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Summary of Topics
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• Downloading Adobe

• Converting Files to PDF

• Rotating Pages

• Adding Text to PDF

• Importing a Stamp 

• Placing a Stamp

• Combining Files



Downloading Adobe Acrobat Pro

Working with PDFs

3



Working with PDFs

4

https://www.adobe.com/acrobat/
acrobat-pro.html
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Open Acrobat within the Creative Cloud application.



Converting Files to PDFs
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Click “Open File”
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Select “All Files (*.*)” to 
see Excel and Word 

documents.
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Example of Imported 
Excel File Converted 

to PDF

Note: Be sure to update data in original file before import!



Rotating Pages

Working with PDFs

10



Working with PDFs

11

Within the “Edit” 
toolbar, click the Rotate 

button.

Each click rotates right 
90-degrees.

Click as necessary to 
correct orientation.



Inserting Text onto PDFs
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Navigate to the Edit toolbar.

Select “Text”
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Select “Text” to initiate tool for 
drawing text box.

Using your cursor, drag and drop the text box 
tool into the shape and location of where 

you’d like the text box to appear.
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Type text directly into text box.

Important Note: Press “Esc” key on keyboard to exit 
text box creation tool prior to typing.



Importing and Using a PAID Stamp
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Navigate to “See all tools”
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Select “Open” under 
“Add a stamp”
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Choose “Custom 
Stamps” then “Create”
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Upload the “PAID Stamp 
Image_Transparent” File

Select “OK” once file has 
been uploaded.
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Select existing Category or 
create new (for example, 

“IMD Claims”)

Provide name for Stamp

Click “OK” once complete
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Click “Add a stamp”
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Select “Stamp” then choose the location of 
where you saved your stamp.

Click on the stamp image to activate the stamp.
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If prompted with an “Identity Setup” screen, you can 
simply click “Cancel” to bypass.
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Resize by clicking a corner hub.

Click to place the 
PAID stamp.

Drag the stamp to the desired 
location.

Helpful Note: Similar to exiting the
text box tool, click the "Esc" key on
your keyboard to exit placement of

additional stamps.
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Using previous instructions, insert text box to enter Check 
Number and Date onto stamp.
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Enter appropriate data.

Note: Text sizes can be 
edited as necessary to 

better fit the stamp.
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Hand-Written Version PDF Version



Combining Files into a Single PDF
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Under “All Tools” select 
“Combine files”
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Select “Add Open Files” to 
include all open files 

(highlighted in yellow) 
within combined PDF.

Select “Add Files” to select 
additional/other files for 
inclusion in combined 

PDF.
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If using “Add Open Files”, 
click “Add Files”

On the following screen, 
click “Combine”
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Combined files 
become 

“Binder1.pdf”

Click Save icon to 
rename and save 

to your files.



Thank you!


