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Using Adobe Acrobat to PDF Documents  
 
Adobe Acrobat is a software program that converts documents to “PDF” – Portable 
Document Format.  Adobe PDF is a universal file format that preserves all the fonts, 
formatting, graphics, and color of any source document.  
 

 Adobe Acrobat 5.0 or higher should already be installed onto your computer.  
If you do not currently have Adobe Acrobat there are several options for you to 
access the Adobe Acrobat software. 

 
 

• Acrobat 7.0 Professional 30-day tryout 
 http://www.adobe.com/products/acrobatpro/tryout.html
 

• EMC Lei Aloha computer stations, L-112 
 
• Departmental Purchase: http://www.uhbooks.hawaii.edu/computers/licensing.asp 
 Acrobat 7.0 Professional (New License) $39.00

 
This workshop covers:  

 • Converting documents (Word, Excel, PowerPoint) to PDF format  
 • Importing documents into MyUH Portal – My Courses 
 • Managing documents within My Courses 

• Adding Sub-Folders 
• Adding Files 
• Deleting Files 
• Renaming Sub-folder 
• Deleting Sub-folders 
• Moving Files between folders 
• Viewing files 

 
Creating PDF Documents  
 

 1. Open a document in Word, PowerPoint, or Excel.  
 2. Locate the PDF Maker icons on the toolbar. Skip #3 and go to #4.  
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 3. If you are unable to locate the PDF Maker icons:  
 a. Select View from the toolbar.  
 b. Select Toolbars.  
 c. Click on PDF Maker to view PDF Maker toolbar.  

 
a  

 
 
 
 b  
 
 
 
 
 
 
 
 
 

c 
 
 

 
4. Click on Convert to Adobe PDF icon.  
 
 
5. Save your PDF file:  

 a. Select the location to save your PDF.  
  b. Give your PDF file a name.  
  c. Click on Save to save your PDF file.  

 
 

b c

a  
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Using MyUH Portal to host documents  
 
The MyUH Portal is a web site designed to provide the University of Hawai'i (UH) 
community with secure, personalized access to UH Services and Information such as 
registration and enrollment. MyUH encompasses a new suite of services including 
calendaring, email, and new course tools, to name a few. 
 

 Requirements to use the MyUH Portal 

 UH Username  

 Your UH Username is required for signing onto the portal. For more information, 
 please see http://www.hawaii.edu/infotech/yourusername.html

 To request a new account or manage your current one, see 
  http://www.hawaii.edu/account

Web Browser with Internet Access  

 Recommended browsers  

 Internet Explorer 6 (Windows), 5.2 (Mac OS X), 5.1 (Mac OS 9) or higher 

 Netscape Communicator 6.23 (Windows, Mac OS) or higher 

 Please refer to Browsers web page for more detailed information of issues. 
 
Launching MyUH Portal 
 

 1. Direct your browser to: www.myuhportal.hawaii.edu 
  
 2. Login into MyUH Portal 
  a. Type in your UH Username and Password 
  b. Select Login 

 
 
 

a  
 
 

b  
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Utilizing My Courses for document distribution 
 

 1. Select the course link that you would like to upload files to. 
 
 
 
 
 
 
 
 
 
 
 
 

1  
 
 
 
 
 2.  On the Course Homepage, select Manage Files from the Content Tools 
 listing. 
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Adding Sub-Folders
 
1.  Adding a sub-folder for your course: 
 a. Type in a name for the Sub-folder that you would like to add. 
 b. Click Add  

 It is good file management to create folders to organize multiple files. 
 
 
 
 
 
 
 
 
 
 
 
 

a
b

 
 c. A dialogue box will display saying your folder has been added.  Select OK. 
 
 
 
 
 
 
 
Renaming Sub-Folders
 
1.  Renaming a sub-folder for your course: 
 a. Select the sub-folder you would like to rename 
 b. Type in the new name of the folder in the Rename Folder textbox  
 c. Click Update 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a 

b c 
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Adding Files
 
1.  Adding a file into your course: 
 a. Select Browse and choose your document 
 b. Click Open to add the file to the Add New File textbox 
 c. Click Add to add the file to your selected course 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a
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 d. A dialogue box will display saying your file has been added.  Select OK. 
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Deleting Files
 
1.  Deleting a file from your course: 
 a. Select the check box for the file that you would like to delete 
 b. Click Delete  
 
 
 
 
 
 
 
 
 
 
 
 
 
Deleting Sub-Folders
 
1.  Deleting a sub-folder for your course: 
 a. Select the sub-folder you would like to delete  
 d. Click Delete 

 You can not delete a folder if there are files within them.  You must first delete the 
files then you can delete the folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Moving files between folders
 

a

b

a 

b
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Moving files and folders within your course
 
1.  Moving files between folders within your course: 
 a. Select the sub-folder with the current files   
 b. Click on Edit next to the file you would like to move 
 
 
 
 
 
 
 b a 
 
 
 
 
 
 
 
 c. Select the folder that you would like to move the file to 
 d. Click Update 
 
 
 
 
 
 
 
 
 
 

c  
 
 
 

d 
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Viewing files and folders within your course
1.  Viewing files and folders within your course: 
 a. From the Course Homepage under the Course Tools column, Select Files 
  
 
 
 
 
 
 
 
 

a  
 
 
 
 
 
 
 
 
 
 b. Select the folder or files that you would like to view 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b

 
 
 
 
Congratulations!  You have converted your documents into PDF files and uploaded 
them into your course on the MyUH Portal for students to view and download. 
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