Instructions for customizing a PDF

Minnesota Safe Routes to School

Step 1: Open file

Step 2: Edit Text

Customize Event/Date
Field >

Customize Message Field >

Customize Contact Field >

Step 3: Create logo file

Browse for image >

Convert and download >

Most PDFs in the MnSRTS Tool Kit allow you to customize the text specifically for your

school event and to even add your school logo within Acrobat Reader. We recommend
that you download and install the latest free version at https://get.adobe.com/reader/.

Open the desired Tool Kit PDF file in Acrobat Reader.
(If you are using Acrobat Pro, the instructions to customiize are slightly different. Visit

https://acrobatusers.com/startingpoints/how-to-edit-a-pdf.)
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Want to walk or bike to school?
At Back to School Night for [School Name] on [Month, date, year], learn more about the
options for students to walk and bike to school, and find out about the 5Es of Minnesota
Safe Routes to School programs ... education, enforcement, engineering,
encouragement and evaluation.
As school is back in session next week starting [First Day of School date], our Safe
Routes to School Staff would like to urge drivers to use caution, and please slow down
in the school zone, helping keep our kids safe as they walk to school and bike to school.
For more information, contact:
Contact Name / Email Address
Phone Number / School Web address
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To learn more about Minnesota Safe Routes to School, visit www.mnsaferoutestoschool.org
©®®® /(7 por Comerter-Comertio... * | +
€) @ ntpsonrsepdioonvertcom @ | Q seaon OB L A4 =
(@ ot @ Ouckooks 3 Mipumwacevo... 2 GoogaMaps 5 GoogleNews  Auckand WebCam (D The Design Comp... 33 Home-Dropbox 3 Tuitier/Homa >
@ PDF Converter Sgnin’|  Membershp Sign Up

PDF Converter  PDFtoWord ~ PDFto Excel  PDF to Powerpoint  PDF to Image

Convert Word, Excel, PowerPoint, Images and other files to PDF
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Click on the Message text field and
change the text as needed (adding
your school name, event dates, etc. ...
even change the default message if you
wish. Click on Contact field and enter
all information for your SRTS contact
person. Click on any other available
field (i.e. Event/date field) and enter
more information.

To add your logo to the PDF, you must
use a PDF image format. If you have
one, you can skip this step; if not, you
can create one. Go to https://www.
freepdfconvert.com/ and click “Select
file” which will allow you to browse

for your logo image; when you find

it, choose it and select the “"Open” button. Once your image loads, click the “Convert”

button. (There is a place for you to enter your email address, you do not need to; this is

optional.) In just a few seconds, a red “Download” button will appear. Click *Download”

and a window will open asking if your want to save the file. Select “Save file” and your

image will download.
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Minnesota Safe Routes to School Instructions to customize a PDF (continued)

Step 4: Make a stamp

Go to Tools >

Select Stamp >

Create Custom stamp >

Step 5: Add logo
Go to Stamp and

Select logo image >

Place your logo above
the MnSRTS logo and size

to fit area>

Step 5: Save File

Fr—— Go to Tools > Stamp
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(If you already have your logo stamp

loaded into Acrobat Reader, skip this
step.) Make a stamp from your PDF
[tfg tlme for SChOOI.I logo image by selecting Custom Stamp

> Create and then browse for your PDF
logo image and select "OK.” This will
open a window where you will type in a
category name (i.e. logo) and name your
logo image.

T —— AT B o Add your PDF logo image to the PDF
< R A T ¥ »  flyer by going to Stamp and choose the
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category

category name you entered for your logo.
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Remove Current Stamp From Favorites
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pdf in place of your curser; position the

Paste Clipboard Image as Stamp Tool

logo just above the MnSRTS logo, click,

and it will be place in that position.

T TR Size your logo to the same width as the
..:QEETE MnSRTS logo by selecting a corner and

Want to walk or hike to school? pulling in or out.

Save your file and you are done!

FYI ... Once you create the stamp of your logo, it is loaded into your Acrobat Reader for

future use!
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