option available via Share button)
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Further Resources
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Adobe for Education

T4L Website

Express

Acrobat

https://t4l.schools.nsw.gov.au/resources/professional-learning-resources/adobe-for-education.html
https://t4l.schools.nsw.gov.au/resources/professional-learning-resources/adobe-for-education/adobe-express.html
https://t4l.schools.nsw.gov.au/resources/professional-learning-resources/adobe-for-education/adobe-acrobat.html
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