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Do you need a
Creative Cloud licence?



NSW DoE Adobe Enterprise Agreement

he following 15 an overview of
the Adobe tools that are
available to staff and students Acrobat Reader
under the NSW Dok Adobe }u
Enterprise Agreament.

Free for everyone

View, print. share, sign and
commant on PDFa

Free for all NSW DoE staff and students
Use your email address to log in | Students @EDUCATION and Staff @DET

Fresco*
Drew and paint.

£\  Express

Create, edit and organise pages

waithin PDFa

Firefly

Generate text effects and
images with peneratne Al

Create basic documents, videos and
weh pages within a simple interface.

Access profesassonally designed
tomplmten Photoshop Express

Access Adobe Stock photoa, videos, Edit photoa with & simple

mamic, and more interface

L

LY

Compare

i!?l}'» PDF tools
NSW
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Acrobat Pro
All POF functions including
the ability to create fillable
forma with PDFa,

After Effacts

Cinamatic visual effects
and motion graphics.

Animate
Create snamation of

any style.

Audition

Create, mio, edit and restors
audio filea

Character Animator

Arumnate 20 charscters

Dimension
20 and 30D compoaiting
design tools

Dreamweaver

Design and develop websites.

Available for all staff and secondary students

Apply for FREE Creatwe Cloud boence IF NECESSARY

llustrator

Create vector art snd
Ml trations

InCopy

Collaborate with copywriters
and editors

InDesign

Design and publish layouts
fior print and digital

Lightroom

Edit. organise, store and
share photos.

Media Encoder

Corwert and out put
wicheso il éd

Photoshop

Edil. create and composite
images and graphics.

Premiere Pro
Pro video and film editing.

WYk
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Click here to access

the fullinteractive

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

A5
Tools for PDFs N\ Ak

Selecting the right tool for the right purpose GOVERNMENT GOVERNMENT

Function Acrobat Reader Adobe Express Acrobat Pro*

View, print
and comment \/ ‘/ ‘/

Access and share ’/
from any device

Fill, sign and use a
certificate

Draw, highlight
and annotate

Convert document
to PDF

Convert a PDF to
another file type

Edit text and
images

Combine files &
organise pages

Create a fillable J
form & redact Text

*Requires Creative Cloud License
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Working with PDFs



Are you "editing" a PDF? ot

GOVERNMENT

e Changing existing text or features on the
document

Redacting Text

YES

e Completing a fillable area on the document

e Adding your own text box
N O e Marking up the document using digital inking tools

e Signing ad adding a digital certificate

10



Set your default PDF viewer Wik

GOVERNMENT

| NSW Department of Education

T4L Support Guides
Windows 11
Changing your PDF Default

Step 1 Step 2
From the main Select apps.
menu, select . \ from the menu

settings on the left

Step 3 Step 4

Select default In the search bar

apps from the at the top type in

menu on the A PDF and select

right PPs -pdf. Apps * Default apps
£ imuatedipm e RN R ok o

By Adwnced wpserioqs ) ‘

Step 5

Select the
app/browser
listed directly
below the
search bar,
then choose
the app or
browser you'd
prefer to be
your default

Step 6

Select set
default.

Win 11

11


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



Creating a PDF from Microsoft Documents

GOVERNMENT

et

| NSW Department of Education

T4L Support Guides T4L Support Guides

Microsoft 365 Other PDF Functions
Save as PDF Saving an email as a PDF (New Outlook)

Word, PowerPoint and Excel
Step 1

Select “Print” from the ribbon

Step 1 Step 2
In your document Select Save As. [
select the file tab [ @ Document28 @ \ \

in the top left Info

corner. File ome Insert Layout
Save

v [F]v < Aptos (Body)

D « e Fed Step 2
PDF Select "Print” again @ N
k J \ Beiot / Print email to PDF

Step 3 Step 4 e L

Under the save as O AS Navigate to a ( \
menu, double click i location you g st » 0
on this PC to open O recent would like to - _ J
the Save As NSW Department of Education store your file 1
window. @ ODrve - NSW Depurim and giveita —
e file name.

OneDrive - NSW Departm. il e -
il o Step 3 (" )
‘ Sites 1" 2 - From the Printer options, select “Microsoft — .

e Print to PDF". Then click Print. i
o Sl -

: Youwill then be prompted tosave the |
\ ) email to your desired location. °
o
T -

ford Document k - /
Step 5 f L Downloads # \ Step 6 ’ : wQ,j Document A

Word Macro-Enabled Document
Below the file < Documents # == sclect PDF Word 97-2003 Document

name, select the . and save. Word Template

drop-down arrow g | Document r0-Enabled Template veen, sl
Word 97-2303 Template . N

on save as type.
ingle File Web Page

Web Page
Web Page, Filtered
() Maintain c IRich Text Format

_ o Gy Save an email as a
- PDF (Outlook 8

2

pave as type: JWord Docum)|

Megan And



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

Example Workf

Create

Download

lows from

Save a Copy

@ Recent

NSW Department of Education

&, OneDrive - NSW Departm...

icrosoft Apps

GOVERNMENT

’P [£7 Assessment and Feedback Sample Class > Working files > Student 9068 > Sample Writing Task

Weekend Recap ‘

(POF (*.pdf) <]

@ OFFicAL v|| B save

Official information is created, sent, or received as part of the agency's work.

Q Sites - NSW Department o...

Other locations

[[ This pC
Export
% Create PDF/XPS Document

Fﬁ Change File Type

K Send documents to Kindle

Learn More
More options...
D New Folder .
— Print
We didn't find anything to show here.
— E{%] Copies: |1 :
Print
Printer
} a== Microsoft Print to PDF
| % Ready
dab Fax
B Ready
Create a PDF/XPS Document @ | icrotoitErntto FDF
'a Ready
" Preserves layout, formatting, fonts, and images
a==m. Microsoft XPS Document Writer
= Content can't be easily changed = Ready
B Free viewers are available on the web a==. OneNote (Desktop)
= Ready
a=== OneNote for Windows 10
I_B. = Ready
Create |

PDF/XPS

Note: Create PDF via Export is only available in the desktop apps

14



Using the Microsoft Edge Browser for PDFs ﬁ‘-"%

Translate
 Read aloud
- Q -
t ¢-1'-ﬂ'.¢'_-, ::l'lwi-: ::-’ on
HEEdAlﬂud T -uﬂl.‘..'l' e, FS doppen of
(text to voice) o : Rotate
= |9 - &M oA Ll — 4+ = B RD)

T4L Support Guides '
Microsoft 365
Save as PDF

Wanid, Baweoler s Escel

Step 1
Digital Inking el Ll L2 bl wCme e
Tools i !
Adding Text
Tools

y
S

GOVERNMENT

Zoom and
Magnify

Qe B, =

Save and
Print

15
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Creating

a PDF from
Google Workspace Apps

ICT Capabilities & Digital Tech IntegrationScope % & © &

File
=]
[}
()

De

« O

&

©

Edit View Tools

New
Open

Make a copy

Share
Email

Download

Add shortcut to Drive

Make available offline

Details

Print

[] Recording themselves reading

Help Accessibility
-

Ctrl+0

Ctri+P

rap yis eseny s s ey

arda aiith faiimht

ICT Capabilities & Digital Techng

ENGLISH - Early Stage One

Vocabulary Phonological Awar
ENE-VOC-01 ENE-PH
.. Digital manipulative
Microsoft Word (.docx) ! [ Delete, add or st
ctive or medial phone
OpenDocument Format (.odt) ) and dropping dig
Elkonin boxes (N
Rich Text Format (.rtf) shape, size, | [J Dragand drop ai
n) images of things
PDF Document (.pdf) given phoneme (
Creating digital text
Plain Text (.txt) ] Segment and en
VC and CVC wor
Web Page (.html, zipped) when creating d
texts(Jamboard)

EPUB Publication (.epub)

o _ i :mes and
syllables as a strategy for spelling
2Nt&tions | [ Read, Build, Write (iPads)

Reading Comprehension Creating Wi
ENE-RECOM-01 ENE-C

Digital manipulatives
[J Single words on individual post-its

Fonmn A nnmmmniind cantanan Ctiidanta

Digital manipulative
[J Sentence Frar

And vasks

| NSW Department of Education

T4L Support Guides

Google Workspace
Save as PDF

Docs, Slides and Sheets

Step 1

From your
document select
the file tab in the
top left corner.

Step 3

Select PDF
document.

mcrosoft Word (.docx) ‘\

OpenDocument Format (.odt)

Web Page (.html, zipped)

i EPUB Publication (.epub) j

Step 2

Select
download.

Step 4

PDF will
appear in your
downloads
folder in your
file explorer.

- ™

1D Make a copy

&+ Share
T
& Download »
5 [ Hew }
# Rename

Qo-,-, _)

] Pictures

O Music I
\ B videos -A j

from Google Workspace

Save as PDF

WYk
NSW

GOVERNMENT
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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



Acrobat Reader o W
\ NSW

[
T4L Support Guides S
Adobe Acrobat Reader GOVERNMENT

F | “. an d S |g N Use a Certificate to Digitally Sign.

Step 1

T4L Support Guides \ R
Adobe Acrobat Reader
Fill and Sign
Step1 e Step 2 ¢« N\ £~ )
o gt s e |
Step 2
ol e Step 3
Step 4 —

9 i-‘.”v" -._' ' Teacher.906 23 ;g;;‘,‘;«

prope 8@det nsw m—-—edios

edu au vn_-..c'.v:u‘:.

Step 4 pe
":ili,i.l“.';'*..'.,f- ;“ & eyl e

. Use a Digital Certificate

19


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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Old Workflow
e Direct Create PDF won't

work without the license.
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PDFs into TRIM

New workflow

e Open document as a read only document
= (double click document)
e Save as a PDF — ideally to desktop (select this location
before hitting publish)
= |n desktop Word app use Export then select
PDF/XPS option, Online use Print, then Microsoft
Print to PDF
e Close word document
= Fnsure that the document is checked back (if
editing the document in offline mode) in if putting
a new revision onto an existing record
e Then upload by dragging and drop into the document or
record or catalogue as a new record.
e Delete PDF from desktop

‘‘‘‘‘‘

~~~~~~

WYk
NSW

GOVERNMENT

£ Save Print Output As
™ ¥ > Thi

New folde

OrgN\ize »

)

v 3 Quidgpccess

@ Desktop

& Downloads
Documents

» Pictures

PDHPE

NE F anlamcnmen A
J

mivimieielals

Saving a Microsoft 365

document as a PDF

22


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

a @ =

Learning AssessedI|T

m

Adobe
Express

Creatwe Centre

@ CANVA T4l
Microsoft Google Canva for Technology stem.T4L
Office 365 Workspace Education 4 Learning Learning...

SN

Q+ Portal LinkedIn Manage My Manage
Learning ,ﬂ.ccess Staff Access

OMSEE

GOVERNMENT

nnnnnnnnnnnnnnnnnnnnnn

T4L Support Guides
Adobe Express
Staff Login

Staff Login

24


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

Convert to PDF

T4L Support Guides
Adobe Express
Convert to PDF

PowerPoint, Excel, Weord, PNG, JPG

Step 2
Szlect the quick
actions tab on
theright of the
pOp-up Mmenu.

Step 3

Scroll down to
convert from pdf
and select.

Step 4

Tap inside the
pop-up window.

Tap to uplosd a file

W 5t s 04

Convert to PDF

Step 6

Tothe right,
==lect download

vour e POF ke s ready for downlaad!

Convert to PDF

WYk
NSW

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

Convert from PDF

| NSW Department of Education

T4L Support Guides

Adobe Express
Convert from PDF

PowerPoint, Excel, Rich Text Format, Word, PNG, JPG

Salect tha +
con in the top
eft corner

Step 3

Scroll down to
convert from
pdf and select.

you require and
select open.

Convert

Step 2

Select the

Tapto upload a file
o —

Convert from PDF

down arrow
under convert

your PDF to

from PDF

WYk
NSW

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

Edit Text and Images

| NSW Department of Education

T4L Support Guides
Adobe Express
Edit Text and Images

Edit Text and

WYk
NSW

GOVERNMENT
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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

| NSW Department of Education

T4L Support Guides
Adobe Express
Combine Files

Combine Files

.
.l‘

| NSW Department of E

T4L Support Guides '
Adobe Express

Organise Pages

Organise Pages

GOVERNMENT

28


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

NSW Department of Education
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How to Access Canva U}

GO‘VE RNMENT

&2 Il

Adobe Adobe Learning AssessedIT

Creative... Centre

CANVA T4L

Technology stem.T4L
4 | earning Learning...

Canva for
Education

Microsoft Google
Office 365 Workspace

SN

Q+ Portal LinkedIn Manage My Manage

=
OMSEE

Learning Access Staff Access




Upload Document Wik

NSW

GOVERNMENT

= Ca’Wa Design spotlight ~ Business v Education v Plans and pricing v Learn v = {'é:} @ @!}
LS

Custom size Upload

psT Digital Support Tea... .
% Education = & 12

(@ Home
Q Search your content or Canva’s
% Magic Studio -
B Projects o @ 0 Q o o @ @ e
>
>

(B Templates

Erand You might want to try...

i Apps > N Q Q

-+ Invite members

Animal Cell Structure

-+ Createaclass

W Trash

Education Presentation (1... Educational Video Education Infographic (Un...  Classroom Poster (Portrait.. =~ Google Classroom Header °




Save as PDF ‘_\_;%

GOVERNMENT

@; Converl %y share

e

1toi Collaboration link

omt
kea @ Only you can access

1ine
-We

itor
B = ai > [5 PDF Standard

alls ¢ Microsoft Public view
*mal Teams link ne
att Ne Ad

or

Preferences

inde s
the

nal Download

it



Organise PageS Select pages to download

A
(option available via Share button) ‘\.!L"
NSW

GOVERNMENT

File w Resize & Magic Switch %) Role_Statement_Leader_ Exam_Production_B1205_CL_9-10.... A I+ il @ Preview GB Print with Canve.

< Download

File type

[} PDF standard .

("] Flatten PDF ®

F==e= " (7] Include notes @

Select pages

Pages 2,4 v

— E = | —
o Page 1 J

Add by copy and paste from =1 Pages
i another open Canva F oo g
document

= Page 2
Shuffle or delete pages, oo 0 |

7 Notes GridView  r=Tis{ 88 ) ®
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Further Resources



T4L Website

O’O
'(L.‘_!)' Technology 4 Learning
NSW T:1300 32 32 32

GOVERNMENT

E: t4linnovations@det nsw.edu au

Events Resources

magazine.T4L T4L Kids

Home / Resources / Professional LearningResources / Adobe for Education

Adobe for Education

Resources

Adobe Acrobat

Adobe Premiere Pro

Adobe Photoshop

Get started with Adobe
Express

Adobe Express makes creativity fast, easy
and engaging. Adobe Express is available to

all NSW Department of Education staff and
students.

Adobe for Education

Adobe Express

#000e Acrobat

Adobe Premiers Pro
Adobe Photashop
Adobe lllustrator
Adobe InDesign

Agobe Character Animator

What is Adobe Express?

V) Introducing Adobe Express [-]

Watch ister

Introducing , 'be Creative

Cloud Express ror Education.

(=) Adobe Creative Cloud Express
) forEducation

Watchon (8 Yoelube

What can it be used for in learning and teaching?

= Grestfor stages 1 200 up 3nd can be applied to any KLA

« Quick and simple graphic designs such as posters, fiyers, drawings and more

* Infographics for exlsining ideas and concepts

* Simple video for storyteling and narrative crestion

»
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Adobe Acrobat

€ Adobe for Education

Adobe Acrobat

Adobe Premiere Pro
Adobe Photoshop
Adobe lllustrator
Adobe InDesign

Adobe Character Animator

Express

wing and editing PDFs. You G
s (3l staff and student

Acrobat
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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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