Merging pdf files in Adobe

1. Open the first pdf in Adobe. Click on the Tools tab.
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TEXAS WOMAN'S UNIVERSITY

REQUEST FOR TRAVEL AUTHORIZATION (RTA) mﬁ

Itis the policy of Texas Weman's University to follow state guidelines related to travel. Exceptions must be approved by the President or a

Vice President. TEXAS WOMAN'S
H UNIVERSITY"
i Traveler's Name:

First Day of Travel: Last Day of Travel:
Date of Request: D City:
Reason for Travel:

a. How and to whom will your essential duties be reassigned during your absence?

2. Choose Organize Pages from the Tools menu.
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3. Click on the drop down for the Insert option.
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4. Choose From File from the drop down
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5. That will open the browse menu. Locate and choose the file you need to add to your pdf, then click
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6. Choose where the file should be added — before or after the original page. Then click ‘OK’.
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7. The pdf now has two pages.
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8. Repeat steps 1-7 until all necessary pdfs are combined into one file.



