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Part 1: Design Plan 

Purpose 
The first class of COM 1001 will be in Fall of 2023 and students will be required to create a PDF of their 
final paper complete with bookmarks, links, and PDF document properties. The goal of the project is to 
create user documentation for those students that documents how to create a PDF with bookmarks, 
links, and PDF document properties in Adobe Acrobat Pro. 

The user documentation will address creating PDFs from one or multiple Microsoft Word files, as well as 
the criteria mentioned previously. No troubleshooting will be addressed in the documentation. This 
documentation plan is for tech writers tasked with creating the user documentation and are familiar 
with Acrobat Pro. 
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User Analysis 

 

Manual Outline 
Title: Creating a rich PDF from a Word File in Acrobat Pro 

i. Introduction 
– What user should have before starting 
– Define labels for UI elements of Acrobat Pro 
– Define ‘rich’, bookmark and initial properties 

1. Getting Started 
A. Single file 

– Create the PDF from a Word file 
– Open bookmarks pane 
– Save the document with naming convention 

B. Multi file 
– Create the PDF with multiple files (combine PDF) 
– Ensure proper document ordering 
– Open bookmarks pane 
– Remove existing bookmarks 
– Save the document with naming convention 

2. Bookmarks 
– Include shortcut for bookmarking (CTRL+B) 
– Show nesting bookmarks and their hierarchies (provide a screencap) 
– Reminder to save 
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3. Links 
– Create links, student is only linking the Table of Contents page 
– Links properties should be Invisible Rectangle, Highlight Invert, and Go to Page View (provide 

a screencap) 
– When selecting the page view, use the bookmarks made previously, then finish 

creating the link 
– Include a note that this only needs to be done once, Acrobat Pro will remember 
– Reminder to save 

4. Initial Properties  
– Check that the title of the document is correct, and add author 
– Initial view tab, have navigation set to bookmarks panel and page, have page layout set to 

single page, have magnification set to fit page, window options show the document title 
– Save and close out of PDF, then reopen to ensure changes stuck 

Template of Manual 
See Appendix (page 6) 
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Part 2: Project Plan 

Schedule of Critical Dates 
Dec 14th  SME Visit 

Jan 4th  User Analysis Due 

Jan 11th SME Demo of Acrobat Pro 

Jan 20th Documentation Plan Due 

Feb 1st Style Guide Due 

Feb 8th First Draft of User Documentation is Complete 

Feb 13th Testing and Editing of Documentation is Complete 

Feb 15th  Final User Documentation Due 

Personnel Resources 
Documentation Writer & Formatter: Debra Nygren 
– Will be writing the first draft and first pass of revisions, as well as implementing changes found by 

editors and testers 
– Will also be formatting the document according to the style guide 

Editors: Sara Fifth and Siya Verma 
– Will inspect the first revised draft and ensure clarity and grammatical correctness 

Testers: Laurel Wagner and Kayla Willems 
– Will follow the first revised draft of the documentation with sample documents while being 

observed by the Documentation Writer 

Software Resources 
Adobe Acrobat Pro 
– To produce screencaps and ensure correct information is being recorded 

Microsoft Word 
– To write the manual and make revisions, possibly used to format document according to style 

guide 

Snipping Tool 
– To capture the screen for key operations in Acrobat Pro 

Adobe Photoshop 
– To precisely crop screen captures 

Google Slides 
– Possibly used to format the document according to style guide 
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Other Resources 
Spotify 

– Play music while working to help with focus for Debra 

Water and/or Coffee 

– Alleviate thirst for Debra 
– Provide caffeine incentive for Siya to edit the documentation 

Desk and Chair 

– Debra has previous negative experience being forced to work without a desk 
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Appendix 
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