
Cr e a t i n g    Di g i t a l    Po r t f o l i o s

S tudents ,  pho tographers ,  and  g raph ic  a r t i s ts  have  typ ica l l y  been taught ,  in  the  co l lege  c lass-
room,  to  p repare  t rad i t iona l  por t fo l ios  –by  spend ing  money  and t ime o f  i t .  These  por t fo l ios  a re
used to  d isp lay  the i r  bes t  work  and  demonst ra te  the i r  sk i l l s  and  ta len ts .  I t  i s  usua l l y  lea ther -
bound,  bu lky,  and  la rge ly  p r in t ,  t ransparency  and  s l ide  based or  d r i ven .

In  todays  wor ld  o f  computers  and  g rowing  techno log ies ,  th is  i s  chang ing  a t  a  rap id  ra te .  They
now have  the  op t ion ,  thanks  to  so f tware ,  scanners ,  and  d ig i ta l  cameras ,  to  c rea te  a  d ig i ta l
por t fo l io  tha t  i s  conv ien t ,  por tab le ,  v isua l l y  p leas ing  to  the  eye ,  and  can  be  des igned to  nav i -
ga te  th rough images  and tex t  w i th  ease .  I t  i s  p ra t i ca l ,  has  mu l t ip le  app l i ca t ions ,  and  severa l
ways  to  de l i ve r  to  the  v iewer.

The co l lec t ion  o f  work  can  be  t rans fe r red  to  a  d ig i ta l  env i ronment  by  way  o f  a  scann ing  dev ice
or  d ig i ta l  camera .  For  example ,  the  s tudent ,  pho tographer  o r  g raph ic  a r t i s t  can  have  the i rwork
or  images  p laced on  a  pho to  CDRom fo r  v iew ing  on  a  PC/MAC.  A d ig i ta l  camera  i s  used  to  cap-
tu re ,  s to re ,  and  down load d ig i ta l  images  to  the  computer.

N ex t ,  the i r  images  can  be  p laced in  a  page layou t  o r  p resenta t ion  so f tware  p rogram to  be
d isp layed or  demonst ra ted  v ia  the  computer  sc reen,  a  TV mon i to r,  overhead d isp lay  un i t ,  CD’s ,
the  In te rne t ,  o r  a t tached and sen t  th rough emai l  d i rec t l y  to  po ten t ia l  c l ien ts  o r  cur ren t  cus-
tomers .  In  essence they  have  c rea ted  a  back-up  o r  a rch ive  o f  the i r  own or ig ina l  work .

Serv ice  bureaus ,  des ign  f i rms ,  and  f ree lance  computer  g raph ic  des igners  can  ass is t  them in
th is  p rocess .  Communi ty  co l leges  o f fe r  in t roduc to ry  leve l  courses  o r  they  can  work  w i th  s imp le
to  very  soph is t i ca ted ,  and  in  most  cases ,  user  f r iend ly  computer  so f tware  packages  such  as :

OFOTO  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . used  fo r  scann ing  ske tches ,  pho tos ,  s l ides ,  and  t ransparenc ies

Adobe Photoshop  .  .  .  .  .  .  . man ipu la te  scanned or  d ig i ta l l y  cap tu red  images

Adobe I l lust ra tor /
QuarkXpress  .  .  .  .  .  .  .  .  .  .  .  . to  layou t  the  des ign

Microsof t  Powerpoint  .  .  .  .  .  . to  c rea te  a  p resenta t ion /demonst ra t ion  S l ide  Show

Adobe Acrobrat /Reader  .  .  .  . to  c rea te  and  de l i ve r  on  sc reen presenta t ions  tha t  do  no t
depend on  o ther  so f tware  tha t  was  used to  c rea te
the  tex t  and  images ,  genera t ing  a  s tand  a lone  package.
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Creating Adobe PDF files 
Using QuarkXPress on a MAC

1. Launch the application QuarkXPress.

2. Open your saved file.
(Be sure to check for spelling errors and image placement.)

3. Go to the File menu and select the Print... command.

4. Click on the Printer... button.



5. Ignore the message that pops up on the screen. 

6. Click OK to continue to the Print dialog box.

7. Choose the following settings:. Destination:  File. Save as File. Format:  Acrobat PDF . From General check:
1. Compress Text and Line Art
2. Embed All Fonts
3. ASCII Format
4. Make Font Subsets. Color Bitmap Images. Check Compression: ZIP/JPEG High. Check Downsample to   72       dpi.

8. Click the Save button.
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9. Name the document using the .pdf extension and choose a location to save the file.

10. Click on the Save button.

11. When you are returned to the Print dialog box click the Print button.
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12. You will know it is processing when you see a message of this type

13. Open in Adobe Acrobat.

Creating Adobe PDF files 
Using Adobe Photoshop/Illustrator

1. Open the file in Adobe Photoshop or Adobe Illustrator

2. Go to the File menu and select Save a Copy...

3. Save as a: . Photoshop PDF or a Single Image PDF. or an Illustrator Adobe PDF (PDF)

4. Open in Adobe Acrobat.
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Creating Adobe PDF files 
Using PDFWriter on a PC

1. Launch the application Microsoft Word from the Microsoft 2000 suite.

2. Open your saved file.
(Be sure to check for spelling errors.)

3. Go to the File menu and select the Print command, or click the “Print” icon located on the 
Standard toolbar.

4. The printer dialog box should appear. 
(Check to see that PDFWriter is the selected printer your file is being sent to.
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5. When the PDFWriter dialog box opens, select the number of pages you wish to print or set a
range of pages. 

6. In addition, the Properties button located next to the Printer Name field, allows you to access various
options. Select the options that are custom to your needs. Such as one of the following 
Properties settings:

. immediately "View PDF File" after creation

. generate a "Prompt for Document Info."

. have Adobe© Acrobat© restrict file names to short file names".

When your are finished making you selections, click OK.

7. Next, You will be asked to give your file a name and select the location where you want to
save it. Give it a name that is compiled with letters and numbers –no spaces. A good way to 
remember is to never exceed filename.ext. This naming convention restricts the name to an 8.3 
configuration. Use lowercase characters for the name you choose. 

8. Save your file with a .pdf extension. Select your hard drive, disk drive, CD drive, syquest, 
jaz or zip drive, or network server drive. 

9. To view the newly created PDF file launch Adobe© Acrobat©Reader.

10. Select the Open command from the File menu. 7
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Editing Adobe PDF files 
Using Adobe Acrobat v4.0

Additionally, in order to create, save, edit, mark up, scan papers into, digitally sign, design forms and
create “snapshots” of Web pages, you will need Adobe Acrobat v4.0. 

1. Launch the application Adobe Acrobat v4.0.

2. Open your newly created PDF file.
(Check for errors or problem areas.)

3. To view the document at 100% you can use the key stroke, “Control + 1”.

4. To select text use the: 

5. To make annotations use the: 
(Notes)

6. To hand write in notes use the: 



7. To highlight text use the: 

8. To create page and WWW
links use the: 

9. To create forms, buttons
page and WWW links use the: 

10. To touchup text:
(edit)

Extended c a p a b i l i t i e s :. Convert any document to Adobe PDF. Import from other documents into PDF files . Annotate PDF documents. Apply Security Options. Integrate PDF files with Web servers and email. Do late-stage text and image editing on PDF files. Reuse text and graphics from PDF files. Retain and print sophisticated PostScript graphics 9


