Directions for Saving and Printing Organizational Charts 

as a PDF
Complete 1-4 on the SnagIt Printing instructions.  Your screen should look like this:
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Click on the Clipboard symbol.
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Open Adobe Standard by clicking on Start>Programs>Adobe Acrobat Standard 7.0.  Select File> Create PDF>From Clipboard Image.
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Your organizational chart will be put into Adobe and you can save at this time.
[image: image4.png]|2 EE] 12 x|

) Flo Edt Ve Document_ Comments. Tods Advanced WindowHelp _18/x|

2™ E DS P @ P T cesteror - 3 comentavakp - o sentorRevew « D)secue = S+ (1 +
@ Do 18- L] Li[es @[ - @ [0l

Signatures|. Bookmarks

Model Tree || Page:

Atac]

Comments

o PR s enon| =
Astart[|| 1] @ © || B B ER. £ 5| $an] G5 B f[Fa. [CENHSDED 1samm





combining multiple files into one ADOBE PDF file

After saving all pages of the org chart, complete the following steps to create one PDF document.

1. Open Adobe Acrobat 7.0 Standard

2. Choose File>Create PDF>From Multiple Files, or click the Create PDF button on the toolbar and choose From Multiple Files.

3. Click Browse and select the files you want to combine.  To add multiple files, hold the Ctrl key and select the files to add.

4. When you have selected the files, click on the Add button.

5. To arrange the files, select the file name and click Move Up or Move Down as needed.  You can also drag files within the list.  To remove a file, select the filename and click Remove.

6. Click OK to consolidate the files into one Adobe PDF File.  Remember the files will convert in the order shown in the list.

7. When the PDF file opens, name and save it using the File > Save As command.

8. Print or email the file.

NOTE: Complete the following steps if you want to add page numbers to the file before 

    
 printing or emailing:

1. Click on Document>Add Headers and Footers.

2. Choose either the Header or Footer tab.

3. To add a page number, choose a page number style (Page 1 of n) from the menu, and click Insert.

4. To change where the page number sits on the page, you can adjust the margins.  (The top margin setting applies to headers.)

5. Click on the Preview button to view the page numbers on the document.  Click OK.

6. Click OK to add the page numbers to the document.
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