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PURPOSE:
Procedure to add links to documentation from Adobe Acrobat

SUBJECT:
Add Links to Documentation from Adobe Acrobat

PROCEDURE:

For purposes of this procedure, the imbedded link example referred to is in a policy. To imbed links into any

document, the procedure is the same.

Depending where you have developed your draft documentation is where you will start from. It may be either:

> Your shared drive on the network
> Your Team’s Collaborative Work Site
» Your Team’s Policy Manual Section

NOTE:

If you have unpublished policy that you need to imbed links into the Documentation section begin at Step 1.

If you have published policy that you need to imbed links into the Documentation section, begin at Step 9.

To imbed links into a document using Acrobat Acrobat Policy, Procedure, Guideline Development

8 Professional or newer: Type Number  Name Issue Date
W PC- I S 31/01/2002
_] 200.000 Ocupational Health Practices
ﬂl_] IPC- Immunization of Health Care 31/01/2002

. . 200,002  Workers
1. Select the document in your Collaborative Work B PC et Avas 1 31/01/2002
Site space. 200,003 |t
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2. Adialogue box will appear. Click Edit. Click OK.

Microsoft Internet Explorer x|

? | "fou are about to ope:
\\/ Mame:  Hepatitiz & W accine.doc
From:  intranet

Howw waould you like to open this file?
" Read Only
' Edit

oc_|

Some files can harm pour computer. IF this information looks
guspicious, or pou do ot fully trust the source, do not open the file.

3. The document selected will open in Word.

4. From the toolbar, Select File. From the drop down
bar, Select Print. Select Adobe PDF, Click OK.

Pt %

rPrinker

Hame: 2 hpcolor Laserdet 2550 PCL 6 - Broperties |
Skatus: =, = . :

e c"'é} \\rhadz 1erox: workCentre Pro 55 - Photo Fing Printer .. |
‘Where: ™ Print to file
COrmment: ™ Manual duplex
rPage rangs —| @

=l c’ a hp color LaserJet 2550 PCL 6 5‘
 Current pa -

" Pages: r c"!é hp color LaserJet 2550 PCL 6 {Copy 1) ¥ Collate
Enter page nuf \

szt i g Microsoft Office Document: Image Writer

Print what: I-

=
[ a Micrasoft ¥PS Document Wriker

- pe s
Scale bo paper size: Mo Scaling b

Print: [

Options... |

5. Anew screen will appear. Select the location to -
Save jr l@ Deskiop x| =k E

save your .pdf to. Use the Desktop as a temporary
staging storage location.

6. Check the File name: Enter the file name if it does
not appear correctly.

"4 My Computer RHAWDEE? {cgarnham)
Sy Netwark Places
[T Managsment OF Febrile Neutropenic Cancer Patisnts. pdf

File name: |Consent For Treatment pt | save |
Saveastpe | PDF fie: [“FDF) | Cancel
Z
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7. Double check your file names to ensure that there —
are no invalid characters contained in the file | Browse.._ |
name(S). The file name is invalid or the file is empty. A fle name cannot contain
any of the following characters: \ /i *?" <> | #{} % ~&
Upload Multiple Files. ..
. . . W — isting fi
You will receive a message, as shown, if there are. OveEranis g fies
The file name must be altered to remove them.
oK Cancel
8. Click Save. 2|
Save jn l@ Diesktop ﬂ « & ¥ BB~
3 Iy Computer RHAWDOGET (cgarnham)
&My Metwork Places
Adobe Wl” Create your .pdf. = Management OF Febrile Neutropenic Cancer Patients pdf
The Adobe program will open and your .pdf will
appear once the document has been converted.
File name: [Eonsent For Treatment paf =l Save |
Saveastpe: | PDF files "FDF) =l Caneel Il
2|
9. Scroll through the document to the Documentation DOCUMENTATION:
section of the policy or guideline.
Consent for Treatment and Procedures fc— E"‘ ——— e
Foreign Residents Agreement NS-E00.0; =" i
) ) o Invasive Procedures & Treatments Requi 7= Cepy 4 Table
10. Select the first document item by clicking and Waiver of Responsibility form NS-E00.02 [ seve fs Taste..
dragging your cursor over the word or words you B e Tatl n skt
. Select All Chrl+a
want to apply the link to. REFERENCES: Daseect A Shitscrben
Canadian Medical Protective Association, 7o = (comment?
Highlight Text {Comment)
11. Right Click your mouse. A drop down menu will Canadian Nurses' Protective Society, Vol *‘d: Nrte te TE:“ ‘C““"’E)“”
. . Underline Text {Comment
appea‘r CIICk Create Llnk - . Eross Quk Text (Comment)
College of Physicians and Surgeons Guic -
Add Bookmark: Ctr+B
Gardner, W. S., Pitblado Buchwald Asper | create Link
2500 = 3A0 Main Street Winninea MB F
ORG.1611.PR.005AddLinksToDocumentationFromAdobeAcrobatkAugust27-2014 Page 3 0of 5




12. The Create Link window appears. x|
r—Link &ppearance
. . . Link Tvpe: | Wisible Rectangl * | Lipe Style:  |Undetline =
13. Leave the default settings in place for Link Type as mkper [ableRecande <] upestye: [underine -]
Visible Rectangle; Highlight Style as Invert and Highight Style: [ Invert -] color: M|
Line Thickness as Thin. Line Thickness: [Thn 7]
r—Link Action
Change Line Style to Underline and Colour to Gt apage view
bright blue located on the second row column :: ;pe“af"e .....
Help | Tk Cancel
14. Change Link Action to Open a web page.
15. Click Next.
16. A new dialogue box will appear. Editur X
Enter a URL Far this link:
. I [
If you know the URL for the site or document you
are linking to, enter it and click OK. ok | cancel |
17. If you do not know the URL, Navigate to Internal A reemon Const for Tresment o Proceees
. . Open
Portal site where the document you want to link to W rseo00n Foreign Residents Agreement psl—
H 'E NS-E00.022 Invasive Procedures and Treatments Requi Save Target As...
1S |0cated. T NsE00.023 Waiver of Responsibility - Print Target
'E MS-ED0.024 Triage Record Ut
'ﬂ MS-E00,025 Resident Information for Integrated Care F EUWSh ot
. opYy Shortcul
18. Hover your cursor over the document Name and 2 e e et et
. . . L ntegrated Assessment YT
nght C“Ck A drOp dOWI'] menu Wl” appear 'E MNS-E00.023 Delivery of Care Record for Year i

Click Properties.

he current selection's properties,
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19. A Properties dialogue box will appear. Broperties x]

General |

Consent %20for %20 Treatment % 20and %

20. Select the Address (URL) by clicking and dragging Sfreesduresattom 2dt
your cursor over the address. Be sure to drag from
the top left to the bottom right to get the full Frotocol:  HyperText Transfar Frotocol
address which may not be visible. Type:  Adobe Acrobat Documert
Address: 2
{URL)
21. Right Click while address is highlighted and Click
Copy. Click OK.
Delete
Select Al

(] I Cancel Aol

15.  Telephone Consent — Applies only to situations where a patient is unable t
consent and when the patient's altemate is not immediately available, but
telephone.  The Responsible Physician shall complete the Telephone Con

22. Navigate back to Adobe program by maximizing it.

Consent Forrr x|
23. Paste the link in to the Edit URL. Click OK. Enter @ LR for ks
D OCUM ENTATION IU.999;’Cunsent°/920Fur°faZDTreatment"ﬂ‘oZUand"faZUPrucedures%ZDFurm‘ pdf j
Consent for Treatme oK Cancel

Foreign Residents A
Invasive Procedures & Treatments Requiring Written Consent NS-F00.022

Waiver of Responsibility form NS-E00.023

24. Test the link. Hover over the file name. Your DOCUMENTATION:
cursor Wl" Change to a hand p0|nter The URL WI" Cum:ent fior _'I'walnaum and Procedures foim NS-E£00.020
appear CIICk the flle ::lz:;ll.['lp'E‘nﬂrd;Illn\:: £D;I:;I:|[|I:1:‘rliﬁ%fqlnnzr|]|1g 'Nrnienlm:"l"’""“w"mm;;‘f:."o'fg'fﬂw"“m‘ﬁ"
Waiver of Responsibility form NS-E00.023 [omentsienerdszmerocedessatrormpat
25. A Security Warning will appear. Check Remember x
my aCtlon fOI’ thIS S|te C“Ck A”OW, |f prompted The document: is trying to connect o
B http: ffintranet)AdminRefLibjPalicies ' CSMfClinical % 205ervices % 20Manual MNS5-E
00, 000-E00, 999/ Consent %= 20for %20 Treatment %20and%20Procedures%20F
orm.pdf

I wou brust the site, choose Allow, IF you do not trust the site, choose Block,

By selecting Remember my action for this site the
Security Warning will not reappear. IV Remenber my sction for this ke

Help I Allow Block

26. The link file will open.

27. Click Save and Close.
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