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Adding Portfolio Headers 
A PDF portfolio header provides a consistent banner (and by extension, persistent context) over the 
portfolio content. You can use the header to give portfolios a name, offer contact information, or display 
images, such as the institution/department logo or your photograph. 

Note: Acrobat also lets you create headers and footers within a PDF document—such headers 
appear on every page of the PDF they belong to. However, a portfolio header is different. The 
portfolio header is visible when viewers are navigating the portfolio but not when they have 
opened one of the documents the portfolio contains. 

To create a header: 
1. In the Edit PDF Portfolio window, open the Add Welcome & Header section. 

2. In the Add Welcome & Header section, click Header link to open the Header window 

3. Select one of the following options for your welcome page: 

a. No Header: Select this option if you don’t 
want a header or if you want to remove a 
header you previously added to the e-
portfolio. 

b. Simple Text: Provides a text block you can 
format by using the text options. 

c. Structured Text: Provides several text blocks 
you can format by using the text options, 
including a text block you can use to provide 
a linked e-mail address and another (labeled 
URL text) you can use to provide a linked web 
address. 

d. Logo & Text: Displays an image next to the 
text block in your header. 

e. Logo & Structured Text: Displays an image 
next to a structured text block in your 
header. 

f. Image Only: Displays an image in your 
header but no text. 

g. Text & Background Image: Displays an image behind the text in your header. 

1. If you selected text for your header, click the text block and type the text you want displayed. Use 
the text options to format your text. 
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2. If you selected an image or a logo for your header, click the image object or the Flash movie object 
and select the file that contains the image or movie that should appear. 

The Structured Text option provides a text field for an e-mail address and another for a web address 
(the URL text). (Acrobat automatically links the information in these fields so viewers can use them to 
create an e-mail message addressed to the student or to open the student’s web page. 

 

Note: If you are wondering whether to provide personal contact information, consider who will 
have access to the portfolio. If the portfolio will be available publicly to anyone accessing the 
web, providing personal information (such as a home address) is not advisable. 
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