Reference Number; ORG.1611.PR.010

Issuing Authority/Source: Information
Technology

Program Area: Information
Technology

Policy Section: Internal Portal
Services Contributors Resources

Issue Date: August 27 2014
Review Date:

Revision Date:

Subject: Edit or Delete Links in
Adobe Acrobat

SUBJECT:

Edit or Delete Links in Adobe Acrobat

PURPOSE:

Procedure to edit or delete links in Adobe Acrobat

PROCEDURE:

This procedure is applicable to any file that has been converted to Adobe Acrobat that is ready to publish or is
already in a publishing environment. There may be times when a Documentation link is incorrect and points to the
wrong file. When this occurs, Do Not select Remove All Links. The impact is that you will have two separate files,

one content and one metadata, that cannot be re-connected, as shown below.

For purposes of this procedure, the example referred to is in policy Documentation. To edit or delete links in any file,

the procedure is the same.

Depending where your file is will be where you will start from. It may be either:

> Your Team’s Collaborative Work Site
» Your Team’s Policy Manual Section

! Metadata Wrapper (context) are descriptive elements i.e. Type of file,
Number etc. as shown below.
— Type  Number Name Issue Date Review Date Revision Date

E NS-2000.000 - NS-2099.999 Pharmacy and Therapeutics Index 28/06/2008 11/09/2009
. . 'E N5-2001 Expiry of Opened Ophthalmic Products 05/12/2005
Flle (Content) IS the aCtuaI 'E MN5-2002 Expiry of Opened Multi-Dose Injectable Products 05/12/2005
|tem |dent|f|ed by |t’s Name 'E M5-2003 Automatic Therapeutic Interchnage 05/12/2005

'E N5-2003 Appendix A Automatic Therapeutic Interchange Table 05/12/2005 10/09/2009 10/09/2009
'E NS-2004 Chemotherapy Preparation and Administration 05/12/2005
'E NS-2005 Interchange of Generic Products 05/12/2005
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Do Not select Remove All Links.
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It may appear as if the metadata has disappeared all
together. Check your recycle Bin, it will be there and can
be identified by a system generated alphanumeric Name.

The context for the file can still be beneficial to you and
can be utilized to recreate the contextual information.

PebceyamCirses  Corsd Garmhan 24021030 3048 M a7
0, 0

If your file has multiple pages, isolate the pages where
you want to remove web links by specifying the pages.

If your file is a one page document, this will not be
possible. In this case, the following procedure will be
applicable.

Remove Web Links x|

Aukaomatically remove web links on which pages?

Al

% From |2| To |2 of Z pages.

oK I Cancel
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Edit an Existing Link

1. Navigate to the file that requires revisions.

2. Select the file. A dialogue box will appear, select
the action by clicking Edit, click OK.

Clients

L=
T ns-2409.000 Integrated Care Plan for Residents in Personal Care Homes 12/12/2007
T ns-2410.000 Leadership by Licensed Practical Murse in a Personal Care Home 16/10/2007
m s = afs0/207
T ns-2a12000 30/10/2007
? “You are about ta oper:
T ns-2414.000 \/ Name: .th Care Facilties.pdf jard 20/05/2008
From:  intranet
T nws2e6.000 Haw wauld vou ke ta apen this fie? 06/05/2008
ﬂ NS-2418.000 € Read Orly 22/06/2009
T Ns-2420.000 & Edit 08/08/2008
T Ns-2423.000 Home 06/05/2009
T Ns-2424.000 oK Cancel al 06/03/2008
T NS2425000 gome fles can ham pour computer, IF this information lacks RHA 06/03/2008
suspicious. or you da not fully st the source. do not open the file.
ﬂ NS-2426.000 T Tome CITE Over Service LT INauaig Se ana T amiy Managed Care 06/08/2008

3. Select the Link Tool 9 or if it is not visible on
your toolbar, choose Tools, Advanced Editing, Link
Tool. Navigate within the file to the location of the
link to be revised. Double Click the link rectangle.

anunrtr + B conncarin + ltgon s o cummeny - (@sscs s # oo 5] romi v 5w s commee +
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1 LXK,
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& rerw Ik at hat locaton

uiomatically becomes HIGH

4. A dialogue box will appear. Select Actions.

DOCUMENTATION: x
WS-E00.069  Falls Management Prog s 1
Guidelings Add an Action

S-E00.132  Falls Risk Assessment 1 Sehect Acton: [rscuts 8 e Resn =
NS-EOO.O7)  Falls Preventbon/inernve:
NS-ET007 'oiding Recor L
NS-ED0.072  Falls Assessment L Adions
5 £l eurological Record
NSEDD.OT4  Falls Audit Tool L T
NS-EO0OTS  Pamphlet - Falls Manag
NS-EQ0.0TS.F  Pamphlet - Falls Manag
NS-EO0076  Pamphlet - If the Shoe |
NS-EQD.OT6.F  Pamphlet - If the Shoe |

K — |

| | e | pee |
Falls Managerment Prograe for Clers in Heallh |~ 00 o ] o |
Page2el2
5. Onthe Actions tab of the Link Properties dialogue
box, select the listed action you want to change,
Click Edit. Click OK. X

6. Revise the current address by entering the
appropriate new address for the link. Click OK.

7. Inthe Link Properties dialogue box, Click OK
again.

8. Save then Close the file, minimize the Adobe
program and return to the Internal Portal Service to
test your revised link.

Enter a URL For this link:

| P ManualMS-E00, 000-E00, 993/ Falls:

.

1Tool,

ssessment a2l

Cancel

|
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