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Introduction

The most universally recognized eBook format is Adobe Acrobat. Adobe gives
readers virus-free downloads. Adobe works equally well with all platforms
including PC, Mac, Linux and Unix. Adobe maintains the original formatting

regardless of the software used to create the eBook.

Adobe provides free software to read Adobe Acrobat documents and eBooks.
This free software is called Acrobat Reader and can be downloaded from

http://www.adobe.com/products/acrobat/readstep2.html . There is also free

software called Adobe Acrobat eBook Reader for those interested in having their
eBook published in that format.

It would be extremely beneficial for all eBook authors who plan to ePublish or
compile their eBook in Adobe to become familiar with Adobe Acrobat Reader,
which is the primary compiling software reading device for all Adobe Acrobat
compiled eBooks.

By recognizing what Adobe Acrobat Reader can do for your eBook in terms of
what the readers can experience, you gain insightful knowledge to apply to your
eBook as you write it. Keep these special features in mind as you author your
eBook. You are beginning with the end in mind — your target market purchaser

reading your eBook on his/her computer.

In this article a brief overview of Adobe Reader’s features will be described for
the express purpose of familiarizing yourself with what may be included in your
eBook. Included will be some Tips for the writing and editing steps of the eBook

authoring process. This is a very non—technical description of the features.

Using Adobe Acrobat Help or Adobe Reader Help, specific to the version you are

using, will give you instructions regarding how to use these features.
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Acrobat Reader Version 7.0 is the latest release. You can upgrade your version
in order to maximize its potential to use all features available. Bear in mind that
some computers may be too old to allow Version 7.0 to be downloaded and used
effectively in much the same way that some of your target market may not be
able to download and use Version 7.0 Reader or Version 7.0 Adobe Acrobat. For
most eBooks it is recommended that you set your options for Version 4.0 or 5.0
so anyone with this version or a later one can open, read and use your eBook

effectively.

TIP

As an eBook author, you can designate what “compatibility” you wish for your
eBook when having your eBook compiled (ePublished). You can use any version
from 3.0 to 6.0 with 4.0 being recommended at this time as the minimum needed
to read your eBook effectively. Version 4.0 compatibility will reach more readers.
If you are certain that your target market can handle a higher compatibility then

by all means use it. This will allow access to more features.

Tool Bar Actions

Acrobat Reader has tools not found in standard word processing software. You
can identify each button on the tool bars at the top of your page by placing your
cursor over a single button to see what it does. Don’t forget to explore the buttons
at the bottom of the Reader page. Take some time after downloading Acrobat
Reader to “play” with the buttons to familiarize yourself with their functions. You

can use Help to help you.

This article will cover the general uses of the most commonly used ones and the

ones that you may wish to use for the benefit of your eBook readers.

The Hand Tool Button

The hand tool button is used in Reader instead of the usual cursor found in word

processing software.
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Show/Hide Navigation Pane Button

The Navigation Pane can be hidden or shown by clicking on the Navigation tool
button at the top of the page. This Pane is important because it allows readers to
use two very special features of Adobe Acrobat that make eBooks so useful. The
Navigation Pane holds the Bookmarks palette and the Thumbnails palette among
other palettes as they are called. More will be said about these two palettes later.
As the term Navigation indicates, these palettes allow the reader to navigate

around the document with ease.

TIP
As an eBook author you should utilize these two palettes so your reader can
focus in on what he/she wants to read without searching through the entire

eBook. These are really search engines within your eBook.

Zoom Button

The magnifying glass symbol on the top tool bar allows reader to zoom in and
zoom out to see the entire document or any small part of it. Play with this button
in a document formatted in PDF. Try this. Click the zoom button and click a spot
in your document to zoom in on that particular part of the document, a diagram or

a picture.

TIP

As an eBook author you can use this zoom tool to enlarge certain parts of your
eBook such as a picture or diagram. By creating a bookmark in the Bookmark
palette your reader will not only go to the location of your bookmarked information
but this information will open to the reader at whatever zoom size you designate.
The reader will see the enlarged version of a diagram for example as soon as it

appears on the screen.
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TIP

As an eBook author, you can also predetermine the boundaries of the zoom area
for the reader when he clicks on it or uses a bookmark to get to it. Try clicking on
the zoom button on the toolbar. Drag your mouse to make a marquee (a dashed-
line rectangle) around the area you want to zoom in to. Release the mouse
button and the marquee area will fill the screen. Using the zoom capabilities

effectively makes the reader’s experience more worthwhile.

Screen Sizing Tools

At the top of the screen in Reader you will see 3 buttons side by side appearing
like pieces of paper with a folded corner. These buttons set the page view for the
reader.

The first button will show your eBook page in Actual Size (100%) with most of the
content shown on the middle of the screen. You will have to scroll to see the
remainder of the page content.

The second button is the Fit in Window button showing the full page at 80% of
the original size with the page in the middle of the screen and a border around
the full page which you can see.

The third view is the Fit Width view which will probably show up as 152% of the
original but in this view you see only a portion of the full page but it is very large
stretching across the entire width of the screen. This makes it much easer to
read.

TIP

As an eBook author, you can have your eBook compiler set your eBook to open
to the reader in any of these view as best fits your needs. You can also set the
page view option for certain bookmarks perhaps combining the zoom feature with

the page view feature.
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Links and Bookmarks

There are basically three kinds of links.

Bookmarks are the most common ones. They are found in the Navigation Pane
on the left side of the Document Pane which displays the eBook itself. By clicking
on a chapter title, a grapic title, or any key word in the Bookmark palette, the
reader is taken immediately to that page. It’s like instant page turning.

TIP

As an eBook author, you must decide before having the eBook compiled
(ePublished) which headings, title, sub-title, key words, descriptions... you want
to be linked in the Bookmarks palette. Always remember to include anything that

will benefit the reader.

External links to web sites and web pages are extremely useful for readers and
authors. In most situations you are better off to send readers to specific pages of
web sites rather than to the home page and then have the reader searching for

the information you want them to have. The Internet is a “living” encyclopaedia of

information.

Note:
All of these links must be activated by the eBook compiler during the epublishing
step so it is imperative that the author decide in advance exactly what links are to

activated in the eBook and inform the compiler.

TIP

All of these external links to web sites and web pages must have the exact URL
in order to be activated properly. It is important that you record this information as
you find it in your research. It is also important that that information is given to the

compiler and let him/her know which external links you want activated.
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Internal links are like Bookmarks only different. These links connect individual
words, phrases, names, graphics, symbols, or CLICK HERE instructions to
specific parts of the eBook. These are not the usual chapter titles and sub-titles
found in Bookmarks. You may want the reader to visit part another part of the

eBook or visit a document found in the appendix to get additional information.

TIP

As an eBook author, you must decide what links you want included as an internal
link in order to assist the person compiling your eBook. All internal links but be
linked individually from specific words or graphics to specific other words or
graphics. The compiler must know this information. You may be asked to provide

a list of these internal links along with the destination location for the link.

Note:

Activating links is time consuming. The number of links in your eBook will affect
the cost of compiling the eBook but you shouldn’t sacrifice quality by reducing the
number of links. Much time can be saved by keeping accurate records of the links

you want activated.

Thumbnails

The thumbnails palette is located in the Navigation Pane along with the
Bookmarks and other palettes. A thumbnail is a miniature picture of each page of
your eBook. Thumbnails are automatically created when your eBook is compiled
with versions of Adobe Acrobat versions 5.0 or higher. Readers can use these
thumbnails to scroll quickly through the document looking for a specific page of
your eBook. By clicking on any thumbnail the reader is taken immediately to that
page. In some respects it is like a link. As the author of the eBook you should be
aware of this feature but you have little control over whether or not the reader

uses this feature.
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TIP

As an eBook author, you should be aware that the thumbnail versions of the
pages are used by compilers to move pages around in your eBook, add or delete
pages, and renumber pages to mention a few of the uses. You can also use them

in editing your own eBook if you are doing some editing after it has been PDF’d.

Security Settings

The Encryption level of the eBook will have to be indicated in the PDF version of
the eBook. In most situations it is recommended that you use 40-bit encryption
since it is adequate for eBooks and makes it more universally accepted. 128-bit

encryption is available in Adobe Acrobat 5.0 and higher.

In any PDF document read with Acrobat Reader you can easily check the
Document Summary information, Document Security settings, Document Fonts
and Preferences by clicking on the arrow pointing to the right in the top right
corner of the Document Pane. Open a few PDF documents and see what

information you can get using the menus opened with this arrow.

Passwords

The most common password is the protection you give your eBook allowing
someone to open it after it is downloaded. This User Password is the one given
to purchasers of your eBook. A password screen appears every time someone
tries to open your eBook. The user receives the password either during the time

of downloading after purchasing it or in a separate email so he/she can open it.

A second important password you must establish is a Master Password which is
needed so that the author can open the eBook and make any desired changes.
Authors must know both passwords in order to open it and to make changes. The
purchaser obviously does not need or receive this master password. The only

persons who should know this password are the author and the compiler.
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TIP

As an eBook author, you might consider having a signed agreement with the
compiler stating that she/he can not divulge the passwords and can not keep a
copy of your eBook without permission. You might consider having such an
agreement and allowing the compiler to keep a backup copy of your eBook along

with the passwords in case you lose yours.

DO NOT LOSE YOUR PASSWORDS. THERE IS NO WAY TO RETRIEVE
THEM. THE MASTER PASSWORD IS MOST IMPORTANT ALLOWING YOU
TO MAKE CHANGES TO YOUR EBOOK. ARRANGE FOR GOOD BACKUP
PROTECTION OF YOUR EBOOK AND YOUR PASSWORDS.

TIP

As an eBook author, you may be asked to provide the compiler passwords that
you want to use. Be prepared for this. You will need at least two passwords. The
first is the User Password and the second is the Master Password. All passwords
in Adobe Acrobat are case sensitive. You may use numbers and letters with no

restrictions as to the length.

TIP

As an eBook author, you can develop a formula for creating passwords if you
wish. Make sure you do not use common names and numbers that someone
could get hold of. An example of a formula would be a combination of the last
four digits of your last two telephone numbers excluding your present one.
Another example might be a combination of the house numbers you have lived in
during your lifetime. It is easier to remember the formula than the numbers and

more difficult to steal.
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Permissions

Permissions are another form of security for your eBook. The compiler will be
asking what kind of protection in the form of permissions you wish to have
activated in your eBook. These permissions apply to the reader in terms of what
you will allow the reader to do with your eBook such as printing, saving, copying

and pasting, and making changes to the original document.

Printing Permissions can be chosen to protect your eBook. The author
determines the extent to which someone can print or make changes to the
document. The options are: No Printing; No Changing the Document; No Content
Copying or Extraction, Disable Accessibility; No Adding or Changing Comments
and Form Fields. The compiler will be asking what the author wants done with

these choices.

Summary

The intent of this article was to inform eBook authors of some of the features of
Adobe Acrobat Reader that they should be aware of during the authoring
process. The article is a reference only and does not include all features of
Adobe Acrobat Reader. Authors are encouraged to “play” with Reader becoming
familiar with the features offered to the purchasers. One of the best ways of doing
this is to download eBooks available to you for free and see how those authors
used Reader to their advantage. At the same time, take note of any authoring

strategies used in these books that you may wish to use in yours.
eBook authors may wish to include a section in the Appendix of their eBook

describing how best to make use of the material in their eBook and how better to

use Adobe Acrobat Reader.
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As is usual in articles involving software, it is advisable that you get a copy of a
good manual that teaches you how best to use the software or use resources
available from the manufacturer found on the Internet. Practise using the features
of the software and keep a technical journal indicating what you have learned for

future reference.

Author’s Note

This article is one of a collection of articles available in an eBook written by Paul
Jackson. “eBook Authoring Made Easier — What you need to know to write a
book but didn’t know you needed to know it” is a collection of 10 articles that

eBook authors will find invaluable. Check out eBook Authoring Services or

contact Paul Jackson directly through the web site.
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