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Retrieving Packets
City Council Packets are available online. Your surface has a shortcut on the desktop to the meetings
which can take you to those packets.

This shortcut will take you directly to the meetings, where you can find entries like the following:

08/28/2018 - 6:30pm City Council

On the far right, the link to View Details will take you to your packet.

Meeting Information

Agenda:

{J} City Council Agenda 08-28-18 (176 KB)
Packets:

[4 City Council Packet 08-28-18 (12 MB)

When you click on the Packet, it will open within Edge. This may work for small packets but
downloading and opening the packet with Acrobat will give you more navigation options. The save icon
is located to the right.

By default, documents will be saved to your local My Documents folder. This is important, because once
you have saved the packet locally, marked it up, and wish to reference it again, going to the website to
retrieve it will not include the comments.

Creating subfolders in documents can make finding packets later easier. Pick an organization strategy
that works best for you.
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Now that the packet has been saved to your surface, open the packet in Acrobat Reader DC.

Opening Packets
Click the Start button in the bottom left corner

Click on Documents icon




Double click on the packet to open it in Acrobat Reader.,
]'z city_council_packet_08-28-18 8/30/2018 8:22 AM  Adobe Acrobat D .. 12.431 KB
Once the packet is open in Adobe Reader, enable the comments toolbar and the side panel. This option

is located on the right panel.

Comment

This button enables 2 things. First the markup toolbar:

OCTITHBTTEL & & G 4

This toolbar enables adding annotations, drawings, comments, shapes, and other changes to the local
copy of the pdf that can be accessed later.

The second change with commenting enabled is the comment navigation to the right:
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This pane allows you to jump in the pdf to a previous comment, including searching for notes entered.

Making Comments
There are a few helpful buttons on the comment toolbar that can be used to mark up the packets on
your surface. If you want to write directly on the page (and the background), use the pen icon.

! f}
The pen is a convenient option when using the included surface pen, it allows complete flexibility to
draw and write. What you write using the pen is recorded as individual strokes, it does not allow you to

search for your comments later. You can follow up on these notes by adding a reply in the comment
pane.
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The pen can be styled with color and thickness

To make comments that are searchable and summarized, use the sticky note or highlight tools:
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Sticky notes are noted with a “=Jicon within the document, and highlight will emphasize text. After
adding a sticky note to the document, a pop-up appears where you add your note.
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The note appears when you hover the mouse over the
highlighted in the comment pane.

(T

o

J the note becomes

Page 1 2 M
CITY OF SWEET HOME B dtrask
gg;NC&UNCIL This is a sticky note that can be much jonger
i than a pen annotation,
e&%‘;ﬁorﬁe August 28, 2018, 6:30 p.m
AL TR gty BT . bOAIE 235 I
dtrask 3
b
- = dirask ©
This is a sticky note that can be muich longer than a pen 7 please signin. by ’ P
annotation. i;l- 2 “ e
- - ¢
 B. RaliCall e
q 0 ME WIFI Passcode:
guestwifi dtrask

speak, please sign in.

1cilor Gourlev

Highlight text to add comments relevant to a section. Click on the highlight icon ~

text that you wish to comment on.
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Saving and Reopening
.

Once your comments are complete, use the save

This is a sticky note that can be much longer
than a pen annotation.
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and select the
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icon to save the changes.

Open your documents and find the packet by the date to open

< city_council_packet_08-28-18
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