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1. Identify the purpose, audience, and audience needs when preparing documents.
2. Communicate with colleagues and clients about document development.

3. Determine the appropriate type of copyright, permissions, and licensing required
to use specific content.

4. Demonstrate an understanding of best practices for the design and layout of a
professional document.
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1. Navigate and organize the application workspace.

2. Use non-printing design tools in the interface to aid in design or workflow.
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1. Create a document from the appropriate source.
2. Set appropriate document settings for printed and onscreen viewing.
3. Organize pages.

4. Create and edit portfolios.
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1. Addand format text.

2. Add assets to a PDF.

3. Select and modify objects.

4. Add and remove links and bookmarks.

5. Prepare forms.
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1. Share and review documents.

2. Use Acrobat proofreading and error correction tools.
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1. Make the document accessible.
2. Redact documents.

3. Protect documents.

4. Export and print PDFs.
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