How to Edit a PDF Document

Open Adobe Acrobat Professional.
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Click on the Folder icon button to open a file that you would like to edit. Once you’ve located it, click on the
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You should now be viewing your file. Click on the Tools button, scroll down to Advanced Editing and over to

click on the Touchup Text Tool.
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Account payable- “on account”, an agreement to pay the supplier in the near future.
Account receivable- a claim against the customer (you bill them).

Accounting-an information system that provides reports to stakeholders about the ecanomic
activities and condition of a business.

Accounting equation- Assets = Liabilities + Owner’s Equity
Assets- the resources owned by a business.

Balance sheet- a list of the assets, liabilities, and owner’s equity as of a specific date, usually at
the close of the last day of a month or year.

s- an organization in which basic resources, such as materials and labor, are assembled
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You may now make changes to your document.

Note: You will not be able to make changes to a scanned document, a secure document, or a document that
was created by someone other than yourself.
When you are finished making changes, click on the File button at the top left of your screen, scroll down and
click on Save As. You may then close the program.
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CtHQ if the assets, liabilities, and owner’s equity as of a specific date, usually at
the close of the last day of a month or year.

Business- an organization in which basic resources, such as materials and labor, are assembled

You have successfully completed this online tutorial.

Questions? Call: 870-460-1820



