
HOW TO MERGE MULTIPLE FILES INTO ONE PDF 

Adobe Acrobat XI Pro- Merging Files 
To download Adobe Acrobat XI Pro 
Suggestion: close all applications for the download and installation as it will allow less conflictions. If you have 
issues or conflictions with the download please contact OIT Services: 450-8300 

1. Go to http://alaska.edu/oit/software/\ 
a. Software Download WebpageDownload Software (link) 
b. Log in with your UAF username and password 

 

2. Click Acrobat Professional  
o Step 1: Download and Install KeyClient 
o Back page 
o Step 2: Download and install Acrobat XI Pro (Acrobat 7) 

 

http://alaska.edu/oit/software/


Working in Acrobat Pro 
If you have issues or conflictions with Acrobat Pro please contact OIT Services: 450-8300. 

1. Open Acrobat Pro from your computer programs. If you open the PDF you intend to work on then your 
computer may automatically start Acrobat Pro or Acrobat Reader DC (most will not have a prepaid license 
to have extended features in Reader DC). Admin will most likely need to use Acrobat Pro through the UAF 
prepaid license.  

 

2. Click Combine Files into PDF or Click View All (left side) to locate the PDF you would like to start with 
(table of contents might be best). 

o If you chose to Combine Files into PDF, chose all of your files and skip to Step 4.   

3. Within Acrobat Pro, click on the Create (top left) and select Combine Files in a Single PDF. 

 

4. Click Add Files (you may add an entire folder or file by file, WORD and PDF accepted). *If you chose to 
View all in Step 2 then add the file you opened with as the first file, then next PDF* Click, drag, and drop to 
reorder the files and pages. Double-click on a file to expand and rearrange individual pages. Press the Delete 
key (red X) to remove unwanted content. 
 



 

5. Click Combine Files. 
6. Check over the order of your new PDF (Binder…pdf). File, Save as:  Last Name, First AY_-_  Status (4th, 

PTMY, PTPT, TENO, PROMO, PTR)  *Example: Skipper, Jessica AY18-19 PTPT.pdf* 

 

Edit Pages and Files 

1. Within Acrobat, click on the Tools menu (right side) and select Pages. You 
can: 

o Manipulate Pages 
o Insert Pages 

 Insert from File (do this before combining more files) 
 Click Combine Files, and then click Add Files to select the 

files you want to include in your PDF Click, drag, and drop to 
reorder the files and pages. Double-click on a file to expand 
and rearrange individual pages. Press the Delete key to remove 
unwanted content. When finished arranging files, click 
Combine Files. *This will start a new PDF file.* 

o Edit Page Design 
 

If you have any issues or conflictions with Acrobat XI Pro please contact OIT Services: 
450-8300.  

See Promotion/Tenure Materials Checklist, 1-9 for all documents that 
should be included and in proper order, with cover pages to be 
uploaded as one PDF.  



TIPS 
1. There are a few ways to approach “Combining Files into a Single PDF”, find the one that works best for you and 

your version of Acrobat Pro. 
2. Convert all documents into PDF format, as this speeds up processing time when combining files. Recommend 

keeping a copy of the original format for future editing.  
3. Save each file with the number then title based on the Promotion/Tenure Materials Checklist for the final PDF. 

*You probably already have all of these into one PDF that will then need the response PDFs added to main PDF.*   

 

 
4. Create one folder to place all PDF/WORD files for the final “Single PDF”.  Make sure your folder is organized by 

name. 
 

 
 

5. Prior to combining the files, make sure none of those files are open. You will get an error that states the file 
cannot be uploaded.  

6. Provide the completed Binder PDF to your Dean by end of the day on September 12.  
 

 
 

7. File Name Should Be:  LASTNAME, FIRST AY18-19 STATUS 
 
 

STATUS Key: 
4th= 4th Year Pre-Tenure 

PTMY= Promotion-Tenure Mandatory Year 
PTPT=Promotion-Tenure Prior Mandatory Year 

TENO=Tenure Only 
PROMO=Promotion Only 

PTR= Post-Tenure 
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