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Get Started

How Do | Check to See What Version of

PDFelement | Have?

Once you have opened the program, click on the three-dot icon in the top

right corner to access more settings. Then click the About option.

B} User Guide Book_2023_09_07 21:26:07 paf
B User Guide Bookpdf

B et file-sample.pdf

Cloud Drive

............

Theme Calor

Edit Convert PDF Request eSign Combine P
| @ Recent Files Edit bexts and images in cevcart PDIFs to War Send & documert 1
7 cr -
— -._J [ ~

T Sta
o s Batch POFs Compress POF Compare POFs Sean Tempiate

Eatch corvart, crasts, Fedduce 3 POE 1 Sanandcreatesnen Gt geeat PO

- etwee e v, POF file

O Do LE }I U ,@ ==
B s Recent Files

The About window will be opened and show you the current version

information of PDFelement.




Wondershare
PDFelement

Version: 10.0.3

Founded in 2003, Wondershare is a global leader in software development and a
pioneer in the field of digital creativity. Qur technology is powerful, and the seluticns
we provide are simple and convenient. That's why we're trusted by millions of people
in over 150 countries worldwide. We help our users pursue their passions so that,
together, we can build a more creative world.

Visit Wondershare and Wondershare PDFelement to learn more.

G\

wondershare

Brief introduction to PDFelement

PDFelement for Windows is a powerful PDF tool that helps windows users work
with PDF files easier and allows you to produce great-looking PDF documents
and forms quickly, affordably, and securely. With this PDFelement for Windows

software, you can:

e Open, save, print and markup PDFs;

« Add, remove, move, re-size and rotate any graphical element within your
PDF;

e Secure your PDFs with password protection;

e Convert PDF documents into Word, PowerPoint, Excel, HTML, text and
image files;

« Create interactive form field and recognize form field automatically;

o Extract data from interactive PDF forms and export in CSV format;
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« Insert page numbers, bates number, and page elements;

e Approve and sign documents digitally;

e Unlock text within images using OCR;

o Perform partial OCR on specific user-defined fields in scanned PDFs;

« Batch process to convert, create, optimize, data extract, bates number,

and watermark.

A good way to get up to speed in using PDFelement is by familiarizing yourself
with its workspace. PDFelement provides an intuitive user interface with a menu

bar, a toolbar, a navigation panel, and work area.
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The toolbar displays different tabs with different tools. This is the toolbar on the
center of the screen. What's more, you can search some certain tools through

the "Search" feature to directly find the tool.

Note:



Position the pointer over a button to see the description of the button.
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To quickly find out the tool you need, you can enter the tool name or keyword
in the Search box, and then click your needed feature in the search results. After
that, the corresponding tool will be activated directly. That's quite fast and easy

to complete some operations in PDFelement.

What's more, you can click "File" tab to view more menu options.

1. File Properties

Go to "File > Properties > Description”, you can check the file properties, you

can also edit the data of "Title", "Subject”, "Keywords" and "Author" that are

marked by the pencil symbol.
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2. File Preferences

Click on "File > Preferences”, you will get more settings about "General”, "Font",
"OCR", "Units & Grid", "Update", "Proxy", "Password", "Redaction"”, "Signature",

"Blank PDF" and “Shortcut”.

e General: You can set the quantity for the recent file list, the display
mode, automatic save time and measurement units.

o Font: You can set Default Textbox Font for comments and Default Text
Font.

o OCR: You can set the default language to use in Document Language
list.

e Units & Grid: You can precisely line up the texts and objects in your
documents.

o Update: You can set the frequency to check updates.

e Proxy: You can select the proxy settings.
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e Password: You can set the password to open the encrypted documents.
« Redaction: You can set redaction to black out the sensitive text.

« Signature: You can design your own digital signature and edit the style.
« Blank PDF: You can create a blank PDF and apply it to use.

e Shortcut: You can find shortcuts for main functions.
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How to register and get PDFelement full version
1. Trial Version Limitations

After downloading and installing, you will receive the trial version of

PDFelement. The trial version does contain the following limitations:

o Watermark: Places a watermark on your PDF files when you save after
editing or commenting on the file. (It is recommended that you click the

"Save As" button in "File" menu to save it to a new copy with the
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watermark, then it will not affect your original PDF.) When using the
batch process to add a watermark or bates number, it will process all the
files you load but will still add the trial watermark in each file.

Convert: Will only convert 3 pages at most. All files together must not
exceed 20 MB.

Batch: When using the batch process to extract data, it will process two
files only.

Combine: The trial version can merge up to 3 files. All files together
must not exceed 20MB.

Templates: Limited free templates available to edit and download.

File compression is not available on the trial version.

2. Purchase PDFelement

To get the full version of PDFelement, you need to purchase the license to

activate it. Please follow the below steps to purchase the license:

Find the "Buy Now" button on the top right corner of the trial version
product window and click it. Alternatively, you can visit the Official
Store purchase page.

Follow the on-screen instructions to complete the purchase process.
The process of how to activate the software will be displayed on the
website after paying successfully. And please go to your email inbox to

find the download link and activation process.

10


https://pdf.iskysoft.com/buy/pdfelement-pro-windows.html

Note:

Sometimes, you may find the activation email located in the junk/spam mail

box.

A PDFelement license cannot be used across the platforms. If you have
purchased a Windows license, it can only be used on Windows PC and won't

work on a Mac or a mobile device.
3. Register PDFelement

To be able to have access to the full features of the registered version, ensure
that you have taken the time to use the registration information submitted to
you to fully activate the software after purchase. Without registration, the
product will remain as the trial version even though you have paid for it. Here is

how to register PDFelement after you have purchased the product.

e Launch PDFelement and click the "Log In" button in the top right corner.

e A Login window will pop up, you can log in with your ID account to
activate it.

« If you do not have an account, click "Create account” under the "Next"

button.
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How to Download and Install PDFelement

1. System Requirement

If you want to install PDFelement, the minimum required specifications to run

PDFelement Professional are as follows:

e Operating System: Windows 10/8.1/8/7/Vista
e Processor: 1Ghz Processor or above
¢ RAM: 512 MB RAM or above

e Available Hard Drive Space: 500 MB or above

Note:

See more details please visit: https://www.iskysoft.com/support.html

2. Download PDFelement on Windows Computer
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https://www.iskysoft.com/support.html

e Visit https://pdf.iskysoft.com/ to download the trial version of

PDFelement.
o Double click the executable installation file and follow the on-screen

instructions to finish the installation.

3. Change a Theme Color

After PDFelement is downloaded and installed, you can change its theme color

if you like. There are three theme colors to choose from: Light, Dark, Classic.

e Select three-dot icon on the top right corner of the home interface.

e Select Theme Color and pick a color of your choice.

Light
Beginner's Guid Dack
Edit Convert PDF OCR POF Combine X
1 Feedback Classi
| ® Recent Files i fets s / Vord, Excek PO, a i - Glsinios 55
) | carchable or ctabl.. V) -
¥ Starred F Customer Service
o Batch PDFs D
hch comied. Create f Facebook
A Ls stagram

- & PDFelement for iPhone
Recent Files Q gs
& PDFelement for Androsd
nstaScan

i) Check for Updates

About

here aren't any recent files

Shortcut keys
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There are many shortcut keys for your better operating PDFelement and
managing files efficiently. After opening the program, you can refer to the
following instructions to work. Also, you can find the shortcuts in “File” >

“Preferences” > “Shortcuts”.

e F1: Open online help page

e Alt + Shift + F11: Prompt product version pop-up

e Ctrl + O: Prompt document pop-up

e Ctrl + Tab: Switch to the next document

e Ctrl + Shift + Tab: Switch to the previous document
e Ctrl + W/Ctrl + F4: Close the current document

e Ctrl + S: Save the current document

o Ctrl + Shift + S: Save as current document

e Ctrl + D: Open the document properties dialog box
o Ctrl + K: Open the preferences dialog box

e Ctrl + F: Search panel pop-up

e Ctrl + Shift + F: Pop up the advanced search panel
e Ctrl + T: Open the search and replace panel

o Ctrl + P: Print

e Ctrl + Z: Undo last change

e Ctrl + Y: Redo last change

o Ctrl + Shift + I: Insert from the file

e Ctrl + Shift + T: Insert blank page
14



Ctrl + Shift + D: Delete the page

Ctrl + Shift + K: Tile horizontally

Ctrl + Shift + L: Tile vertically

Ctrl + N: Convert the document to PDF
Alt + 7: Screenshots

Alt + 3: Switch to text hand mode

Ctrl + E: Switch to text editing mode

Alt + 6: Switch to select mode

Ctrl + F10: Window maximization

Ctrl + 1: The actual size

Ctrl + O: Fit page to window

Ctrl + 3: Fit height

Ctrl + 2: Fit width

F8: Fold functional area

Ctrl + +: Zoom into page

Ctrl + -: Zoom out of page

F11: Enter or exit full screen mode

Shift + F4: Expand/collapse the right property bar
F4: Display or hide the left navigation bar
F6: Switch to the next Ribbon Tab

Shift + F6: Switch to the previous Ribbon Tab

Home: The first page

15



End: The last page

«: Scroll to the left

—: Scroll to the right

— / PageUp / Shift + Enter: The previous page
— /PageDown/ Enter: The next page

Alt + «: Jump to the previous view

Alt + —: Jump to the next view

1: Scroll up

1 / Space: Scroll down

Ctrl + 4: Continuous mode

Ctrl + 5: Single page view

Ctrl + 6: Two pages view

Ctrl + 7: Two pages continuous

Tab: Move the focus to the next comment, link, or form field in the
document pane

Shift + Tab: Moves the focus to the previous comment, link, or form field
in the document panel

Esc: Exit temporary editing status

Ctrl + B: Add bookmark

F2: Rename the selected bookmark

Ctrl + Shift + -: Rotate page to the left

Ctrl + Shift + +: Rotate page to the right

16



o F12: Batch Processing

e Ctrl + B: Make the selected text bold
e Ctrl + 1: Italicize the selected text

e Ctrl + ]: Increase font size

o Ctrl + [: Decrease font size

Open PDF

How to open PDF from homepage

Once you have become familiar with PDFelement for Windows and the basic
tools, you can begin reading and working with your PDF files. You can open a
PDF file, reach a specific page easily, adjust the view of the document, and
more. Now, check how to open pdf from homepage of PDFelement in different

ways.

e Open PDF from File Explorer. Open PDFelement and Click the "Open
File" button in the home window to browse the PDF files on your
computer to open.

o Open recent files. Choose PDF from the "Recent Files" list to open
directly.

e Open starred files. Tap "Starred Files" button to select the files you have

starred before.

17



e Open PDF from “"Recent Folders".

e Open PDF from “Document Cloud”.

o -+ Qo : - @
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B Agree Recent Files Q 8
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B} user Guide Book_2023_09_07 21:26:07.paf
n User Guide Book.pdf Last Week
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B oot file-samplepat Last Week M
n screenshoot-2.pdf Last Week
B untitied (1)paf Earfer 487438
Cloud Drive
1837 MB./ 10068

How to Open PDF from File Menu

If you have already opened one PDF in PDFelement, you will see the “File” menu

on the top left. Here we present how to open pdf file from the “File” menu.

e Tap “File” button and then “Open” or “Open Recent” option to select the

PDF files from File Explorer.
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o Click on “File > Open Cloud”, you will see many cloud options including

Dropbox, Google Drive, Cloud, OneDrive, Box and Library. You may need
to sing in your cloud account and complete access authorization, then

you can open PDF files from "Open Cloud”.
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How to open a protected PDF

To ensure the security of data, some PDF’s will have a password to protect it.
How to open protected PDFs? If you have received a PDF that is protected with

a password, you just need to enter the correct password to view the file.
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Some protected PDF files have other restrictions to prevent from printing,
editing, copying, etc. When you try to print or edit this secured PDF file, you will
be notified that you are prohibited to do so without the permission password.
You can click the "Enable Editing" button to enter the permission password to

edit it.
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Password

Enter paszword to ensble edting )

@ |
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View PDF

How to navigate PDF

1. Page navigation

You can navigate PDF through the pages of your active document in the "View"

tab or in the bottom floating bar.
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o Click the "Previous Page" button to navigate to the previous page of the
current document.

o Click the "Next Page" button to navigate to the next page of the current
document.

o Enter the page number and press Enter key to navigate to the page

immediately.

2. Thumbnail panel

The Thumbnail Panel allows you to quickly scroll through pages in your
document using the mouse wheel, or by dragging the slider in the panel. Right-

click on a page in the thumbnail panel, and you can adjust the size of the
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thumbnails by choosing “Enlarge Page Thumbnails” as well as “Reduce Page

Thumbnails”.
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3. Bookmark panel

A bookmark is a link with specific text in the Bookmark Panel. Use the
bookmarks to go to different pages in the document. PDFelement allows you to
navigate PDF through bookmarks. Simply go to the Bookmark Panel and click

on the bookmarks you set before.
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4. Annotation panel

If you've annotated the PDF documents, you can find all the annotations list

here. The annotations can be sorted by pages, date, author, and type. You can

navigate to a specific page by clicking on the annotation.
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5. Search panel

PDFelement has a powerful built-in search tool that allows you to navigate PDF
through your documents, looking for specific text in the active document. There

are different ways to perform a search:

o Click the Search Panel in the left navigation column to enter the keyword

in the box and press Enter key to start the search process.
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o Click "Home > Search” and enter a keyword in the search box and press

Enter key to start the search process.
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6. Attachment panel

If you need to open a PDF with attachments, the Attachment Panel can navigate
to where the files are stored. You can directly open these attached files, add

more attachment files, edit description, delete or save them.
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How to read PDF files

Wonder how to read PDF files with PDFelement? Let's get started.

1. View PDF in full screen

To check some informational or instructional PDFs, we recommend using the

Full Screen mode to focus on viewing. You can go to “View > Full Screen”, or
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click on the bottom right corner of the screen. The keyboard shortcut of “F11”

will also make it.
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2. Adjust viewing themes

There are several backgrounds for you to choose from when viewing FDFs. With
"View>Background", you can easily adjust the Default background to Day, Eye

Protection, Night, or Parchment background for your preference.
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3. Change page orientation
Click on "View > Rotate View", you can change your PDF orientation to
“"Clockwise” or "Counter Clockwise”.
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4. Document layout

You can find some settings about the layout of your PDF document under the
"View" tab option. Or you can select the page view mode in the bottom floating

bar that automatically appears when you move your cursor to the bottom.
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« Single Page View: View one page in the document panel at a time.

« Single Page Scrolling: Arrange the pages in the document panel in a
continuous vertical column and have scrolling enabled.

« Two Page View: Arrange the pages side by side, displaying only two
pages at a time.

« Two Page Scrolling: Arrange the pages side by side in a continuous

vertical column and scrolling enabled.
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5.Zoom

With the zoom tool, you can enlarge the view of a PDF to see more details. You

can zoom in to a minimum of 1% and a maximum of 6400%.
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6. Page layout

You can find the settings to change the page layout of the pages in the "View"

tab too.
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o Actual Size: To resize the page to its actual size of 100% zoom level.

« Fit Width: To resize the page to fit the width of the window. Part of the
page may be out of the view.

« Fit Height: To resize the page to fit the height of the window. Part of the
page may be out of the view.

« Fit Window: To resize the page to fit entirely in the document panel.

o Full Screen: Arrange the pages to fill the entire screen, with Menu Bar,
Toolbar, Status Bar, and Thumbnail panel hidden behind. Press Esc or

F11 key to exit full-screen mode.

7. Viewing preference
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To assist in keeping all of your PDFs in the same viewing format, you can set a
viewing preference from the PDFelement software file menu. To do this, please
click on "File>Preferences>General" and set the "Default Page Layout" and

"Default Zoom" as preferred.
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8. Initial view

For a file that you will be reviewed frequently, it is possible to adjust how it
opens every time for you in PDFelement. To do this, go to "File > Properties >
Initial View" and change the settings as you prefer. Once you have finalized
your settings, click on "File > Save" or "Save As" to make the changes. Once you

have done this, the file will always open with the settings you have chosen.
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« Navigation tab: You can set whether to open the bookmark panel and
thumbnail panel automatically when you open this document to view.

e Layout: You can set the layout mode to view this document.

o View: You can set the view mode for this document.

o Open To Page: You can set the open page for this document. For
example, if you set to open page 2, then it will open page 2

automatically when you open this document every time.

9. Al Read Mode

Discover a seamless and intelligent reading experience with PDFelement's "Al

Read Mode." This feature empowers you to not only read PDFs but also engage
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in a range of actions like summarizing, proofreading, rewriting, and asking

questions, all within the same interface.

e Click the "Al Read Mode" button located under the "View" tab to activate

this feature.
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e When you're in Al Read Mode, your PDF content will fill the screen,
giving you a clean reading environment. You'll see a toolbar for reading

and making notes. You can move the toolbar around by dragging and

dropping it where you want.
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o Look for the "Al" icon on the toolbar. Click it to open Lumi, the Al
reading assistant. You can chat with Lumi and ask general questions or
ask about the PDF you're reading by checking the "Ask PDF" option at

the bottom.
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proofreading, rewrites, and explanations.

written by Al or ask about code snippets.

Use Lumi's commands in the sidebar to get help. Ask for summaries,

You can even check if a text is
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Make your experience better by creating your own prompts with the

"Custom" feature.
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For a quick access to the Al tools, select the text you want to work with.

Look for the "Al" icon in the floating toolbar that appears. Click the "Al"

icon to reveal a drop-down list and choose the Al tool you need from

the list.
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» Besides Al help, you can also make notes. Use the tools in the toolbar to
add comments and marks on the PDF. Pick from different tools like text,
highlight, pencil, and eraser. This can help you remember and

understand what you're reading.
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10. 3D Read Mode

Unlock an engaging reading experience with PDFelement's 3D Read Mode,

offering a lifelike page-flipping effect for a more immersive encounter.

o Head to the "View" tab, click the "Page View" icon, and select the "3D

Read Mode" option.
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g Single Page Scrolling
ﬂ Two Page View B 0
o Two Page Scrolling
) e | MPLOYMENT CONTRACT P
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2 ”ﬂ Separate Cover Page
Q o BE IT KNOWN , that this AGREEMENT s entered Into on
between referred to as
the “Employer), located at 5
and
E=3 % (hereafter referred to as the " *) residing at
IN WITNESS TMEREOF , the above parties wish to enter into this Agreement and
express the need to define and set forth within this instrument the terms and conditions of
= employment of the above named by
THEREFORE, iIn of the mutual and agreed upon set
forth below, it is hereby solemnly agreed upon and thus legally binding by the Employer and the
= Employee 35 fallows:
EMPLOYMENT
= a company, operating at
-
. does hereby employ In the position
of and the does hereby agree 1o serve in such capacdity,
,'r}) = and ending at such date and time the Employee’s
N o ! may be in with below listed Termination of Agreement
clause.
< PERFORMANCEOFDUTIES 2
£
21x29.7em R (Y 1 > Q) — @ % v 32O

e Then the software will display the PDF in a two-page view.
« Navigate to the next page effortlessly by pressing the down key on your
keyboard. Experience the enchanting world of 3D reading as pages come

to life with realistic flipping effects.
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How to add bookmarks to PDF

1. Auto Bookmarks

o PDFelement is able to generate bookmarks automatically according to
the heading styles in your PDF. Click the "Auto Bookmarks" button under

the "View" tab. Thus, the bookmarks will be created automatically.

(8]

[ et fie-sample-Copy.pat * x | Log in : =
File 8 @ 9 v Home Edit Comment Convert View Organize Tools Form Protoct 0

Q @ R- B &- [ ArRead Mode (M) Rotate View |E) Auto BeckMarksl ([ Ruters Grids -

e You can head to the Bookmark Panel on the left side, expand and check

the auto-generated bookmarks.
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 If your PDF file has already got bookmarks. You will receive the following
message after clicking the "Auto Bookmarks" button. Then, you can

choose to write the existing bookmarks or add new bookmarks to the

end.

Auto Bookmarks X

The file already has bookmarks. Do you want to overwrite it or add the
new bookmarks to the end?

Add to end Cancel

P

Tip:
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Please apply different text formatting styles to your PDF file for each level of
heading. It will make PDFelement generate auto bookmarks precisely and
easily.

2. Add Bookmarks

« Navigate to the page in which you want to insert a bookmark. Then click
the Bookmark panel and select the "Add" button to insert the bookmark.
e Open one file and click the "Bookmark" button at the left side panel, and

it will open the Bookmark panel to create the bookmark for the current

page directly.
[ et filesampie-Copypai * + Log in
File o - v Home Edit Comment Convert View Organize Tools Form Protect
A Edit Al [ AddTenr [ AddImage  (2) Add Link & Watermark [#) Background [©) Header & Footer- =% More
[ Bookmarke « o W
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] o P Vewhenrton, USA. r
= imii. . Klan Architects Inc - @
) out Khan Architects Inc.
reviewed w
the sea house of klan architects ir *
New bookmark1
a New bookmark2
(=
f |
. Vit y L
o €
v U M
£ SRl
'. r :
1015 m —

3. Edit Bookmarks

» Right-click the bookmark in the Bookmark panel to choose "Rename

Bookmark" to change the name.
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« Right-click the bookmark in the Bookmark panel to choose "Add Child"
to add a child bookmark.

» Right-click "Set Destination" to change the bookmark to the current
page.

« Right-click "Expand All Bookmarks" to expand all the bookmarks
including the child bookmark.

» Right-click "Collapse All Bookmarks" to collapse the child bookmark.
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e
Q N 1] Delete
Al Rensme Bookmark
£=2
1 Add Bockmark
Add Child
« M
} Set Destination N
* .
Use Current Appearance as New Default e I
4 v ,‘ {
} A l
b » 7 4
Il CoMapse All Bookmarks x i P v | |
| A f »
Print Page ¥ ’ At A ¥
Pt o 0 b P »
Properties k . ] 7 £ L
10193 x 47.87 em N 2 L5 - -

4. Create a Content Page from Bookmarks

PDFelement enables users to effortlessly create a content page based on
existing bookmarks, providing a convenient way to navigate through their PDF
files.

e Open your PDF in PDFelement and go to the left bookmark panel.
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Right-click on a bookmark and select "Create a Content Page from

°
n
Bookmarks.
G ¥ Employmen..ntractpdf® + o D - 0O X
File B @ © ¢ @3 @ ¥ Home Edit Comment Convert View Organize Tools Form Protect arch & D
@ @ =~ E v Q v Al Read Mode (") Rotate View m Auto Bookmarks m Rulers Grids ~
= BoSimaie = 0 2 4 6 8 10 12 14 16 18 20 W
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a 71 PERFORMAI [} agd Bookmark
: g KNOWN , that this AGREEMENT is entered into o
Cl COMPENSA e s b boskmark between __ - ereatier refemred o as
= = , located at
= CL AMENDMEN (o o s
m TERMINATIC fred to as the “Employee”) residing at
BINOUCES SS THEREOF  , the above parties wish to enter into this Agreement and
"] NON-ASSIG Y| Collapse All Bookmarks d to define and set forth within this instrument the terms and conditions of
— above named by 5
. OWNEBH"E Create a Contents Page from Bookmarks I ) N
RE, in i of the mutual covenants and agreed upon stipulations set
L.l SUCCESSOF =) Print Page hereby solemnly agreed upon and thus legally binding by the Employer and the
“] ENTIREAGRE : il
[] SEVERABILY = _Prepeties )
[1 APPLICABLELAW = a at
@ | COPYOFAGREEMENT -, does hereby employ _______________in the positon
of and the Employee does hereby agree to serve in such capacity,
2 = and ending at such date and time the Employee’s 5
> may be termi in with below listed Termination of Agreement
rlause.
21x29.7em Lo ) 1 > > 89 Q) — @ &% - 2 ©
M 1
e A content page is added at the PDF's start.
e Click on items in the content page to jump directly to your desired

sections.
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How to take a screenshot of a PDF page

To create a screenshot of your PDF file, click on the "Tool" > "Capture" button
and then you will want to click and drag the mouse to the desired area. Once

you release the mouse button, the following options will appear:

417 x 140

O/ 9PeBT U xXOOB gV
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« You can annotate the screenshots with rectangle, lines, pencil, marker,

eraser, Mosaic, or add text.

o Click
o Click
o Click
e Click -
e Click
e Click
e Click
e Click

to undo the annotations on the screenshot.

to redo the annotations on the screenshot.
to save the screenshot on your computer.
to exit the screenshot.
to capture scrolling screenshot.
to save the screenshot image as a PDF.
to pin the screenshot image to the current PDF.

to copy the screenshot, you can paste it somewhere else.

How to view PDF with rulers & grids

There are crucial times when you must put every piece of your content in the

right place. With PDFelement, you can precisely arrange the texts and objects in

your documents with PDF Ruler and PDF Grid. Set “View > Rulers&Grids” to

show or hide rulers or grids.

e Grid: When you click and turn on the “Grid" button, the grid will show

up all over the PDF document. You can click the “Grid" button again to

turn off this mode.
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e Ruler: Click on the “View > Rulers & Grids > Ruler” button, a horizontal
and a vertical ruler will appear to help you evaluate size of the elements
in your PDF files.

e Guides: You can drag lines parallel to the rulers to any place in the page.

To delete the guide lines, just select them and press the Delete key.
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How to create a screen recording of a PDF

Follow these steps to create a screen recording of your PDF documents using

PDFelement:
Go to the "Tools" tab and click the "Screenshot" button.

From the dropdown menu, select "Screen Recording.”

Uses Gu df 4
Fie > h & Edit Comment Convert View Organize Tools Form Protect
Q @ L& 0O 2 Ea Al [ Acd Text Wor 13 crop @ MToois-~  Q Search | = More

() Sereenshot

(O} Seroliing Screenshot
[ I@ Screen Recording I "
a Wondershare PDFel o
O (As]

Welcome to

PDFelement 10

01 Work Anytime & Anywhere

02 Key Features Support

03 Efficient Al Solutions

04 More Help g

A dialog box will appear, prompting you to download a plugin. Click
"Download" to initiate the download and installation of the plugin. Once

downloaded, click "Launch."
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Screen Recording Plugin Download X

To enable screen recording, please firstly download the required
v plugin.

A crosshair will appear on your screen. Use your mouse cursor to drag and

select the area you want to record.

G s Guide Book pa x | [ W

Fie ) h & Home Edit Comment  Convert  View  Organize Tools  Form Protect

Q @ & 0O- 2 el [T) add Ten ok 1 crep Qrtocs® Qsearch = More

a Wondershare PDFelement

~ Welcome to

8 ‘= PDFelement 1

01 Work Anytime & Anywhere
02 Key Features Support

03 Efficient Al Solutions
04 More Help
| 4 .r

%287 em | AR 1 5] G By QO e— 9 0%

After selecting the area, two floating bars will appear. The top bar allows you to
adjust the aspect ratio of the recording area or choose to record the entire

screen. The bottom bar provides various options, including:

e Cursor: move the recording area

e Rectangle: add rectangle marks to the recording area
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e Arrow: add arrow marks to the recording area

e Pen: add free-form drawings to the recording area
e Number Index: add number index

e Object Erase: erase the drawings you added

e Undo: undo the previous action

e Redo: redo the previous action

e Recording: start the recording

« Sound: enable or disable system sound

e Microphone: select a microphone

o Exit: exit the recording

Welcome to
PDFelement 10

Click the "Recording" button to start recording. You can add marks or drawings

during the recording. To stop the recording, click "Exit."
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A window will appear with the option to "Open Folder." Click this to access and

review the recorded file.

Recording is Complete. X
Recorded File Location:

C\Users\ws\Documents\PDFelement RecordFiles 5

Open DemoCreator for Advanced Recording

Don't remind again Open Folder

How to read PDF files

Wonder how to read PDF files with PDFelement? Let's get started.
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1. View PDF in full screen

To check some informational or instructional PDFs, we recommend using the
Full Screen mode to focus on viewing. You can go to “View > Full Screen”, or
click on the bottom right corner of the screen. The keyboard shortcut of “F11”

will also make it.

0  po flersample-Copypa* x |+ o; 0 : - O X
e @ & 9 h & Home  Edit  Comment  Convert I View I Organize  Tools  Form  Protect h 0
Q @ | D | Q a Al Read Mode n Rotate View ~ E] Auto Bookmarks [3 Ruters Grids~

(] Actusl Size

) rewan | g e o M
g]] Fit Height ° OIAbOUT Khan o D ARCHITRCTS ING o
9 8w Architectsinc| [=-[== [=. | o

:O Marquee Zoom

Khan Archifects ino. created this off-grid retreat in Westpart, Washington for a family inokdng for on isalated pioce 1o cannect with nature

and "distonce themsohws i

S al temperature This ncludes glazed oreas
; o5 shade from solar heat during evenings
Inthe summer
@
(i1 Y] >
10193 x 47.87 em AN 1 p o | [ 5 | My @By Q@ —9 @ 5%

2. Adjust viewing themes

There are several backgrounds for you to choose from when viewing FDFs. With
"View>Background", you can easily adjust the Default background to Day, Eye

Protection, Night, or Parchment background for your preference.
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inthe summes,

Xhar, Architects Ina, is 0 mid-szed architectue
firm bosed in Cailifornio, USA. Out exceptionally
tolented and experienced stoff wark on projects
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buidings and arport complexes, locolly and
internationally. Our frm houses their architecture,
ntanar design, grophic design, londscope ond
madel making s, We sirieve 1o be leoders in the

community through work research ond percnal

(E) choices,
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3. Change page orientation
Click on "View > Rotate View", you can change your PDF orientation to
“"Clockwise” or "Counter Clockwise”.
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4. Document layout

You can find some settings about the layout of your PDF document under the
"View" tab option. Or you can select the page view mode in the bottom floating

bar that automatically appears when you move your cursor to the bottom.

0 et sampie-Copypat x |+ °] ® : -0 x

Fie B e 9 how °\Hume Edit Comment Convert View Organize Tools Form Protect e ¥ P

Q @ E‘ v l E vI Qv Al Read Mode n Rotate View ~ E Auto Bookmarks G]' Rulers Grids v

E Single Page View

o i f W
ﬁ Single Page Scrolling
' KHAN
Two Page View ARCHITECTS INC 0
00 wo Page Scrolling
“ﬂ Separate Cover Page o rresgrarboog i Wt
@
Khon Architects inc.. created this off-grid retreat in Westport, Washington for o family looking for on isolated ploce to connect with nature

and “distance themselves from

madel making staff, W

community through woek, research ond personal

choices.

101.93x 47.87 cm ARk 1 A | B i | Wy By & - @ n « B 0O

« Single Page View: View one page in the document panel at a time.

« Single Page Scrolling: Arrange the pages in the document panel in a
continuous vertical column and have scrolling enabled.

« Two Page View: Arrange the pages side by side, displaying only two
pages at a time.

« Two Page Scrolling: Arrange the pages side by side in a continuous

vertical column and scrolling enabled.
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5.Zoom

With the zoom tool, you can enlarge the view of a PDF to see more details. You

can zoom in to a minimum of 1% and a maximum of 6400%.
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6. Page layout

You can find the settings to change the page layout of the pages in the "View"

tab too.
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o Actual Size: To resize the page to its actual size of 100% zoom level.

« Fit Width: To resize the page to fit the width of the window. Part of the
page may be out of the view.

« Fit Height: To resize the page to fit the height of the window. Part of the
page may be out of the view.

« Fit Window: To resize the page to fit entirely in the document panel.

o Full Screen: Arrange the pages to fill the entire screen, with Menu Bar,
Toolbar, Status Bar, and Thumbnail panel hidden behind. Press Esc or

F11 key to exit full-screen mode.

7. Viewing preference
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To assist in keeping all of your PDFs in the same viewing format, you can set a
viewing preference from the PDFelement software file menu. To do this, please
click on "File>Preferences>General" and set the "Default Page Layout" and

"Default Zoom" as preferred.
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Recent Files List Default Page Layout
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20 Automatic
Q Default Zoom Defsult Selection Mode ‘0 Sp0ce Location ®
Automatic Selection ) b inae 2 TN
Units & Grid

Always hide the top message bar(%)

Vodele Enable PDF thumbnail previews in Windows Explorer Isolated place 10.connect with nature
Proxy Open Aerial View when the zoom ratio & over 150%
e Only show stamp names
f ansoel Abways show bookmarks on & single fine
’ ’ Redaction S
/ ' ’ Signature Save location for new POF
CA\Users\ws\Documents
” ’ Trust Manager
’ Save files sutomatically every 10~ minutes
Blank POF
’ ’ ’ Turn on Cloud Sync to suto-upload your local open fileinto Cloud. @
’,, Shorteut Save the Al's response in the comment fist.
i
o] { 2 —
) ‘ ’
Sy ’ )
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8. Initial view

For a file that you will be reviewed frequently, it is possible to adjust how it
opens every time for you in PDFelement. To do this, go to "File > Properties >
Initial View" and change the settings as you prefer. Once you have finalized
your settings, click on "File > Save" or "Save As" to make the changes. Once you

have done this, the file will always open with the settings you have chosen.
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0 ot file-sample-Copypoi* x  + 0 O X
File 9 @ 9 h ¥ eHome Edit  Comment Convert View  Organize Tools Form Protect
Initial View Settings -
R |
— —
Page Ony | Detat Q
View
ot Spoce Locution
Defoult o Yoo @
W Ut
Open Page
1 /4
Apply Cancel
==
Il
il
10183 x 4787 em AL 1 v 3 0 [y By @ =9 ORI 13

« Navigation tab: You can set whether to open the bookmark panel and
thumbnail panel automatically when you open this document to view.

e Layout: You can set the layout mode to view this document.

o View: You can set the view mode for this document.

o Open To Page: You can set the open page for this document. For
example, if you set to open page 2, then it will open page 2

automatically when you open this document every time.

9. Al Read Mode

Discover a seamless and intelligent reading experience with PDFelement's "Al

Read Mode." This feature empowers you to not only read PDFs but also engage
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in a range of actions like summarizing, proofreading, rewriting, and asking

questions, all within the same interface.

e Click the "Al Read Mode" button located under the "View" tab to activate

this feature.

0 et fe-sampie-Copy.pat x  + 1 v = EI RSO
File =] h B2 ¥ Home Edi 2 omment Convert Vni Organize Tools Form Protect ¢ h % (O o
@ @ E‘ v E] v Q~ (M) Rotate View~ B Auto Bookmarks B Rulers Grids «
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e When you're in Al Read Mode, your PDF content will fill the screen,
giving you a clean reading environment. You'll see a toolbar for reading

and making notes. You can move the toolbar around by dragging and

dropping it where you want.
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and “datance thernelves from sociol stresser”

1t relias on photovoltoic panals for electricity and possive bulding designs 1o reguiats its intanol tamperature This includes glazed oreos

thar bring suniight in to warm the interiors in winter, whie fasingroo! provides shade from sclor heat duting evenings
inthe summet

Khon Architects ing. is o mid-sized orchitecture
firm bosed in Calfornia, USA. Our exceptionally
1ofented and exparenced §101f work on projecTs
from boutique inferiors to lorge institutional
busidings ond airport complexss, locolly and
Internationally. Our fem houses theic orchirecture,
Inferior design, grophic design, londscope ond
maoddel making staff, Wao siriove 1o be leoders in the
community through work, research ond parsonal
choices,

firm based in Colitornic, USA. Our exceptionally

The sea House q T‘V 2Qen ' > (1) I"‘ Khan Architects Inc. is o mid-sized orchitestire

o Look for the "Al" icon on the toolbar. Click it to open Lumi, the Al
reading assistant. You can chat with Lumi and ask general questions or
ask about the PDF you're reading by checking the "Ask PDF" option at

the bottom.
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written by Al or ask about code snippets.
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Make your experience better by creating your own prompts with the

"Custom" feature.

JAboutkhan | Bt
gArchi'rec’rs e (===

e e

¥her Architocts inc. cracrtod fve off-grid reveat i Wetport Washington for 0 famby boting 1ar an rckited face %3 0onnect with nature

ond "dieionce fhomselrss from ol Krewses’

11 1lers G PASYIVOROC COrml) K ey Kty O (Onive Dulteng Gesigng 1 Uit M inter ol termpmrctive This retudes giaied oreos
it g sright in 10 worm fhe interian in winter, whils an exsendied weest-focingroof provides shode Hom 1oor heo! ding evenings

It sumene

K ATChitects 11c., 8 0 rmid- zed renfecn
firm based in Colforma, USA. Our evcegitiorally
Tefontod ond experenced st wark on proscts
P boutique veriort 1 karge nsttutend!
buldings ond arport comglevet. kcoty ond
Inoeiationally. Out frm houses the orchitocture
Intercr dankn, Grophis Sovan kindscope ord
mcdiel Moking s10f. W sivieve o be leaders in the
cormemunity Hrough work, tesecrch ond personct

choices

TheSeaHouse Of [ Tor (o= |  orssmsmmson

e " Frvn bysed in Coloenia, UTA. Our esceptionally

Klan Architects Inc st A

¥hin Niehitocts e, creed s off i resmatin Wesrgot Wt T © 0 © \ y Q

“istonce Memusives from socicl ehresces”.

uldings ond aport compleses, bcelly ond

 QIophic design bndscope cnd

21, VW0 43 10 B OGNS 1 T

ot geets v b et Dein
et by a1 bl wngy st
e
wrtrety b 1o b Y e
Ve b el e

g wtntn, e S,

e e oiape. ond el

any

Ky Poires

1, ham fessaeers i & A sed
Wi oo b Colbo VA

|

[T

For a quick access to the Al tools, select the text you want to work with.

Look for the "Al" icon in the floating toolbar that appears. Click the "Al"

icon to reveal a drop-down list and choose the Al tool you need from

the list.
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» Besides Al help, you can also make notes. Use the tools in the toolbar to
add comments and marks on the PDF. Pick from different tools like text,
highlight, pencil, and eraser. This can help you remember and

understand what you're reading.
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10. 3D Read Mode

Unlock an engaging reading experience with PDFelement's 3D Read Mode,

offering a lifelike page-flipping effect for a more immersive encounter.

o Head to the "View" tab, click the "Page View" icon, and select the "3D

Read Mode" option.
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the “Employer), located at 5
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E=3 % (hereafter referred to as the " *) residing at
IN WITNESS TMEREOF , the above parties wish to enter into this Agreement and
express the need to define and set forth within this instrument the terms and conditions of
= employment of the above named by
THEREFORE, iIn of the mutual and agreed upon set
forth below, it is hereby solemnly agreed upon and thus legally binding by the Employer and the
= Employee 35 fallows:
EMPLOYMENT
= a company, operating at
-
. does hereby employ In the position
of and the does hereby agree 1o serve in such capacdity,
,'r}) = and ending at such date and time the Employee’s
N o ! may be in with below listed Termination of Agreement
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e Then the software will display the PDF in a two-page view.
« Navigate to the next page effortlessly by pressing the down key on your
keyboard. Experience the enchanting world of 3D reading as pages come

to life with realistic flipping effects.
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Create PDF

How to Create PDF Files from Any File

How to create PDF files with PDFelement? Efficient methods are listed below.
1. Create PDF from file explorer
You can use PDFelement to create a PDF from any type of printable files.

e Open the PDFelement on your desktop, and you will see the homepage.

Then click on Create a PDF > From File.
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« If you have opened a PDF, go to File > Create > From File.
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2. Create PDF by drag and drop

Simply drag the file into the program window if it is open, or convert quickly

from within Windows Explorer.

69




Drag the document you want to convert on to the PDFelement desktop

icon n

If the PDFelement is open, drag the file directly into the application

-
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and passive building designe 1o regulate its intemal fempearature This includes glazed oreas

window.
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Q @ S A Edit Al Add Text wor 1 crop Q aiToos- = Q search =S More-
------------------------------------------------------------ ; ‘@ i
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Khan Architects inc. created this off-grid retreat in Westpors, Woshington for o family looking for on isoloted ploce 10 connect with nature
Josn

3. Create PDF by right click

PDFelement is compatible with the Windows system and enables users to

create PDF files directly by right-clicking the other formats of documents,

including Word, Excel, PowerPoint, text, and images.

Right click the target document.

Click the "Create to PDF" button on the menu.
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e This will start the creation process. Within a few seconds, the document

will be created to PDF format.

Qo +
l B Recent Files
Starred Files
Recent Folders

Document Cloud

Open PDF

Create a PDF

Quick Tools

Edit
Edit texts and images in a file.

Comment
Add comments, like highlights,
pencil and stamps, etc,

OCR Combine
Turn scani] Create POF
searchable
Creating PDF
—
12%
Recent
Name
Cancel
B sce
B rroposalpdf

accounting.pdf

edit-copy.pdf

]
B science-copy.paf
]
r]

Architect.pdf

Feedback login @ — o x
Convert
Convert PDFs to Word, Excel,
PPT, etc. B
Q & 88

e The created PDF file will be open in PDFelement and you can press "Ctrl

+ S" to save it.
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4. Create PDF in Microsoft Office

PDFelement also enables you to create PDF files in in Microsoft Office software

like Word/Excel/PPT.

e Open a Word/Excel/PPT file. There is a "PDFelement” button on the

menu.

e Click on " PDFelement > Create PDF " button to quickly create a

PDFdocument.

File = how Home Edit Comment Convert View  Organize Tools Form Protect

Q @ & 0O | Zewan- AdaTet | OR Hcrop | @ AToos S (Qsearch =S More-

............................................................. i
Document! - Word P Search
°r.=e Home Insert Design  Layout References  Mailings  Review View Help | PDFelement & Share Q
2
(Ol Eh, B ' View POF Results Support POF/A-Tb Standard ®
| + 2 < Prompt for File Name Create Bookmark
5 | Creste | Create
c PDF pndemad =~ Convert Document Information
Create PDF General Settings ~
£=]
< A
101935474 P9e 1011 Owords [[}  English United States) Drews @ W B - ] + 100%

How to convert multiple files to PDF

You can convert multiple files to pdf from Office files, email, a website, or from

any files that are printable. Here are two ways to create:
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1. Create PDF from multiple files

You can easily combine files of different formats into one single PDF file with

“Combine” function in PDFelement.

e Launch PDFelement and click the "Combine" button in Quick Tools.

Q Feedback Llogln —
| B Recent Files Quick Tools
Starred Files Edit Comment Convert
Edit texts and images in a file Add comments, like highlights, Convert PDFs to Word, Exce
B pencil and stamps, et - PPT, etc S

Combine
e multiple files into a

Cembin.
() single PDF a

oa
i

Recent Files
lame

n science-copy - Copy.pdf
B rroposalpdt

accounting.pdf

edit-copy.pdf

B sciencecopypdf

Architect.pdf

e You can drag and drop files to the border area, or use “Add Files” option
to select multiple files you want to combine or drag these files into this

window directly.
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Combine PDF
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Drag and drop files here
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|_) Add Files l

Add 2 new table of the content page
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File Name

Combine.pdf

Output Folder

Speciy folder

CA\Users\ws\Desktop\PDFelementiCon -+
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e You can add more files by clicking “Add file”, and choosing the specific

pages in “Page Range”, or delete the doc you have added.

| © Recent Files
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[ Recent Folders
O Document Cloud

[ Agreement

Click here for feedbac

»

Cloud Drive

0B/100GE
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Wondershare PDFelement
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2 PDF_Compress.pdf
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Add a new table of the content page
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File Name

Combine.pdf

Output Folder
Speciy folder

CA\Users\ws\Desktop\POFelement\Con  «++

Preview

e Click the "Apply" button, the final created single PDF file will be opened

in the application window. If you want to change the page order, you
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can drag the page on the left Thumbnail panel to move the page up or

down, then you can click the "File" > "Save As" button to save again.

0 rotflesamplepct x [ Q - O X
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2. Create PDF files from a batch

PDFelement allows you to create PDFs from a batch at once.

e Click on “Tool > Batch Process” button on the Home menu.

Then a window pops up, select the "Create" option, and you can add the

files that you need.

Finally, you can click on the "Apply" button to complete this process.
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How to print files to PDF

PDFelement printer works like a standard printer, so you can use it to print your
files from any Windows applications (such as Notepad, Outlook Express, and

Internet Explorer) to PDFs as if you would print with a real printer.

e Open the file in its authoring application.
e Click the "File" > "Print" button in the file.
e Select the printer named PDFelement, and click the "Print" button.
o The file will be opened in our application window. Click the "File" >

"Save" button to save it to a PDF file on your computer.
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How to Turn scanned document to PDF

PDFelement Professional supports creating PDF files from scanners or your

mobile devices directly.

e After opening the program, click the "File" > "Create" > "From Scanner"

button.
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« Select your scanner or your device, and click the "Scan" button to start

creating.
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o Select the scanned image to create as a PDF, or continue to scan more

pages to create as one PDF.
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e The created PDF file will be opened in the program directly, you can start

to work with it or save it on your computer.

How to create PDF from clipboard

PDFelement allows to create a PDF file from Clipboard directly.

« After opening the program, click the "File" > "Create" > "From

Clipboard" button.

Print.

| Properties
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e Then the content form clipboard will be created as a PDF, and then you

can process it with PDFelement, and finally click "Save" icon to save the

created PDF file.

79




How to create a PDF portfolio

PDFelement supports to create PDF Portfolios to view multiple files in one

Portfolio.

o On the homepage of PDFelement, click "Open PDF" to open a PDF file.

e Then, click the "File > Create > PDF Portfolio" button to create a PDF

Portfolio.
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Select "Add Files" or "Add Folder" to upload files or folder into

PDFelement.
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Open the folder in PDFelement by clicking the folder and tap on the

"Open" button to view the PDF files.
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o Add new Files and Folders to PDF Portfolio by clicking the "+" icon and

then choose the objects as you needed.
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e Click the "Extract" icon or "Delete" icon to extract or delete files from

PDF Portfolio.
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How to Create PDF from Templates

You can create pdf from templates with PDFelement, just click on “Create a

PDF>PDF Template” button and you will enter the Template Mall.

Qo +
I & Recent Files
Starred Files
Recent Folders

& Document Cloud

Create a PDF

Quick Tools

Edit
Edit texts and images in a file.

OCR
Turn scanned documents into
searchable or editable text.

)

=

<

¢

Recent Files
Name

n science-copy - Copy.pdf
n Combine.pdf
B) rroposalpdt

[ FromFile
& From Scanner

[} ®lankPDF

0 PDF Template

Feedback Logln

Comment Convert

Add comments, like highlights, Convert PDFs to Word, Excel,
pencil and stamps, etc. F PPT, etc.

Combine

Cembine multiple files into a

single PDF. a
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There are massive materials in the Template Mall for you to choose from. The
themes include PDF, Business, Resume, Poster, Letter, Planner, Invitation, Card,

Invoice, To-do List, Valentine's Day, Education, Mother’s Day, and more.

f -
Get PDFelement With 38% OFF
to Enjoy Massive Advanced Templates
Al
Most Popular
R
o wneo, ﬂ @1EssONPLAN e =2
e, - ENDOK LIST
- —— - - . o
NP 1) i
o @
= e
2 B Payment Agreement B Lesson Plan-Blue B Wedding Vendor List
=
) Contract Mote >
= e | o e sy
e - R
\earn more — -
Tips:

PDFelement paid users will enjoy massive advanced templates of different

themes.

How to Create Blank PDF

You can create blank pdf, or create a PDF from a blank page rather than

beginning with a file, image, or scanning.

e Click on the " Create a PDF > Blank PDF" button on the home page.
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D ent Clo Combine
ed documents into Combine multiple files into a
or editable text 05 single PDF a

oa
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Recent Files
Name

n science-copy - Copy.pdf

B combinepdf

n proposal.pdf

o If a PDF is already open, you can go to “File > Create > Blank PDF”
button to create it directly.

e You can also use a template from the Template Mall to save your time.

After you create a blank pdf, you can click the "Edit > Add Text" button or
"Comment > Type Writer" button to add text on the page, or click other
buttons to do what you want to this PDF. Click the "File > Save" button to save

it on your computer.
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Annotate PDF

How to add comments to a PDF

A comment is a written note intended as an opinion, an example, an illustration,
or a statement of fact or opinion, especially a remark that expresses a personal
reaction or attitude. You can also edit, delete, and move the comments with

ease. Now, let's see how to add comments to a PDF.
1. Note/Type Writer/Text Box/Callout/Area Highlight

e Note: To add a note comment, please click the "Comment>Note"
button, and click where you want to place the note and make comments

in the box.
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Type Writer: To add a typewriter comment, please click the
"Comment">"Typewriter" button, and click where you want to place it
and double click it to type comments as you want.

Text Box: To add a text box, please click the "Comment>Text Box"
button, and click where you want to place the text box and double click
the box to type comments in the box. A textbox is a rectangle of any
size, possibly with a border that separates the text box from the rest of
the interface, allowing the user to input text information. A text box
usually remains visible on the document page, it does not close like a
pop-up note.

Callout: To add a callout comment, please click the "Comment>Callout"
button, and click where you want to place it and double click it to type
comments as you want.

Area Highlight: To highlight an area, please click the "Comment>Area

Highlight" button, drag the mouse click to select the area to highlight.
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2. Customize text in comments

You can change the font, font size, color, and alignment of the text in
comments. You can also bold, italic and underline, strikeout text or add a
superscript or subscript. To do that, select the text in a typewriter, text box,
callout comment, and make changes as per your liking in the popup window or

in the Properties sidebar.
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3. Add comments continuously

You can continuously add Notes/Type Writer/Text Box/Callout/Area Highlight
rather than clicking these options one at a time. PDFelement has defaulted to
keep the tool selected until you select another option. For example, if you want
to continuously add text boxes, simply click the "Text Box" button. After that,

you can click any places on your page where you want to add these boxes.

4. Move/Copy/Paste comments

After adding the Stick Notes/Text Box/Typewriter/Callout comment, you can
drag it to move to the place where you want. And you can press Ctrl+C keys to
copy and press Ctrl+V keys to paste as many as you want. Or you can right-click
the Stick Notes/Text Box/Typewriter/Callout comment to choose "Copy" and

"Paste" to duplicate.
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Note:

The Stick Notes/Text Box/Typewriter/Callout comment can only be moved,

copied, and pasted within the same page, you cannot do this across different

pages.
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5. Lock comments

If you need to lock your comments, you can right-click the comment to open
the Properties Panel, and then click the "Lock" icon. Once locked the comment,

others cannot modify the comment.
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6. Search or filter comments

If you need to quickly locate a comment, click “Comment List” panel to unfold
all comments. Then you can either search the comments by keywords in the

search bar, or click "Filter” button to filter comments by author, type and color.
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7. Export only pages with comments

If you want to save or export the pages with comments, you can click on
“Comment>Create Notes”, then you will create a new file containing only

annotated pages of the current document.
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8. Export or import comments

If you need to move comments from one PDF to another, you can export and
import comments in a PDF. To do that, open the Comments list panel on the

left, right click and select Export/Import Comments.
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How to Mark up a PDF

How to mark up a PDF with PDFelement? You can go to the "Comment" tab to
find the text markup tools, you will see "Highlight", "Area Highlight", “Pencil”,
“Eraser”, "Underline", and many other tools there for your quick access. Holding

the Alt key, or holding the mouse button, allows you to select a region of text

to work with.
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Highlight T : To mark important passages of text with a fluorescent

marker as a means of memory retention or for later reference.

Area Highlight lE’: To mark a certain area you like.

Underline  — :To draw a line under to indicate emphasis.

L
Strikeout - : To draw a line to cross out text, making others know the

text is deleted.

T
Squiggly = :To draw a squiggly line under.
Caret 1 : A proofreading symbol used to indicate where something is

to be inserted in a line.

If you want to change the color of the text markups, please select the markups

you make, then right-click the highlight or underline to choose "Properties". In

the right-side Properties panel, you can change the color and opacity in

"Appearance" options.
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How to draw on a PDF

Drawing tools allow you to add different graphic elements into your PDF, such
as rectangles, polygons, ovals, and other images. It is useful when you need to

use an image to bring attention to a section of your document.
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o Rectangle Y proofreading symbol used to indicate where
something is to be inserted in a line.

e Oval O : To draw an oval or a circle with pressing the Shift key.
e Cloud O : To draw cloud shapes.
e Polygon O : To draw a closed plane figure bounded by three or more

line segments.

e Connected Lines L : To draw an open plan figure with three or more

line segments.

/

e Line : To mark with a line.

e Arrow /! : To draw something, such as a direction symbol, that is similar

to an arrow in form or function.

e Pencil § To draw free-form shapes.
e Eraser 62: To erase the pencil markups only, it cannot be used to erase

other markings.

How to add stamp in PDF

The Stamp tools in PDFelement are a group of advanced tools that enable you
to stamp content into a PDF document. PDFelement supports image stamps
with various image formats (jpeg, png, bmp, etc). You can either use our

predefined stamps or create your own stamps. Stamping PDF files is a very
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useful feature especially when you need to give reviews or explain the

document’s status or sensitivity.
1. Stamp a PDF

Click the "Comment>Add Stamps" button, and click one predefined stamp from
the types of "Standard Business", "Sign Here" and "Dynamic", then click on the

position where you want to place it.
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2. Create/manage stamps

You can create custom image stamps, and manage all your created stamps,

however, it does not support the creation of customized dynamic stamps.
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o Click the "Comment>Manage Stamp>Create" button, click the "Select

File" button to browse the picture as you want to, you can also name t
stamp. Then click the "OK" button, it will be added in the Custom type

under the "Stamp" button.
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e Then you can select the stamps to "Create”, "Edit" and "Delete".

PDF measuring tool

PDFelement for Windows provides you the opportunity to measure shapes and
diagrams across your PDF documents with its measuring tool. It can help you
measure distance, perimeter, and area in PDF. The step-by-step procedure of
setting up a particular measurement across the PDF document is quite simple
with PDFelement. The tool ensures operability and sustainability for its users,

making sure to work the most out for them.
1. Measure in PDF

Click the "Comment>Measure Tools" button, and then there are three options
in the drop-down menu. You can select one of them to start measuring as

desired.
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Distance Tool

« Firstly, click the "Distance" option in the measure menu, and then draw a
single line with a starting and ending point using our Drawing Tool. The
only requirement for drawing a line with this tool is to click at a specific
point and hover the cursor to the ending point. When you confirm the
endpoint, please double-click to complete measuring. Alternatively, you
can also right-click and select the "Measurement completed" option
while drawing the endpoint.

o On the other hand, if you want to cancel the measurement while drawing
a line, you can directly press the "ESC" key or right-click to select the

"Measurement cancel" option.

Tip:
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If the display of the measurement result covered your original drawing, you can

single click and drag the cursor to expand it to the blank place.

Note:

If you just need to measure at a time, you can deselect the "Keep tool selected"

option on the top-right menu to close the continuous operation.
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Perimeter Tool

o Tap on the "Perimeter" button first. Then you can start to draw the shape
from a starting point and propagate it to the end of the shape to make
an enclosed embodiment. Once finished, please double click to

complete.

Note:

If you want to change the shape you've already drawn, you need to click a point

of the shape and drag it to the desired place.
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Area Tool
o Select the "Area" button first, and then start to draw the shape as
desired. The shape will be shown as an enclosed figure while you draw.
Once drawn, double click to finish.
Note:

If you want to change the shape you've already drawn, you need to click a point

of the shape and drag it to the desired place.
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2. View measurement results

As you are drawn with the measurement tool, four different ways can be utilized

to observe the readings of the measurements.

Hover the cursor across the drawn measurement and suspend the cursor

to allow the results to be displayed.

e You can double click the shape, and the measurement result will be

shown in the pop-up Note.

e Check the "Comment" panel that is accessible from the left-hand panel

of the platform.

e Open the "Properties” of the measurement and observe the

measurement result on the right-handed panel.
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3. Measurement settings

Access the “Properties” tab from the drop-down menu that is obtained by
right-clicking the measured line. Proceed to the option of "Change scale and
precision" and figure out a proper scale ratio for your PDF diagram.
Alternatively, you can right click to select the "Measure settings" option while
drawing. It provides many different units of measurement, such as mm, cm, m,

km, in, pt, mile, and so on.

You can also set up Snap types across your measurements, which includes the

following options:

e Snap to Paths: Snap measurement at the end of the line.
e Snap to Endpoints: Snap measurement at the endpoint of the line.

e Snap to Midpoints: Snap measurement to the middle of the line.
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« Snap to Intersections: Snap measurement relevant to the intersections

of multiple lines.
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PDFelement also provides you the opportunity to set an appearance for the
measurements. This can be done by moving into the "Properties" and selecting

the optimal appearances, including style, color, and other qualities.

4. Delete measurement result

If you need to delete the measurement result, you can right-click the measured

object and click "Delete" to remove the result.
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How to add attachments to PDF

Use the "Add Attachment" tool to embed a file at a selected location in a PDF,
so that the reader can open it for viewing. By adding attachments as comments,
you can reference longer documents that can't easily be pasted into a pop-up
note or text box. If you move the PDF to a new location, the embedded file
attachments automatically go with it. To view an attachment, the reader must

have an application installed that can open the attachment.

e Click the "Comment>Attachment" button, and click on the page where

you want to add this comment.
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e A pop-up dialog will open, and you can browse to select a file to attach.
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e Right-click this comment to open attachment/save

attachment/cut/copy/delete/open properties.
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e You can change the icon style/color/opacity in its properties.

e The attachment comment will also be listed in the Attachment panel.

Click one of the attachments in the panel, and it will lead you to that

page.
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Hide / remove annotations from PDF

Undo/Redo: When you annotate PDF documents, like adding text boxes,
adding drawings or highlights, etc, you can click the "Undo" button in the top
Quick Access Toolbar to undo the last operation. Click the "Redo" button in the

top Quick Access Toolbar to redo the last undo operation.

Delete: After adding annotations, or if you open a PDF document with
annotations in it, please move your cursor to the bottom of the page, and then
click the "Select" button in the floating bar to go into select mode, then right-
click the annotation to choose "Delete". Alternatively, click the annotation and
press the Delete key on your keyboard. Another option is to click the

Annotation panel on the left side, right-click the annotation to choose "Delete".
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Hide: If there are too many annotations on your PDF page to affect the reading
of your text content, you can go to the "Comment" tools to cancel the “Show
Comment”, then you can hide annotations for current PDF reading. You can
then click the "Show Comment " button again to display all the annotations in

the document again.
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Khan Architects Inc., created this off-grid retreat in Westport, Washington for a family looking for an isolated place to connect with nature
and “distance themselves from social stresses”
1t relies on photovoltaic panels for electricity and passive building designs to regulate its internal temperature.This includes glazed areas
that bring sunlight in to warm the interiors in winter, while an extended west-facingroof provides shade from solar heat during evenings
inthe summer.
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Note:

Display changes for annotations will not be saved and when you re-open the

page, they will display as normal again.

How to adjust comment properties

You can change the appearance of all the comments. Click the "Select" button
to go into the select mode, right-click the comment to choose "Properties”,

then the "Properties” panel on the right side will be opened. You can change its
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"Info", "Appearance” or "Font" settings. You can also click the "Set as Default"
button to set the properties as default when you add this type of comment

again. For example, it shows the Text Box properties as follows:
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Tips:

You can change properties for multiple comments in a batch. In the "Select"
mode, you just need to hold the Ctrl key and click all the comments one by one,
they will be selected at the same time. Right-click one comment to choose

"Properties", then set as you want. All the selected comments will be changed.

Edit PDF

How to Add Page Number to PDF
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Discover a hassle-free way to enhance the navigation of your PDF documents

by adding page numbers using PDFelement.
1. Add Page Number

o Open the "Edit" tab, then click on "More," followed by "Page Number,"

and select "Add Page Number."
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File & f B F Home m Comment  Convert  View  Organize Protect
—More

£ Ed il AddText [ Add image (57 Add Link [&] Watermark - . Background - D Header&Foote!

ﬂ Mumber |3 |4 4dd Page Number

(=) Bsteshumber >[5 Add From Template
Jabout Khan B o] o s

ArchitectsInc., |-

10153 x 4787 cm A 1 oonl B B @ —-— ) | E% | I @

e In the subsequent "Page Number" window, tailor your page numbers by
configuring the style, position, and page range. A real-time preview of
the layout is provided on the right side.

e You can even save these settings as a template for future use by
checking the "Add to template" option. Once satisfied, click "Apply" to

implement your selections.
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2. Update Page Number

o For edits, simply click the "Update Page Number" button.
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e Inthe "Page Number" section, modify your preferences and instantly

preview the changes in the "Preview" segment.
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o After refining, confirm your updates by clicking "Apply."
3. Remove Page Number

« Removing page numbers is equally hassle-free. Click the "Remove Page

Number" button.
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e In the subsequent confirmation dialog, affirm the deletion by selecting

"Yes."

Page Mumber =

@ Are you sure you want to remove all Page Mumber?
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G
How to edit text in PDF

It's known to all that we can edit the text in Microsoft Office like Word, Excel, or

PowerPoint. But can we edit the text in PDF and how to edit the text in PDF?
1. Edit with different modes

With PDFelement, you can edit texts in a paragraph as well as change the font,

font size, and color. To edit texts in a paragraph, please follow the lead:

e Go to “File>General” to select the “Support line mode document
editing”. Then “Edit Mode"” will show up in the toolbar under “Edit”

function.
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e Select the "Edit>Edit Mode". There are two modes for you to edit the

text: "Paragraph Mode" and "Line Mode". When you use the "Paragraph
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Mode", the whole text will appear in one complete block. When you use
“"Line Mode", each line of the text will be a separate block. Then you can

edit the desired text to start editing by typing new text and deleting text.
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Architects inc. Woashingion USA

Khan Architects Inc., created this off-grid retreat in Westport, Washington for a family looking for an isolated place to connect with nature

and “distance themselves from social stresses”.

It relies on photovoltaic panels for electricity and passive building designs to regulate its internal temperature.This includes glazed areas
that bring sunlight in to warm the interiors in winter, while an extended west-facingroof provides shade from solar heat during evenings

inthe summer.

- Khan Architects Inc.,is a mid-sized architecture
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firm based in California, USA. Our exceptionally
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o Click the "Edit>Add Text" button to add new text to the position that
you want.
o Choosing the text will allow you to change its font, font size, bold, italic

and color, line spacing and paragraph spacing, etc., as you like.
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2. Edit only text, image, or link

When we edit a PDF, we can edit all objects in the file. However, if there are too
many objects, it can be annoying if you mistakenly select other elements while
editing the text or other specific elements. Don't worry, click on “Edit>Edit All",

PDFelement offers to edit only text, images or links now!
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3. Create and edit superscript and subscript text

The program allows you to create and edit your superscript or subscript text

now.

o After opening the PDF file in the program, please click the "Edit" button
and click the text where you want to superscript or subscript text first.
o Select the text and click the "Superscript" or "Subscript" button, then the

text will change to be superscript or subscript.

4. Find and replace

The program can help you find the keyword in your document, and also

supports replacing any word with another one at one time.

o After opening the PDF file in the program, press Ctrl+F keys to open the

window, and enter the keyword that you want to find.
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How to edit image in PDF
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PDFelement is equipped with many useful functions, and this page will guide

you on how to edit images in PDF.

When reading a PDF, you may also need to edit an image, shape, or other
objects in the PDF file. With PDFelement, you can add and edit the objects as

well as text content. To edit an image, please do the following:

o Firstly, Click the "Edit>Add Image" button to select the image as you

want to add to the PDF.

Tips:

After clicking the "Edit" button on the top-right corner, you can copy/paste an

image from your clipboard into the PDF directly.
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e Then click the image or object to select, then you can drag it to move.

When moving the object, you will also notice there is an alignment grid
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line, to allow you to keep your documents alignment set. Alternatively,
you can click the object and press the arrow keys on your keyboard to

move it to the desired location.
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A small toolbar will appear next to the image, and it allows you to
“Crop”, "Rotate Right”, “"Rotate Left", “Replace image”, or "Edit image”.
You can rotate the image as you want, hover the mouse click over the

green round button, hold the mouse click to rotate at any degree.

P

You can select the “Edit image” button ( ) ) or you can also select the

image and right click to wake up the shortcut menu. Then you will easily

move image, align image or adjust image transparency.
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How to Edit Link in PDF

This function helps you to lead the readers to related pages or an intended

webpage.

1. Add link

To add a link, please choose the "Edit>Add Link" button, then there are three
options of link action you can select. After clicking one of them, position the
cursor on the place you want to add the link, hold and drag your mouse button
to draw a rectangle. It will pop up a dialog box for you to set the link action and

appearance.
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Options

three types: invert, push, and outline.
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Color: The border color of the rectangle.

higher the value, the thicker of the sides.

the border: solid, dashed, and underline.

Link Type: You can select a visible or invisible rectangle.

Highlight Style: The effect when you click the rectangle link, there are

Link Thickness: The thickness of the four sides of the rectangle. The

Jump to a page view: After selecting the option “Go to a page view”,

please click on the “Set Link” button which will bring up the following

Link Style: The style of the rectangle's border, there are three types of




message. Follow the message to scroll through the pages in the work
area, or in the thumbnail panel to select the target page. Once you have
selected the target page, click the “Set Link” button to complete the
action.

« Open a web page: Designate the link to open a web page. Select this
option to enter the URL of the destination web page.

e Open a file: Designate the link to open another file on the computer.

Select this option and click the button of "..." to browse the target file.

2. Edit link

You can move, resize, delete and edit the link after you have created it. Click the
"Edit>Edit All>Edit Link" button, drag the link to move to the desired position.
Or drag the rectangle around the link to resize it. Alternatively, right-click the
link you create to choose "Delete" or "Edit Link" to reset. After clicking the
"Select" or "Hand" button, when you click the link in your file, it will execute the

link to go to the target that you set.
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How to Add Watermark to PDF

1. Add a watermark for a single PDF

After opening your PDF file in the program, please click the "Edit" >

"Watermark" > "Add Watermark" button.
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In the "Add Watermark" window, you can input the text as the watermark and

choose the font, size, color, and position.
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You can add an image as the watermark from your computer via clicking the

"File” and select an image from your computer. If you choose another file as the
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watermark, you can set the "Absolute scale” of the watermark. In this way, the

watermark size will not change no matter what is the size of your PDF page.
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« Inthe "Setting" option, you can set the rotation degree and opacity by
clicking the "<>" button. If you choose "behind text", the page content
will obstruct your view of some part of the watermark. If you choose "In
front of text", the watermark will cover some content, however, you can
adjust it via the setting of the opacity of the watermark.

« Set the vertical and horizontal distance between the target page and the
watermark.

e Choose the page range and appearance to apply the watermark.

o Click the "Save" button to save a watermark template for your future use.
Next time, you can click the "Add Watermark" button to choose the one

you want to apply directly without setting again.
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2. Add/remove watermark for a batch

PDFelement supports adding the same watermark into multiple PDF documents

at the same time. Also, it supports removing watermarks from PDFs in batches.

button.

the operation.
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Click on the "Watermark" tab to drag and drop the selected PDF files for
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« If you have not saved any watermark template yet, you cannot do the
batch process. So, you can click the " + " button on the bottom of the
pop-up window to set and save one template first. On the other hand, if
you want to remove the watermarks, you can click the "Remove
Watermark" option.

o Click the "Apply" button to begin the process.
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How to change background in PDF

With PDFelement, you can easily handle PDF editing related issues. For instance,

how to change the background in PDF?

To add a new background, you can choose the "Edit>Background>Add
Background" button. In the "Add Background” dialog box, there are two
options of background type, including “Color” and “File”, and you choose one

of them to set a template.

U

« If you choose to set a color as the background, you can just click “Color’
to set the background in the "Add Background" window. If you want to
make an image or PDF file as the background, you need to click the

"File" button in the "Add Background" window.
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e Click the "<>" button to set the appearance by choosing the rotation
degree and the opacity. You also can choose to make the scale relative
to the target page or not.

« Choose the page range to display the background. You can select all

pages or specify the page range. You can also add backgrounds in
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How to add header or footer to PDF

You can add header and footer in PDF pages by clicking the "Edit" > "Header &
Footer" button. You can design your Header and Footer contents in “Content’
area, or choose where to put them in the “Position” area. In the "More Setting”

area, you can select the date style, page number style or start page number.
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What's more, you can add a header and footer in batch by clicking “All pages”

in the “Page Range” area.
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How to add bates number to PDF

Bates Number is used to label a page, allowing for easy searching and
accounting for pages in a PDF, which is a helpful tool usually used to handle
legal documents. The Bates numbering tool in PDFelement allows you to create
a unique number for PDF pages, including a number, a prefix, and suffix,
assisting you in recognizing the subject of the documents. In addition, you can

remove the unwanted Bates numbers as you wish.
1. Add bates number for a single PDF

After opening your PDF file in the program, please click the "Edit" > "Bates

Number" > "Add Bates Number" button.
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In the pop-up Add Bates Number window, you can set a Prefix, Start At, and
Suffix for your pages. Also, you can select the font, appearance, position, and

page range to apply for the Bates number. After modifying the settings, click

"Apply".

File c S v Home Edit Comment Convert View Organize Tools Form Protect

. Edit Link~ (@) Add Text Add Image (%) Add Link (P Watermark - [#] Background - [Z) Header & Footer = More

o T n California, US
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Q 2 B I i
The Sea House Of o ”
Bate: Klan Architects Inc \d air

n for a family

e Content: Set the number of digits and the start number of the Bates
number. The Prefix is the text appearing before the Bates number, while
the Suffix is the text after the Bates number. For example, the start
number is 0001, the Prefix is FILE, and the Suffix is 2022. Therefore, the
Bates number of the first selected page will be FILEO0012022.

o Bates number reverse: Sort the Bates number in reverse order.

e Increase the number on Bates numbered pages only: Add continuous
Bates number on selected pages only.

o Add to template: Create a Bates number template for your future use.
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2. Add bates numbers from a template

Click the "Edit" > "Bates Number" > "Add From Template" button to easily add

Bates number from preset templates without adjusting the setting again.
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3. Edit bates number

Click the "Edit" > "Bates Number" > "Edit Bates Number" button to modify the
existing Bates number. Click "Save" to apply the changes after adjusting the

settings.
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4. Delete bates number

Click the "Edit" > "Bates Number" > "Delete Bates Number" button to delete
the Bates number of the current file. A reminder will pop up to let you confirm

the deletion.
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5. Add bates number for batch

PDFelement supports adding Bates number to multiple PDF files at the same

time.

start page.

Click the "Bates Number" tab in the pop-up window.

After opening your PDF file in the program, please click the "Tool" >

"Batch Process" button or directly click the "Batch Process" box on the
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Add multiple PDF files in the Bates Number window. First, select a

template you previously set. If you have not created any Bates number

template yet, please click "+" to add a new one first.

Click the "Apply" button to begin the process.
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e Sort Documents: If this option remains unchecked, each PDF file added
in the window will have its own separate Bates numbering series. If you
check this option, a single Bates numbering series will be added to these
PDF files according to their listed order.

e Update Bates Number: Update the existing Bates number of the
selected files.

e Remove Bates Number: Delete the existing Bates number of the

selected files.

- g—— °
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How to flatten PDF

To flatten a PDF, you can find the "Flatten" button under the "Tool" tab. Click it

and the program will flatten the annotations, form fields, and layers in PDF. The
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flattened PDF file will be automatically open in PDFelement and you can save it

on your computer.
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Combine PDF

How to combine PDF files

PDFelement supports combining multiple PDF files into one and generating a

new catalog page from bookmarks.
1. Combine PDFs.
Launch PDFelement, click the "Combine" box on the start page under the Quick

Tool tab.
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In the new "Combine PDF" Window, drag and drop files or click the "Add Files"

button to import the PDF files from your computer. (Tip: To combine attached

files from emails, you can directly drag and drop the attachments to the

"Combine" Window.)
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Alternatively, you can open a file you want to combine in the program first, click
the "Tool" > "Combine" button in the Toolbar to open the Combine PDF

window. Next, click "Add File" to import more other files.

omment Co
(V) Compare [7} Compress £ Flatten 82 Batch POFs ) AlTools-— =5 More~

Home Edit
O oca = OCR Area .
W o T OCRArea © combine

O Combine PDF ~ Add a new table of the content page

generated from bookmarks 0
A

No. Name Page Count Page Range Action
0 Fibe Name
, 1 ppt file-zample. pdf 4 All Name

Combine.pef iailly

Q C Output Folder e
Q | l

Specify folder

Ci\Users\ws\Desktop!\PDF element\Con

Preview

Click ".." to set an output folder for the combined PDF file. In addition, you can
select the "Add a new table of content page generated from bookmarks"

option as needed.

Click the "Apply" button. PDFelement will combine the PDF files you add within
a few seconds. Besides, the combined PDF will be automatically open in

PDFelement, and you can now edit or manage it as you wish.

Furthermore, if you select to generate a new catalog page from bookmarks
when combining files, there will be a new catalog page in your combined PDF,

helping you find the target page quickly.
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2. Combine PDF from different format files

You can easily combine files in different formats into a single PDF. The
operation method is the same as combining multiple PDF files into one, except
you cannot set the Page Range of files in other formats for combination.

Therefore, please refer to the previous section for detailed information.
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How to combine PDF via right-clicking

You can combine two or more PDF files into one or combine different types of
documents into one PDF (the file formats including Word, Excel, PowerPoint,

Text, and images).
Press the "Ctrl" key and select the documents you want to combine to PDF.

Right-click the selected documents and choose the "Combine to PDF" option.

Once you click the "Combine to PDF" option, the Combine PDF window will pop

up.
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In this window, you can set the "Page Range" of the file(s) in .pdf format for
combination, while you cannot set the page range for the files in other formats.

Click the "..." button to select the output folder for the combined PDF file.

Finally, click the "Apply" button to start the combination process.

Combine PDF Add file Adi a new table of the content page POFs
= generated from bookmarks
| @ Recent Files No. = Name Page Count Page Range Action .
Balince- sheet-template-1,pdl 2 A e Nome L=
2023-7-25.pm9 Combine.pa¥
OR spoint ppte
3 powerpoint ppts Output Folder
O Document Cloud Specify folder
< 225M8
0 Ci\Users\ws\Desitop\ POF element\Con
7ME

Preview

Organize PDF

How to Extract Pages from PDF

Extraction is the process of reusing selected pages of one PDF in another PDF.
You can set the page range to extract, and the extracted pages will be

generated as a new PDF file and opened in PDFelement automatically.

o Click the "Page" menu first.
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o Select the "Extract" button and set the page range as you wish in the
pop-up dialog window. Alternatively, click the below page thumbnails
first (you can press the Ctrl key and select multiple pages) and click the
"Extract” button. Next, click "OK".

o Click the "File" > "Save" button to save it as a new PDF on the computer.

(] esamplepd (2]
File 5 v Home  Edit  Comment Convert  View |Organize| Tools  Form rotect
Q @ : ad B 6 D0 spit )4 Insert Bop ORotate [FSize = More
D cernen  »— =5 TS onae OF T Mo s OF | Tive romwe v OF ol
Archiecns e wion Aschaects no Wion Architects e, Kion Architects Inc.
¥ O
7 Page Range 4
All pages
QcCusteen 2 0
ASPages
More Setting
Delete pages aftes extracting
= -

How to Insert Page in PDF

1. Insert blank page

You can go to the "Page" > "Insert" button and choose "Blank Pages". In the

dialog box, set the number of blank pages as needed. By default, the new blank
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pages will be inserted after the current page in the document. If you want to

change the order of the pages, you can drag and move the page.
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2. Insert from PDF

e Choose the "Insert" > "From PDF" button to select the PDF document
you wish to insert. Here you can choose the page range that you need

from the target PDF and select the location for the inserted pages.
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« If you have opened multiple PDF files in the application window, you can
drag a page from one PDF Thumbnail Panel and drop to the place where

you want to insert into another PDF's Thumbnail Panel.

How to Split PDF File

Click the "Page" > "Split" button and set the number of pages in each split file
after clicking the "Split by number of pages" option. The other option allows
you to split the file by its top-level bookmarks. Next, click the "..." button to

choose the output folder to save the split files.
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Tips:

If you want to split each page into a separate PDF file, please enter "1" in the
box of "Split by number of pages". In this way, you will get each page as an

individual PDF file.

How to replace page in PDF

You can click the page(s) you want to replace in the left-side Thumbnail Panel,
and right-click to select the "Replace” option in the drop-down menu.

Alternatively, you can click the "Page" > "Replace" button.
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In the pop-up "Replace” dialog box, you can set the page range of the current
PDF file, click the "..." button to browse and select the replacement PDF, and set
the page range of the replacement PDF. Next, click "OK" to start the

replacement.
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PDF pages labels

The page numbers on the document pages do not always match the page
numbers below the page thumbnails. Pages are numbered with integers,
starting with page 1 for the first page of the document. Because some PDFs
may contain front matter, such as a copyright page and table of contents, their
body pages may not follow the numbering shown in the Page Navigation

toolbar.




You can number the pages in your document in a variety of ways. You can
specify a different numbering style for a group of pages, such as 1, 2, 3, or i, ii,
iii, or a, b, c. You can also customize the numbering system by adding a prefix.
For example, the numbering for chapter 1 could be 1-1, 1-2, 1-3, and so on, and

for chapter 2, it could be 2-1, 2-2, 2-3, and so on.

Note:

Using the Page Labels tool affects only the page thumbnails on the Pages
panel. You can physically add new page numbers to a PDF using the

Header&Footer feature.
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e Click the "Page"> "More" button and select the "Page Label" option in

the drop-down menu.

150



o Set the Page Range and Page Numbering style/prefix as you want in the
pop-up window.

e Click the "Apply" button to add the page labels.
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How to Rotate PDF

o Click the page you want to rotate in the left-side Thumbnail Panel, or
press the Ctrl key and select multiple pages simultaneously, and then
right-click the thumbnail(s) to select the "Rotate" option.

« Alternatively, you can hit the "Page" button, enter the page number in
the box to select a page or click the page thumbnail directly, and then

you can click the button to rotate it clockwise or counterclockwise.
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o Keep pressing the Ctrl key and click multiple page thumbnails, and then
you can click the button to rotate multiple pages at once.

e Click the "File" > "Save" or "Save As" button to save the changes.
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How to delete pages from PDF

o Click the page you want to delete in the left-side Thumbnail Panel, or
press the Ctrl key and select multiple pages simultaneously, and then
press the Delete key to remove the page.

« Alternatively, you can hit the "Page" button, enter the page number in
the box to select a page or click the page thumbnail directly, and then

hit the "Delete" button to remove the page.
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» Keep pressing the Ctrl key and click multiple page thumbnails to select
more than one page, then click the "Delete" button to delete them.

e Click the "File" > "Save" or "Save As" button to save the changes.
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How to delete blank pages from PDF

It's quite easy to delete single pages by selecting them in the Thumbnail panel

and delete each page one by one. But what if there are many blank pages in the

document? How to delete blank pages from PDF in batch?

o Click on "Page”, tap in "Page Input” box, select the “Blank Pages”, then all

the blank pages in the PDF will be selected at once.

153



a ppt file-sample.pat * x 4+ o¢ e . - .0 X
e O @ 9 h e Home_ Edit  Comment  Convert  View | Organize | Tools  Form  Protect A
) » :

Q @ 23 ,éﬂ [B @ G'mrm 00 spie ]l[l—umv nCvop 0" Rotate @S:e = More

Even Pages
Odd Pages
Al Pages
o Thes Bedh Hinsma OF The New Wirk OF The New Wark Of
§ Glank Page Vs Aveiracrs ine L KonAchtechine Kion Archisects inc.
s

o After you choose “Blank Pages”, the “Page Input” box will show the page

number of all the blank pages.

« Right click on any selected blank page, choose “Delete” and you can

delete the blank pages from PDF in batch.
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e You can also try “Tool>Batch Process>Delete Blank Pages”, then you
drag or drop your files with blank sheets to the operating area, and

PDFelement will quickly delete all blank page in your files within seconds.

0 oot fie-samplepet - x  +

File 0 @ 2 U Home

W OCR [ OCR Area © combine Compare ) Compress 453 Flatten |89 Batch PDFs I Q@ ATooss o

) Thumbnails X
Wondershare PDFelement

A Batch POFs
] ==
s r 8

1 Convert
Q Batch convert POFs to cther

e formats,

=2

Print
Batch print PDFs,
)
= A
Bates Numbaer
Batch manage Bates Number in
PDFs.

(?)

10193 x 4787 ¢m

Edit Comment Convert

[ ]
ocR

Batch turn scans into editablle
PDFs.

Y

4
Watermark

Batch manage Watermark in PDFs.

Security
Batch add the securtty policy in
PDFs.

View  Organize

Create

Bateh create PDFs from other
formats,

Background
Batch manage Background in
POFs.

Extract Data
Batch extract data froem POFs.

Formr °Prulm

Compress
Batch reduce POFs' file size

Header & Footer
Batch mansge Header Focterin
POFs.

0.

= Morev

R

Delate Blank Pages
Batch defete blnk pages in POFs.

8%




Contact Support

Still have confusion or any suggestions? Please contact support and we will

reply within 24 hours.

How to duplicate PDF page

There are two methods to duplicate the page(s) in the program.

e 1.In the left-side Thumbnail Panel, click the page or hold the Ctrl key
and select multiple pages at the same time, then press Ctrl+C and Ctrl+V

to copy/paste the selected page(s).
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e 2.Inthe "Page" menu, please click the page or hold the Ctrl key and
select multiple pages at the same time, then press Ctrl+C and Ctrl+V to

copy/paste the selected page(s).
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How to crop PDF

1. Crop pages.

After clicking the "Home">"Crop" button, you will get the pop-up "Set Crop
Box" dialog. Here you can drag the eight blue squares in the dashed box to
adjust the cropping area. You can also enter the accurate parameters in the
Crop Margin area. Then select the Page Range that you want to crop, and

finally, click the "Apply" button to crop.
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Alternatively, you can access the Crop tool from the Page tab and adjust crop

settings accordingly.
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2. Page boxes

You can adjust the visible page area using the Page Boxes tool and the Set Page
Size dialog. In addition, cropping pages can help you create consistency within

a PDF composed of pages of different sizes.

e Click the "Page" > More button.

o Select the "Page Boxes" option in the drop-down menu. The Set Page
Size dialog pops up, showing the margin measurements of the cropping
rectangle and the page to be cropped. You can override the crop area
you defined, making new selections in the dialog box.

« To apply these settings to additional pages, customize the page range or
click "All" under Page Range.

o Click "Apply" to crop the page or pages.

Note:

Cropping does not reduce file size because the information is merely hidden,

not discarded.
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Margin Control options in the Set Page Size dialog box

The Set Page Size dialog box contains options for cropping pages. The Margin

Control options are as follows:

e CropBox: Defines the boundary for the contents of a page when it's
displayed or printed.

o BleedBox: Defines the clipping path when the page is printed
professionally to allow for paper trimming and folding. Printing marks
may fall outside the bleed area.

o TrimBox: Defines the finished dimensions of the page after trimming.

o ArtBox: Defines the meaningful content of the page, including white

space.
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How to compress PDF

If you need to reduce the size of your PDF files, PDFelement provides a

straightforward compression feature. Follow these steps to optimize your PDFs

effortlessly:

Click on "Tool" and select the "Compress" button. Pick the desired level

.
of optimization for your PDF.
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Click the Settings icon to access advanced customization options.

In the Custom Settings window, adjust image resolution, select specific

content for compression or discard, and click "OK" to apply settings.
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e Click "Apply" to initiate the compression process.

o Alternatively, find the Compress tool in the Quick Tool tab on the

Homepage.
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PDF OCR

What is OCR?

OCR stands for Optical Character Recognition, which enables images or printed
text to be translated into machine-readable text. OCR must be used when
scanning paper documents to create electronic copies, but can also be
performed on existing electronic documents (e.g. PDF). In order to edit the
scanned PDF files or image-based PDF files directly or convert them to the
editable other format files (such as Word, Excel, PowerPoint, etc.) you need to

perform OCR first before editing or converting it.
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How to download and uninstall OCR

1. Download PDFelement OCR plugin

If you have not downloaded the PDFelement OCR plugin yet, you will get

[ ]
the following message to remind you to download OCR when clicking
the "Tool" > "OCR" button or the "Perform OCR" in the notice bar.
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The progress bar will display the downloading status.
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Tip: What to do if PDF OCR plugin fail to download?

If you can't download the OCR plugin in PDFelement program, you can try

these:

e Uninstall the PDFelement on your computer. Then download the

program from here and reinstall PDFelement.

FREE DOWNLOAD

o If you are using PDFelement for Mac, download PDFelement in the App
Store, because the version in the App Store contains the OCR plugin.
o If the OCR plugin still can't be downloaded after reinstalling the

program, please contact our support team.

2. Install OCR

ERVIV)


https://download.iskysoft.com/pdfelement-pro-win_full5264.exe
https://www.iskysoft.com/support.html

After completing the download process, the program will install the OCR plugin
automatically. When the installation is completed, click the "OK" button in the

pop-up window.

If you have already purchased the program PDFelement Professional, you will
receive an email with its download URL and registration code as well. After
installing and registering the program PDFelement Professional (Please refer to
the Chapter of "How to Download and Install PDFelement"), you just need to

download and install the OCR plugin, and then you can start to use it.

Scan PDF with OCR

OCR PDF feature is available in the trial version of PDFelement Professional to

try before purchase as well.

Please refer to the guide "How to Download and Install OCR" to install it first.
PDFelement can detect whether a PDF file is scanned or image-based and make
corresponding suggestions to initiate OCR when opening a scanned or image-

based PDF as below, in the grey highlighted notice.
1. Editable OCR

To edit or convert the scanned PDF files, perform the following steps:
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e Click the "Tool>OCR" button in the Ribbon bar, select the "Scan to
editable text" mode. Then texts in PDF image can be edited after
scanning.
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e Then click the "Change Language" button to choose the correct
language of your PDF content (PDFelement Professional supports over
20 OCR languages) from the OCR language list. You can also click

"Range" to choose an individual page or a set of pages for OCR.
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o Now click "Apply" to perform OCR. Here you will see a progress bar to
indicate the state of the operation, and let you know when it has
completed.

« When the process is completed, it will open the newly created editable
PDF file in the program. Once this is completed, click the "Edit" button to

modify the text of the PDF file.

Tip: If you need to move comments from the scanned PDF to the new editable
PDF file, you can select all the comments and select Export Comments on the
old scanned PDF. Then on the new editable PDF, click Import Comments to

import the comments. Learn more on Edit Comments in PDF.

2. Searchable OCR
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Since version 6.3.0 of PDFelement Professional, we support the Searchable OCR

mode, which allows you to search/select/copy the text.

o After clicking the "Tool>OCR" button in the Ribbon bar, select "Scan to
searchable text in image" mode, which means texts in PDF image can
only be searched after scanning.

e The newly created PDF file will be searchable, you can press Ctrl+F keys
to search the keywords. Or select the text to copy, then paste in another

document as you want, such as a Word file.
OCR area

With OCR, you can easily convert scanned PDF files to editable or searched text.
PDFelement also provides “OCR Area” function to convert the selected

document area to editable or searched text.

e Open an image, click on the "Tool>OCR Area" to choose an area to start
OCR scanning.

e Check the “"Properties” window on the right and select the language you
need to recognize.

o Tap "Recognize” button, then PDFelement will scan the texts in your

selecting area and convert the contents into editable or searched texts.
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Contact Support

Still have confusion or any suggestions? Please contact support and we will

reply within 24 hours.

Batch OCR

PDFelement offers quick solution for your batch operating issues. You can go

use “Batch Process” tool to finish batch OCR.

« After you open a file, go to “Tool>Batch Process>OCR". This function

allows you to turn scans into editable PDFs in batch.
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You can drag or drop your files into the dashed box area, or you can also

click "Add Files” to select your aiming documents. There are three

options for you: add files, add open files, or add folder.
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o After adding all files, set the OCR options, like converting to editable text
or to searchable text and image. You also need to click the language you
need to recognize.

o Then tab "Apply” to start OCR scanning in batch, the finished file will be

automatically saved and the folder will pop up for you to check.
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Contact Support

Still have confusion or any suggestions? Please contact support and we will

reply within 24 hours.

Convert PDF

How to convert PDF to image files
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PDFelement supports converting PDF pages to image files. If your PDF
document contains more than one page, you can choose to convert each page

as separate images or convert PDF pages into one long image.
1. Convert each page as one image file

o Click the "Convert" > "Settings" button to open the Setting dialog. Click
the "PDF To Image" tab, select "Each page of the PDF as separate
images", and click "Apply". You can also set the other properties in the
dialog, such as Image Quality, Zoom level, Border, and Page Range. Click

"apply" after adjusting the settings.
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o Then, click "To Image" button under the "Convert" tab. Alternatively, you

can start the converter by clicking the "File" > "Export to" > "Image"
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button. Therefore, you will get multiple images if your PDF file has

multiple pages.
2. Convert all pages as one image file

o Open the Setting dialog window under the "Convert" tab, choose

"Adjoin all pages into one single image", adjust other settings as needed,

and click "Apply".
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e Next, click the "To Image" button in the Secondary Toolbar. Alternatively,
you can start the converter by clicking the "File" > "Export to" > "Image"
button. In the pop-up window, choose a location to save the output
image and the output format of the new image as needed. Therefore,

you will get one long image if your PDF file has multiple pages.
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How to convert PDF to other formats

PDFelement supports exporting PDF to MS Office, Image, HTML, RTF, and other

format files. Here are two methods for you to convert a single PDF file.
1. View and convert

o After opening your PDF file in PDFelement, click "Convert" > "To Word",

"To Excel", "To PPT", "To Image", etc. to convert the file to the format as

needed.
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e You can also click the floating button on the top right corner to quickly

start converting PDF to Word, Excel, PPT, and image.
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« Inthe new dialog box, choose the output folder to save the converted
file. Here you will have another chance to change the output format by

changing the "Save as type" option.
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o After conversion, you can go to the output folder to find the converted
file on your computer or click the "Open" button in our dialog box, it will

lead you to the output folder directly
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2. Convert Directly

e After opening the program PDFelement, you can click the "Convert" box

under the Quick Tools section on the start page.
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e Inthe new dialog box, please select the PDF file that you want to

convert.
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e Inthe second pop-up dialog window, please select the output folder

where you want to save the converted file and select the output format

as you wish.
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Create a POF

« After conversion, you can go to the output folder to find the converted

file on your computer, or click the "Open" button in our dialog box,

which will lead you to the output folder directly.

3. Right Click to Convert

o Select the PDF file you want to convert to other file formats.

e In the reviewed menu, choose "Convert to...".
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Open
7-Zip
& Share
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Edit with Wondershare PDFelement

Print
a Convertto ...

Give access to

@ TortoiseSVN

Restore previous versions

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

e Then PDFelement will start and pop up the convert window. In this

window, you need to select the "Output Format". There are many

options available in the drop-down menu.

Wondershare PDFelement
Batch PDFs > Convert

No. Name

1 balance-sheet-template-1.pdf

Size

111.12KB

Add file - &0 Output format

Status Action [Word(‘.docx)

Word(*.docx)
Word(".doc)
Excel(*.xlsx)
Excel(*xls)
PowerPoint(*.pptx)
PowerPoint(".ppt)
Epub

PG

o After selecting the output format, hit the "Apply" button.
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Wondershare PDFelement

Batch PDFs > Convert Add file - & Output format
No. Name Size Status Action [Word('.docx) “] @
1 balance-sheet-template-1.pdf 11.12KB Word(*.docx)

Word(".doc)

Excel(*.xlsx)

Excel(*.xis)

PowerPoint(*.pptx)
PowerPoint(".ppt)
Epub

PG

e The bar under the Status column displays the converting progress.

Wondershare PDFelement

Batch PDFs > Convert

No. Name Size Status Action

1 ppt file-sample.pdf 2.25M8 =

Cancel

o Within a few seconds, the PDF file will be converted to other formats.
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G
How to convert PDF to PDF/A

PDF/A is an ISO-standardized version of the Portable Document Format (PDF)
specialized for use in archiving and long-term preservation of electronic
documents. PDF/A differs from PDF by prohibiting features ill-suited to long-
term archiving, such as font linking (as opposed to font embedding) and
encryption. The ISO requirements for PDF/A file viewers include color
management guidelines, support for embedded fonts, and a user interface for

reading embedded annotations.

« After editing or working with your PDF file in the program, please click
the "Convert" > "To PDF/A" button.

e Now, the "Save as" window pops up, and then in the "Save as type" box,
there are many options of PDF/A for your choice, such as PDF/A-1a,
PDF/A-1b, PDF/A-2a, PDF/A-2b, PDF/A-2u, PDF/A-3a, PDF/A-3b, and

PDF/A-3u. After selecting the desired format, click the "Save" button.
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Note:

The trial version can only convert up to 3 pages. If the file has less than 3 pages,

then it can only convert half of pages.

How to batch convert PDF

If you want to convert a batch of PDF files to files in the same format, you can

use the batch process.

o After opening the program PDFelement, please click the "Tool" > "Batch
Process" button. Next, select the "Convert" option in the pop-up
window.

o Load multiple PDF files, select the output format as needed, and choose

the output folder to save the converted files.
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o Click the "Apply" button to begin the process. After conversion, you can

go to the output folder to find the converted files.
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Note:

The trial version can only batch proceed with up to 3 files with a total file size

limit of 20 MB.

How to convert scanned PDF

If your PDF file is scanned or image-based, you need to perform OCR first

before converting it to the editable word file (Please refer to the part of "Ocr

Scan PDF" for information). After opening your scanned or image-based PDF

file in PDFelement, you will get the highlighted notice to inform you to perform

OCR.
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e You can directly click the "Perform OCR" button on the notice or the
"Tool" > "OCR" button or "Home" > "OCR" button in the toolbar to open
the OCR window.

e Inthe OCR window, please click the "Language Recognition" button to
select the correct language of your PDF content in the list. If the PDF you
are working with contains many different languages, be sure to select all
of the needed languages.

o Click the "Apply" button to start performing the OCR process. When it
completes, the newly created editable PDF file will be opened in the

program automatically.
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e Click the "Convert">"To Word" button or choose others formats to

convert it.

PDF conversion settings

Before converting, please click the "Convert > " Settings" button. In the
"Setting" window, you will find more settings for different output format

conversions.
1. PDF to Word

e OCR Recognition: Set if you want to perform the OCR process and the

range of OCR during the conversion.
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Priority: If you don't want to change the format of the original PDF file,

please tick "Text layout priority"” to ensure the converter keeps the

original format as much as possible. If you want the converter to

recognize texts as accurately as possible, please click "Text recognition

priority".

Language Recognition: Select the correct language of your PDF content

in the list. If the PDF you are working with contains many different

languages, select all the needed ones.
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2. PDF to Excel

OCR Recognition: Set the range of the OCR process during the

conversion.

187




« Combine all pages into a single Excel sheet: Tick this option, and all
pages in your PDF file will be converted into a single excel sheet.
o Language Recognition: Select the correct language(s) of your PDF

content in the list.
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3. PDF to PPT / PDF to Text / PDF to RTF / PDF to HTML

e OCR Recognition: Set the range of the OCR process during the

conversion.

« Language Recognition: Select your PDF content's language(s) in the list.
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4. PDF to Image

o Image Quality: PDFelement recommends keeping the original DPI of
your PDF file during the conversion.

« Image Settings: Set if you want to convert each page of the PDF as
separate images or convert all PDF pages into one long image. You can
also adjust the magnification degree and border of the image.

o Page Range: Customize the page range of the conversion.
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5. PDF to Epub

e Book Cover: You can choose to add a book cover to the output e-book.

Browse your computer by clicking the button to add a book cover.
o OCR Recognition: Set the range of the OCR process during the
conversion.

« Language Recognition: Select the language(s) of your PDF content in the

list.
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Fill PDF Form

How to fill PDF

There are two kinds of form files. One is a PDF file with fillable fields, which
enables you to fill the form directly by clicking the form fields without using
other features. This is called an Interactive PDF Form. The other kind of form is a
plain PDF file with lines and texts, which cannot be filled directly. This is called a

Non-interactive PDF form.

1. Fill in interactive forms
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If a PDF form contains interactive form fields, you will see a blue highlighted

notice appear as follows. It informs you that this document contains fillable

forms.

Click on the fillable fields or boxes to input text.

Click "File > Save" or press "Command + S" keys to save the form after

filling.
[r] Qo
File A Home Edit Comment
A Edit A T Add Text ® @ I, earactData = A
5 I Thiz document contains mteractive for "
(] Balance Sheet for [Business Name] o o

[““Year2) | (Year3) | (vears] |  (vears] |
Current assets $0 $0 S0 $0 S0
Cash
Petty cash
Inventory

Pre-paid expenses
Fixed assets so so so so s0
Leasehold

$0 so0 0 $0 0
$0 s0 s0 0 $0
$0 $0 0 $0 $0
$0 $0 s0 $0 $0
$0 $0 $0 $0 30
T e 00

2. Fill in non-interactive forms

If a PDF form contains non-interactive form fields, you can fill in the form

directly by using the tools under the "Form" tab. Otherwise, you can click the

"Recognize Form" button under the "Form" tab to convert it to interactive forms

automatically first.
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Fila =] - Home Edit Commaent Convert View Organize Tools Form Protect
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[ml Balance Sheet for [Business Name] o
= Current assets $0 %0 $0 $0 $0 m
Cash
& Petty cash
Inventory
Q Pre-paid expenses
Fixed assets s0 50 $0 50 $0
-~ Leasehold
"o Property & land
Renovations/improvements
Furniture & fitout
Vehicles

Equipment/tools
Computer equipment
More.
Total assets 0 %0 $0 %0 %0
Current/short-term liabilities $0 $0 $0 $0 %0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax

Maore.
Long-term liabilities 0 $0 $0 0 30
Loans
More..
Total liabilities $0 30 50 30 30
27x21om ~ & 1 [+ - =B — 3 100%

How to Turn PDF to Fillable Form Automatically

(Only available in PDFelement Professional)

PDFelement supports creating interactive forms automatically with one click, if
your non-interactive PDF form contains blank lines and tables. This feature can

dramatically improve your efficiency.

« After opening a non-interactive form in our program, you can click the
"Form" > "Recognize Form " button to recognize the blanks and tables
automatically, and then you will get the fillable fields created. All the
corresponding types of form fields will be automatically named with the

text near the form fields.
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(] Balance Sheet for [Business Name]

BALANCE SHEET
$0 S0 $0 $0

D) POF To Werd

o Current assets s
Cash
Petty cash
Inventory
a Pre-paid expenses
. Fixed assets
Leasehold
Property & land
Renovations/improvements.
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More.
Total assets
Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities
Loans
More
Total liabilities

297x21¢m

o Click the "Preview" button, then place the cursor in the field that you

wish to fill in, and enter the information requested.

[r] balance-che..plste-Tpaf® %+ Q= — a

- Home Edit Comment Convert View Organize Toals Form Protect

en] T @ 2 @ B 8@ ® @ W
T ——

File 0

02} Recognize Form T, Extract Data == More~

(m]

[n] Balance Sheet for [Business Name]

[BALANCE SHEET | (vear] | (Year2] | [vear3) | (Year4] |  (vears] |
= Current assets 0 s0 s0 s0 [
Cash =
& Petty cash =0
Inventory
a Pre-paid expenses
Fixed assets 50 50 s0 50 50
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/tosls
Computer equipment
More..
Total assets 0 %0 %0 0 $0
Current/short-term liabilities s0 50 50 50 50
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities so0 s0 0 s0 $0
Loans
More.
Total liabilities %0 30 $0 $0 $0

297x21em 5 I 1 s (=

How to make fillable PDF form manually

If the file you are working with cannot be recognized automatically to create

fillable fields, PDFelement allows you to manually create a fillable form.
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PDFelement uses a group of buttons to create and design fillable form fields.
You can add text fields, check boxes, radio buttons, combo boxes, list boxes,

and buttons to create an interactive PDF form.

Open the PDF file in PDFelement and click the tools under the "Form"

tab.
o Select a desired location on the PDF page, and the text field or check box
will be added.

o Click the "Preview" button to see the fields you added.

(] Balance-she._plate-1,pdl * + (=]
File : v Home Edit Comment Convert View Organize Tools Form | Protect
Z tan A T adeten || ® B & @ B | Srecosaerom I barsbata = More
D t
[ Balance Sheet for [Business Name] o )
| _[year1] |

| __[vear2] | [Year3] [Year 4] [Year 5]
$0 $0 $0 $0 0

L

so so so so $0

$0 s0 0 $0 0
$0 s0 s0 $0 $0
Long-term liabilities $0 s0 s0 $0 so
Loans
More.
Total liabilities $0 30 $0 $0 $0
NET ASSETS (NET WORTH) $0 $0 s0 $0 30
9 3 — 00

There are basic buttons to create an interactive PDF form:

o Text Field : Let the user type in a text, such as name, email address,
phone number, etc.
e Check Box Field : Present yes-or-no choices for individual items. If the

form contains multiple check boxes, users can select what they want.
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o Radio Button Field : Present a group of choices from which the user can
select only one item in the same group.(To uncheck a selected radio
button in a group, you have to select another radio button.)

o Combo Box Field : Let the user either choose an item from a drop-down
list.

o List Box Field : Display a list of options the user can select.

e Push Button Field : Create an interactive form element to initiate certain
predefined actions, such as opening a file, opening a website, or
submitting a form to a web server. This button's appearance can also be
customized.

« Image Field : Create a field for users to add an image.

« Signature Field : Create a blank digital signature field for reviewers to
sign the document.

o Time Field : Create a date field to show the time.

PDF form alignment

You can align the selected form fields left, right, top, bottom, vertically, or

horizontally. Please do the following steps to align the fields:

o Click the "Form" > "Edit" button after opening the interactive form PDF

file in PDFelement.
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Hold the "Ctrl" key on the keyboard and select all of the fields that you
need at the same time. Alternatively, you can right-click one field to
choose "Select All", then all the fields within this page will be selected.
Click the "Alignment" option in the right-click drop-down list and choose

the alignment you want to apply to the selected fields.

O D D

Vi e =
how F Edit C Forrm
A e~ T add &= ® @ T, Extract Da = More
This document contains mteractive fon weids. f
Balance Sheet for [Business Name] s o
[BALANCESHEET | (vear1) | [[ear2] | l(Year3] | [Yeara] |  l(vears) |
$0 $0 $0 $0 $0 (2+]

More.
Long-term liabilities
Loans
More.
Total liabilities

e Upon selecting at least three files, the "Distribute" option will be
available. You can distribute the selected fields horizontally or vertically.

(Note: Please select at least three fields, otherwise the distribute option

will be disabled.)
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(] Balance Sheet for [Business Name]

Lﬂ $0 S0 $0 $0

1 B ==
i [} Petty
i Soey [Vear 21 3

Mo
Long-term liabilities
Loans

More

Total liabilities

Extract data from PDF

PDFelement can assist you in extracting data from fillable form fields and other

kinds of PDFs to CSV files, where you can manage the collected data.

1. Extract data from PDF form fields

« If your PDF file is the fillable form, you can click the "Form" > "Extract
Data" button, then select the option of "Extract data from form fields in
PDF" and click the "Apply" button. If your PDF file does not contain the
fillable form, please refer to the chapters of "How to Turn PDF to Fillable
Form Automatically” or "How to Make Fillable PDF Form Manually" to
create the fillable forms first. (If you have not installed the OCR plugin
yet, when you click the "Extract Data" button, it will ask you to download

OCR first.)
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This document contains interactive form fields Highlight Fieids. ”
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(] Balance Sheet for [Business Name]

)

o Current assets ) so so s0 so
R ) e -

& Petty cash v S
Tnventory Extract Mod

Q Pre-paid expenses |

Fixed assets ta from form fiekds in POF
Leasehold
Property & land
Renovations/improvements
Furniture & fitout

Vehicles
- o

Computer equipment
ore Cancel

Total assets

Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.

Long-term liabilities
Loans
More.

Total liabilities

il e extracted in & CSY

2. Extract data from selected PDF text

 If your PDF file does not contain any form fields, you can still use our
program to extract data from the marked areas whether it is a scanned
PDF or a regular PDF.

o After opening your PDF file in the program, click the "Form">"Extract

Data" button and choose "Extract data based on selection".

Q balance-she_plate-1.pdf * [ =]

File 5 o u - Home Edit Comment Convert View Organize Tools Form Protect
A et~ T AddText ® B @ 5 T, extractData = More
0 This document contains mtersctve fom feits. (IR B ..
0 Balance Sheet for [Business Name] B o
i livear1) | [ivear3) | (vears) [vear 5]
=) Current assets so so @
Cash
Petty cash
Inventory
Q Pre-paid expenses
Fixed assets Extract dats from form fiekds in POF
Leasehold ™ field be extracted in &
g Property & land

Renovations/improvements
Furniture & fitout

Vehicles

Equipment/tools

Computer equipment

Total assets

Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More

Long-term liabilities
Loans
More

Total liabilities

dats based on the selection
ted

29.7%21¢m
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o Click the "Apply" button, then use your mouse to select the area in the
pages you want to extract, and choose the language of your file in the

"Languages Recognition” tab.

File . - Home Edit Comment Convert View  Organize  Tools Forer tect
Pednmi- T AddTex ® B = ® 8 2 etrectDats =
D
[ Balal Feloname o
""" Balance Sheet for [Business Name]
Qo Current  Langusges Recognition B — -
Cash Englizh .
Petty ¢
Invents -
Q Pre-pa
Fixed ar
) - x|
=
ort

e
1
s 3

Current “ -
Credit o =

Accou Jre—

Intere

Accru & 7 — +

Incom

More.

Long-te

T =
More.

Total liabilities $0 30 $0 $0 30
NET ASSETS (NET WORTH) $0 $0 $0 $0 $0

(A2}

o After selecting all the areas you want to extract, please set the language

of the selected texts in the "Language Recognition" option. Next, click

the "Apply" button, then save the .csv file in your local folder.

3. Extract data for batch process

The batch process is an excellent tool if you have a form that has been filled in

multiple times to collect different data, or if you have PDFs that you need to

extract data from the same area.

o After opening the program, please click the "Tool" > "Batch Process" >

"Extract Data" button.
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PDFs.
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Security
Batch add the security poscy in
PDFs.
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Batch create PDFs from other
formats.

Background

Batch manage Background in
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Batch extract data from PDFs.
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Form Protect
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Compress
Batch reduce POFs’ file size.

Header & Footer
Batch manage Header Footer in
POFs,
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== More

Batch delete blank pages in POFs.
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you can open the extracted .csv file in the output folder.

In the Extract Data window, add multiple files whose data you want to

collect. Please note data extraction process is only supported on

documents with form fields. If you add non-interactive forms, there will
" " mark in the document's status. Click the "..." button to select the

output folder. Next, click "Apply" to start the process. After completing,

Q - o plate-1.pt
File ] v Home Edit Comment Convert View Organize Tools Form Protect
S ocR [ OCR Area © Combine Compare B} Compress 53 Flatten 82 BatcnPors Q) Al Tools - == More
D i
Batch PDFs  Extract Data Add file
(]
No. Name Saze Seatus Action Q
Q 1 balance-sheet-template-1.paf 32588 (%3]
) = it rom b O
Q
E=4
Output Folder
Specify folder
C\Users\ws\Desktop\PDF element\Dat: -
0
< NET ASSETS (NET WORTH) %0 $0 s0 $0 50
297x21¢m R 1 v —
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Import/export PDF form data

Importing and exporting form data is only available in PDFs with interactive
form fields. All the options for importing and exporting form data will be

unavailable when you open ordinary PDFs or non-interactive forms.

Note:

The import and export data can only be Form Data Format (.FDF).

1. Import form data

o !
[ Balance Sheet for [Business Name] | 5 | )
-m. P Recover Defau Data
Current assets

Petty cash '

Inventory
Q Pre-paid expenses
Fixed assets

/i
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More

Total assets

Current/short-term liabilities
Credit cards payable

C s payable

nterest payable
Accrued wages
Income tax
More
Long»tevm liabilities
Loans
More
Total liabilities

e If you received a data-only file in .fdf format, you can use the data import
feature to view the data in the original file by importing the information
in the PDF file.

o Click the "Form" > "More" > "Import Data " button to select the .fdf

format file to import its data to the corresponding PDF file.
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2. Export PDF form data.

o (1) (]
: h v Homg BRI’ 'Commel. ' Cotvert Wiew' |(Ossle’ - Yook o
2 Edn Ax T Add Text m &= @B 6 03 Recognze Form T, Extract Data | == More
0 [ oo @) i
(m Balance Sheet for [Business Name] [ impontDats o
|__(vear2] | fvear3] | .[veara] | _ l(vears]  JeslEClpEAR
o so so so0 so- o

50

e Click the "Form" > "More" > "Export Data" button to choose the folder
to save the export data and rename the file, and then it will export the

data in a .fdf format, which is a data-only file.

PDF form properties

When you add the text field, check box or radio button, etc., you can drag the
edge of the box to resize it or move it to another place. Press the Delete key to
delete it. When you open an interactive form in PDFelement, you can right-click
a form field and select the "Properties" option to change the settings of the
field in the pop-up Properties dialog box. For different fields or boxes, you will

get different properties. Here is an example of the Text Field Properties:
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This document contains interactive form fields Highlight Fieids a1s

(n] Balance Sheet for [Business Name] St Owia
$0 $0 $0 $0

ear 3]
Current assets 0
a =5

Cash ¢ =
> Petty cash @ Propenties l 1]
Inventory = -

Q Pre-paid expenses -

Fixed assets

o
@

e Leasehold
Property & land ==
Renovations/improvements. I
Furniture & fitout =
Vehicles
Equipment/tools E
Computer equipment

7 Delete

Select All

Current/short-term liabilities | Creste Multiple Copies of Fields
Credit cards payable
Accounts payable ] Set Tob Order
Interest payable = Defockt
Accrued wages :
Income tax

More.
Long-term liabilities so
Loans =)
More. ==y
Total liabilities $0 $0
$0 $0 s0 $0 $0
9.7x 21 ¢m S T 1 2 e 00"

(Note: You can hold the Ctrl key and select multiple fields or boxes at the same
time, right-click one to choose Properties, and the common properties will be
enabled to change. Then the properties for all the selected fields or boxes will

be changed)

e General: You can set the field name, tooltip, and common properties.

File h - Home Edit Comment Convert View Organize Tools Foem Protect

L Bt AR~ T Add Text M M & M [E B~ @R 52} Recoanize Form T. Btract Data == More

o General Name
[ T T ch Cash [Year 1]
a Balance Sh soewnce o =
Option Tool
= Current assets. ? e o
Cash Cash [Vear 1]
Petty cash Actions
Inventory
Comenon P e
Q Pre-paid expenses  Format A e
Fixed assets Form Field:
S Leasehold Valictate Visible
> Property & land
Renovations/impn  Calculate Read Ondy
Fumiture & fitout Required

Vehicies
Equipment/tools
Computer equipm
More.

Total assets

Current/short-ter
Credit cards payal
Accounts payable
Interest payable
Accrued wages
Income tax
More.

Long-term liabiliti Locked
Loans
More.

Total liabilities

NET ASSETS (NET WORTH)

297x21em
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Appearance: You can set borders and colors, and the font/size/color of
the filled-in text.

e Options: You can set the alignment of the filled-in text and the default
value of the field. Set multi-line, scroll long-text, password, or limit the
characters available for that text field. It also has the spell check function

of the filled-in text.

O D D

balance-she._plate-1.pdf e
Ul 4 Home  Edit  Comment Convert  View  Organize  Tools  Form
A Edit An~ T Add Text [0 S =2 SO TR 1 = R == N ) O =~ I % O | fi2) Recoonize Form T. Bqtract Data == More
L
Alignment }
Left
Balance Sh  ppeunce 8 o
BALANCE SHE v
ot Valuse
Current assets Oyt @
F
Musi-l
13 Scrofllong text
Limit of charact
Check spelling
Long-term liabiliti Locked
Loans
More. [0 1 coce. (vear 112 QI Moo (vear2) 2 M Move_[ea: 312 (R vore. . (vear <12
Total liabilities $0 $0 50
NET ASSETS (NET WORTH) $0 s0 $0

e Actions: You can set the field actions. For example, you can choose
"Open a web link" in the "Action", and click the "Add" button to enter

the website link in the new dialog box.
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Genesal Add an Action

n Balance 8 o

Appearance Select Tigger: Select Actione
BALANCE S
Current asse Nowzetlp Open 2 web fink
Cash =
Petty cash

(=]

Inventory

Q Pre-paid exp

Fixed assets

Leasehold
Property & la
Renovations)
Furniture & f
Vehicles
Equipment/ty
Computer eq
More.

Total assets
Current/shot
Credit cards
Accounts pay
Interest pay:
Accrued wag

Income tax

More.
Long-term liz
Loans
More
Total liabilities $0 30 $0

Locked

NET ASSETS (NET WORTH) $0 s0 s0

o Format: Set the format category for this field.

« Validate: Set the value of this field.

o Calculate: Set the calculation of the fields. Choose the calculation as you
want, and click the "Pick" button to pick the fields that you want to
calculate. For example, the following is the Cash [Year 1] properties, so it

means Cash [Year 1] = Cash [Year 2] + Cash [Year 3].

File D & < u - Home Edit Comment Conver t View Organize Tools Form Protect
A Editai- T AddText = ® B B8 =3 03 Recognize Form T Extract Data == More ~
0 This document contains mteractive form el (D) x o

u] Balance S a o
al Value i not calculated
. e
Qo Current assets
Cash
Petty cash
Inventory
Q Pre-paid expens
Fixed assets
Leasehold
Property & land
Renovations/img
Furniture & fitou
Vehicles Simplifeed fiedd notation
Equipment/tools
Computer equipt
More.
Total assets
Current/short-t«
Credit cards pay
Accounts payabl
Interest payable
Accrued wages
Income tax
More.
Long-term liabil
Loans
More.

Total liabilities

O Valueisthe Sumis) of the following fields:

Cash [Year 2L Cash [Year 3]

Run custom Calculate script

Locked

NET ASSETS (NET WORTH)

8
8
8
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Set tab order

You can set the tab order of the form field you created. The order number will
show in the top left corner of the form field. By default, the tab order is the
order of creating these fields and buttons. You can change to set the tab order
as needed. The tab order will decide the order of data when you try to extract

data from the PDF form using the Extract Data feature.

o After opening the interactive form PDF file in PDFelement, please a form
field, then right-click it to choose "Set Tab Order".

o The default order will show, then you can click the field or button one by
one as the new order you want. After setting, click the "Preview" button,

and fill in the field or button using the Tab key in the order you set.

(r] balance-she_plate-1,pdf ; [ <]

File ? h = Home Edit Comment Convert View Organize Tools Foetr Protect
P et As T Add Text = 0 B B0 B E @ 6 5D RecognizeForm D, Extract Data = More
= Thiz document contains interactive form fieidz. (i n e D) s

Balance Sheet for [Business Name]
BALANCE SHEET | [(vear1] |

[“vear3) | liveara) | (vears) |
o Current assets s0
Cash
Petty cash
Inventory
Q Pre-paid expenses
Fixed assets
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicies
Equipment/tools.
Computer equipment
More
Total assets
Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities
Loans
More
Total liabilities

NET ASSETS (NET WORTH) s0 $0 0 $0

Note:

You can only set a tab order within one page.
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Recognize PDF form

In addition to recognizing text and images, PDFelement can also accurately

recognize PDF forms, helping users copy and edit the form contents.

Click on "Form>Recognize”, then PDFelement will automatically recognize the

form fields in your PDF file.

(r] balance-she._plate-1.pdl * } ) (<]
0 @ * o Edi

Comment  Convert  View  Organize Tools Forr If’lu:(-:‘,

E =@ = @O 2 st Data =S More

it
£ Edin An T Add Text

0 Balance Sheet for [Business Name]
Current assets $0 $0 0 $0 $0
Cash L
Petty cash
Inventory
a Pre-paid expenses
Fixed assets so S0 S0 s$0 $o0
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More.
Total assets $0 $0 s0 $0 0
Current/short-term liabilities $0 0 s0 0 $0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.

Long-term liabilities $0 $0 0 $0 $0
Loans
More.
Total liabilities 50 50 50 50 50
NET ASSETS (NET WORTH) %0 %0 50 50 50
9.7 %21 cm [ 1 g — o0

After the recognition process, the form turns out to be editable. You can tap

texts or copy contents to fill in the form.
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a Balance Sheet for [Business Name] £ o
=} Current assets © so Lo 0 so m
co
P Petty cash
Inventory
Q Pre-paid expenses
Fixed assets $0 s0 30 s0 $0
Leasehold

Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/toois
Computer equipment
More

Total assets $0 s0 $0 s0 $0

Current/short-term liabilities s0 50 $0 s0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More...

Long-term liabilities s0 so s0 so s0
Loans

More.
2 Total liabilities 50 0 30 0 $0
NET ASSETS (NET WORTH) $0

27x21em a» B 1 | Fe B O —— D 100%
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8
8
8

You can also tap “Extra Data” to deal with your form data. If you select "Extract
data from form fields in PDF”, then data in form fields will be extracted in a CSV.
And if you choose "Extract data based on selection”, you can select the texts to

be extracted.
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This document contains interactive form fields . ,
D it

(n] Balance Sheet for [Business Name] a8 ©
o Current assets s0 s0 so s0 so @
Cash te sowr oe
@ Petty cash
Inventory Extract Mode
Q Pre-paid expenses
Fixed assets © Extract dats from form fiekds in POF $0 so
Leasehold Data in form fields will be extracted in a CSV
S Property & land
Renovations/improvements Extract dats based on the sefection
Furniture & fitout Select the text to be extracted
Vehicles

Equipment/tools

Computer equipment
Hore.. = -
Total assets $0
Current/short-term liabilities $0 s0 so s0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More...
Long-term liabilities 0 s0 so0 s0 s0
Loans
More
& Total liabilities
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G
Protect & Sign PDF

How to password protect PDF

Some PDF files may contain restrictions preventing actions such as printing,

editing, copying, etc.
1. Check PDF permissions

To review the permissions that have been listed on the file, click the "File" >

"Properties" > "Security" button.

File =) R h - Home Edit Comment Convert View Organize Tools Form Protect

Changing the document Mlowsd omsoloted ploca 15 connect wih nat ]
Document assembly Allowed
Content copying Allowed
Content copying for accessibiity Allowed
Page extraction Allowed
Comment Allowed
Fillng of form fuel & aiowed
Signng Allowed

Crestioncf temppages ~ Allows d

A1

"H%HHHHHHHM .
== IHH]IIIIIIIIII!![HI"
e ||[|u||[||n

2. Add open/permission password

You can add a password to a PDF document to limit access and restrict certain
features, such as printing, copying, and editing. There are two kinds of
passwords that could be applied to a PDF file: Open Password and Permission

Password. When you set the Open Password, anyone who tries to open the PDF
210



file must type in the password that you specified. When you set a Permission
Password, anyone who wants to change the restrictions must type the
Permission Password. Please note that if a PDF is secured with both types of

passwords, it can be opened with either password.

Tip:

There is no way to recover a password from the PDF if you forget it. We
recommend that you keep a backup of the passwords that you have used to
protect your PDFs. Click the "Protect" > "Set Password" button to set the Open

password or Permission password. In the new dialog box, you will get:

G ot file-samplepot x DL °‘ 9 - O X
File =) h + Ow Home Edit Comment Convert View Organize Tools Form I Protact l » 2
| &) Enaypt I [F Mark for Redaction [ Search & Redact Sign Document  £8 Manage Signatures - S Request eSign

@y POF To Woed i

.............

m
il
o
|
o

il
i
i ﬁﬁ'ﬁ'{ﬂmmmm

Open Password settings:

e Password—type the password that users must type to open the

document.

Permission Password settings:
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e Password—type the password that users must type to change the
permission settings. If the file is opened in PDFelement, the user can
view the file but must enter the permissions password to change the
file's security and permissions settings.

« Printing Permission—specify the printing resolution in which users are
allowed for the PDF document.

o Changes Permission—define which editing actions are allowed in the
document.

« Enable copying of text, image and other content—defines whether

copying of text, images, and other content is allowed.

3. Remove open/permission password

To remove the password from a PDF file by PDFelement, you must enter the
password first. After opening the PDF file, click the "Protect" > "Set Password"
button, type the permission password if requested, then uncheck all the options

in the new dialog box to remove the password.

How to Redact PDF

The Redaction feature allows you to remove sensitive information from your

document prior to making it available to others.
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1. Mark for redaction
The following options will allow you to mark the text or graphics for redaction:
To mark the text or graphics for redaction, do the following:

o Select the "Protect” > "Mark for Redaction" button (You will get a pop-
up dialog window to provide the instructions, and you can check the
option of "Don't show again" if you already know the instructions).

e (Optional) Double-click an image to mark an entire image which will be
in a red rectangle.

e (Optional) Hold the pointer over the text you want to redact and drag a
rectangle around it.

e Once you bring the pointer to the rectangle, it will be filled with black
color. Once you move the pointer away, it will return to a red rectangle

until you apply the redaction.

G et file-samplepet - x o+ Q - O X

h ¥ Home Edit Comment Convert View Organize Tools Form 0 =
& Enoypt [ Mark for Redaction| [ Search & Redact (& sign Document £ Manage Signatures - 2 Request eSign

Apply your redsction permanently. Apply Redaction =

JAbout Khan | B [EwEwel.

i
o

|
i
Il E{H}nmmnw

10193 x 47.87 cm A W 1 s | My By @ —e @ 3%
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2. Set redaction properties

You can set redaction properties, such as the appearance and the author, and
so forth. The properties can only be set before you apply the redaction to the

document.

Right-click the marked area and choose "Properties”, and the Redaction
Properties panel will pop up on the right side. You can change the settings

under the Appearance and Info tabs.

G st tite-samplepot + [ =] =
File O @ 9 U 2 Home Edit Commen t Convert View Organize Tools Form Protect DA
& Encypt [ Mark for Redaction [ Search & Redact [@ Sign Document  ES Manage Signatures - 2 Request eSign
(0] Apply your redaction pesmanently, Apply Redaction 4t
h | . ]

a -TAbou'r Khan | B P
) ®
P

Q

=

101.93 x 4787 em A m 1 128 Er B @ -— @ #3%

3. Apply redactions

You need to apply the redactions after marking the text or graphics you want to

redact. To apply the redaction, do the following:

« A warning will pop up to confirm that you indeed wish to apply the

redaction, or if you wish to cancel.
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» Adialog box pops up to give a warning message and ask if you are sure

to apply the redaction or not.

o Select "Continue" after you have marked all content that you want to

redact.
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4. Search and redact

You can redact multiple texts using the Search and Redact tool.
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e Select "Protect” > "Search & Redact" button. Then type the text you wish
to find and redact in the search box on the left-side Search and Redact
panel.

e Check the item in the search result list, and it will help you redact the text
automatically.

e Click the "Apply All Marks" button, and you will get the warning message
to ask if you are sure to remove them permanently.

e Click the "OK" button if you are sure to remove it.

How to Send PDF for eSignatures

PDFelement's Request eSign feature allows you to send PDF documents to
multiple parties securely and electronically while adhering to various legal and
regulatory compliance standards. PDFelement eSign aligns with industry
standards (ISO 27001, HIPAA), data protection regulations (GDPR), and other

internet security-related standards (PDS2, Swift, CMMC, and NITES).

An email is sent to the signers asking them to sign the agreements. Once
signed, you and your signers receive the signed PDF by email. You can track the

entire signing process in the Agreement panel in PDFelement.

1. Collect Signatures from Others
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To initiate a smooth and organized process of collecting signatures from

multiple recipients, follow these steps:

e Launch PDFelement and open the agreement that requires signatures.
Click on the "Request eSign" button, conveniently located under the

"Protect” tab.

| [ —

File BER Home Edit Comment Convert View Organize Tools Form

&) Encrypt [ Mark for Redaction [ Search & Redact Sign Document  £8 Manage Signatures O Request eSign
(n] B i
n @ LARSEN cO. o
Magic Happens With Content
(=}
> @
IV. DEFAULT
If any of the following events of default occur, this Note and any other
Q obligations of the Borrower to the Lender, shall become due immediately,
without demand or notice:
£=4
« the failure of the Borrower to pay the principal and any accrued interest
when due;
- theli i y. or death of the Borrower;
- the filing of bankruptcy proceedings involving the Borrower as a debtor;
- the application for the appointment of a receiver for the Borrower;
- the making of a general assignment for the benefit of the Borrower’s
creditors;
« the insalvency of the Borrower;
by the B er to the Lender for the purpose of
obtaining or extending credit; or
« the sale of a material portion of the business or assets of the Borrower.
V. SEVERABILITY OF PROVISIONS
If anyone or more of the provisions of this Note are determined to be
unenforceable, in whole or in part, for any reason, the remaining provisions shall
remain fully operative
V1. MISCELLANEOUS
2099 % 29.71 cm - 2 o D~ B~ e 4 C 75%

e In the popup window, locate the "Add recipients" field. Add recipient
email addresses in the desired signing order. Easily adjust the signing
sequence using the intuitive drag-and-drop method. Optionally, employ
the "Add CC" button to include email addresses for informational
purposes.

e Opt to sign the document either first or last using the "Add me the first"

or "Add me the last" option.
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« Navigate to the settings section and decide on the desired email sending
order. Set the frequency of reminders to ensure timely and effective
completion of signatures.

o Click the "Next" button to move forward after configuring the settings.

e Enhance the agreement by adding essential fillable fields. Incorporate
fields such as Signature/Initial, Date, Title, and Company. Easily drag and
drop these fields to appropriate locations within the agreement. Assign
each field to the respective recipients as needed.

o After adding the required fields, ensure all elements are in place. Click

the "Send" button to dispatch the agreement to recipients for signatures.
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G PoymentAgreementpdt « + Feedback o — in|
(] o < =
AddFie Recipents Prepare Send
Thumbnail Prepare
Recipients
Signed this day of at ) ° Swondershare.com
° ©300624.cn |
Borrower: e
Signature Flelds *

- P
e - @]
/ @ e

@ company

Lender

Date:

By:

Reset ail fields

Witness

2. Track Signing Status

Keep a close watch on the progress of signatures by following these steps:

Upon sending the agreement for signatures, locate and click "Go to

Agreement List."

0@ Poyment Agreementpdt + S =
AdudFite Recipeants Prepare Sen
“Pay g pdf” has been sent for si
“Payment Agreement pdf” was sent for signature to Dwondershare.com: 2300824.cr;
©300624.cn
"Payment Agreement.pdf” was successfully save to yous agreement list
A copy has also been sent to your email for record
Go 1o Agreements List Close

To update the signing status, simply click the "Update" button.
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0 PoymentAgreementpdt
.

@ Recent Files

T Starred Files

[ Recent Folders
O Document Cloud

| B Agreement

Cloud Drive

93.56 MB/100 G8

Agreement Q
Name Sent/Recewved Sender

B Payment Agreement.paf 2023-08-14 16:37:09 @300624.cn

B} balance-sheet-template-1.pdf 2023-08-11 11:33:58 @300624.cn

B untitied-1.paf 2023-08-11 11:32:28 @300624.cn

Status
0/ 3 compieted
Completed

Completed

« Stay informed about signer activities through notification emails. Receive

updates when signers view or complete their signatures on the

agreement.

Focused Other

v Yesterday

Wondershare DC
All the recipients has signe...

Waondershare DC
Signature request for Paym...

ByDatev 1

Mon 4:51 PM

Mon 4:49 PM

Wondershare DC
Payment Agreement.pdf is ...

Wondershare DC
Payment Agreement paf is .
You don't often get

Wondershare DC
Payment Agreement paf is ..
You don't often get

Mon 4:43 PM

Mon 4:42 PM

Mon 4:40 PM

Payment Agreement.pdf is signed by <no value>
€ Reply

@ Wondershare DC <pdfcloud@mail-service.wondershare.com>
To ©

atcy Expires 11

there are problems with how this message is displayed, cick here to view # in a web browser.

5% Transtate message to: Chinese Simplified  Never transtate from: English

Wertensem
Covument Coned

The Perfect Mult-terminal Exper knce n tha Chud

fan o sigred Paymert ol

View the Document

Ja

Woming.

) Reply All —> Forward wes

To prevent others from accessre your documents pleass do not share the: email Irk and

access cods with others.

All folders are up to date,  Connected to: Microsoft Exchange

L — ——

o After the signing process is finalized, locate and access your document

within the "Agreement"” panel.
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 In the right-hand panel, you'll find a comprehensive display of all

activities associated with the agreement. This provides a clear overview

of the entire signing journey.

o Download both the agreement itself and the comprehensive audit

report. The audit report presents all signing activities for your review.

[ | Payment Agreement.paf
Fil > ¥  Home Ed omment onvert Vier Organize Tools Fo P
€8 Manage Signatur
- 08/14/2023
By: Date:
n
(=]
Q Lender
=
v
PDFelewment GaialEess
By: 2 asnemaie Date:
Witness
Wondershare
08/14/2023
By: Date:

20.99% 29.71 cm

3. Validate the Signature

< Send

Ensure the validity of collected signatures with the following actions:

e Access the PDF agreement through the "Agreement"” panel.
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(- s - 8 >
+  Agreement a %

Name Sent/Received Sender Status
@ Recant Fiss I B} Payment Agreement.paf 2023-08-14 16:50:40 @300624.cn Complﬂndl

B} balance-sheet-template-1.pdf 2023-08-11 11:33:58 @300624.cn Compieted
T Starred Files

B untitted-1.pat 2023-08-11 11:32:28 B300624.cn Compileted

[ Recent Folders
O Document Cloud

| B Agreement

Cloud Drive

93.56 MB/100 G8

o Once the agreement is opened, observe a notification indicating "Signed

and all signatures are valid."

o Click on "Manage Signatures" found under the "Protect" tab. Choose the

"Validate All Signatures" option to proceed.

Q Payment Agreement.pdf x + ® o x
File = v Home  Edit Comment Convert  View  Organize gols  Form  ]Protect FaN
2
0 Jane Doe Signed and all signatures are valid, P voiidate A Signatures i
08/14/2C
5 By: _ s isas Date: = St
[Z5] Digitsl Certificates A et Aue pdt
Q 1 2023-08-14 16:50:40
2 v Status
2300624,
Q Lender ° =
Swondershare.com
- o
° @300624.cn
PDFelement
) 08/14/2023
By: ot Date: v Acitay
@ Agreement Viewed
By ©300624.cn
1905-06-08 02:35:44
Witness @ S
By @300624.cn
2023-08-14 16:a8:27
Wondershare & Ons
L == el 08/14/2023 By 2300624.cn
) Bys: = _ Date: 2023-08-14 16:37:08
2099 x 29.71 cm ~ 4 (s =2 © — ) 114% ~
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e Inthe "Validate All Signatures" window, check the digital signatures
information. Access the change history of the document since the

signature was applied.

o To examine the certificate, select "Certificate Details..." within the

window.

] Daymient Agrasment. i
File =] - Home Edit Commen t Conver t View Organize Tools Form Protect
ES Manage Signatures
o Signed and all signatures arevalid. (N D . Properties
08/14/2023
0 By: - Date: ~ Info
Validate All Signatures Payment Agreement.pcf
o 2023-08-14 1650:40
Signed and all signatures are vabd.
= Signed By: ¥ Group Co., Ltd. Sratus
~ &g Signature is VALID, ° @300624.cn
Q Lender % not been moddied since the signature was spplied.
wali 0 @wondershare.com
= e clock on the signer's computer.
Si ° 300624.cn
PDFelement
By: o - * Acitity

@ Agreement Viewed
By 2300624.cn
1906-06-08 02:35:44

B Signed

Witness
By 2300624.cn
2023-08-14 16:42:27

Wondershare a oot

08/14/2023 By. 2300624.cn
By: Date: 2023-08-14 16:37:08

2099x 2971 cm S 4 | L =~ @~ — 9 nas

o The certificate will display essential information, including the issuer,

validation date, and more.
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o By: Date: Info
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Q
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f Certificate Information 30063
Q Lender This certificate s intended for the following purpose{s): bs applied. °
+2.16.840.1.114028.10. 1.6 o @wondershare.com
=S
° ©300624.cn
v
PDFelement  Refr 1o th crtiction bty statemnt for s
i ] - Acitit
By: Issued to: Wondershare Technology Group Co., Ltd. ~
@ Agreement Viewed
Issued by: Entrust Class 3 Clent CA - SHA2S6. By  ©300824.cn
1906-06-08 02:35:44
Vald from 7/13/2023 to 7/18/2024
e @ Signed
Witness 15
By 2300524.cn
s 2023-08-14 16:48:27
Wondershare = & Outs
By ©300524.cn
By: Date: 2023-08-14 16:37:08
099 1em 03 2 — 14

How to sign PDF

You can sign PDF with digital signature or handwritten signature using

PDFelement.
1. Digital signature

A digital signature acts as a traditional handwritten signature that can be used
to authenticate the identity of a user as well as the document content. It stores
information about the signer along with the date, time, and state of the

document when it was signed.

About digital ID

Digital ID is the identity of a person/organization, which contains your name,
email address, serial number, expiration date, and the name of the company. A

digital ID contains two keys, one is a public key (certificate) that is used to
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encrypt or lock data, and the other is a private key that is used to decrypt or

unlock data that is encrypted.

You can distribute the certificate that contains the public key and other
identifying information to those who need it to verify your identity, validate
your signature, or encrypt a document for you. Only your private key can unlock
information that was encrypted using your certificate. For security purposes,

make sure to store your digital ID in a safe place.

Sign a PDF

Open a PDF that already has the Signature field and click the "Protect" > "Sign

Document” button, then choose your ID to sign.

© =~ emtesmpapsts x4+ e _ o x
File o @ 5 h - Home Edit Comment Convert View Organize Tools Foem D Ao
Encrypt [ Mask for Redaction [ Search & Redact E8 Manage Signatures - &2 Request eSign

Enebs urie vcartinn cammaneests  EFTRIVTINIIN
D o B W
a S orsme o
& Sign As: I | \I New 1D Qo
(] Do e ‘ Ares spoce [P— | @
...... - b pese
P Reason: Ressen for signing
Q Location:
o Centificate Issuer: Infc
Appesance: Standad Styte
Digital Signer:

Lock Document After Sigaing

Create a signature

If you do not have an ID yet, click on the "New ID" button, select the "l want to

create a new digital ID" option, and then click the "Next" button.
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(] ppt file-sample.pat * X+ [=] = dajE C
File 0 @ S 4 - Home Edit Comment Convert View Organize Tools Form D >
& Enoypt [F Mark for Redaction [ Search & Redact [&) sign Document| €S Manage Signatures - S Request esign
D I R E LT i

® — evan —
........... ‘@ o

1 want to sign this ocument using:

© Select an existing digital 1D from a file

Beowse...

Password:

o New PKCS#12 digital ID file—Stores the digital ID information to a file
with the extension .pfx on Windows and .p12 on Mac OS. You can use
the files interchangeably across different operating systems.

o Windows Certificate Store—Stores the digital ID to a common location.

Other windows applications can also retrieve it.
Validate and clear signature

To validate the signatures, please click the "Protect” > "Manage Signatures” >
"Validate All Signatures" button, it will pop up a Signature Validation Status

message box which describes the validity of the signature.

To remove the signatures, please click the "Protect” > "Manage Signatures" >

"Clear All Signatures" button, which will assist you in removing all of the digital

signatures within a PDF file.
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2. Handwritten signature

The signature feature allows you to sign PDF with a handwritten signature,
including uploading an image signature, drawing a signature, and typing a

handwritten signature.

Sign PDF

Click the "Comment" > "Signature" button, and tap on the "+ Create" button to

create your handwritten signature.
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Create handwritten signature

There are three options for adding a handwritten signature, including "Upload",

"Draw", and "Type".

o Tap on the "Upload" tab, and click "Choose Image" to upload an image

signature saved on your computer. After uploading the image, click the

"OK" button.

@  eotfite-samplepct + e : =
File <] T 4 Home Edit Comment Convert View Organize Tools Form Protect o
& B 2 & [V] T & @ O = &L B @ 2 @
n} . gy W
o e e Pomm—— -~
o & >} & | ®
Q = iolated ploce 10 cannect with nature
= o Pkt ainenone
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HH Note: 1t is recomenended 1o upload an image with & white background.
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e You can draw your name directly under the "Draw" tab. Also, you can

select the color of the signature as you like.

i
gl %ﬂmﬂnuummu“,
‘ llﬂlll[ﬂllll!lllllll[lllll|l|||| ‘

"
i

101.93 x 4757 cm AR 14 > | By B @ — @ 3B - T O

e Click the "Type" button, and enter your signature to create your
handwritten signature. You can select one of the fonts from the fonts list

and choose a color, and then click the "OK" button.

101.93 x 4787 cm AR 14 > I R B @
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3. Sign PDF Agreement

If someone used PDFelement's Request eSign feature to send you an
agreement for signing, you receive an email notification with a link to sign the
agreement. Also, if you use PDFelement desktop application, you see an

agreement waiting for your signature in the Agreement panel.

Whether you're using the PDFelement desktop application or signing via an
email link, follow these straightforward steps to ensure smooth and efficient

agreement execution:

Sign PDF agreements using PDFelement desktop application
e Launch PDFelement on your computer and simply navigate to the
Agreement panel. Double-click on the agreement labeled as "Waiting for
me" to initiate the signing process.

+  Agreement

Sender

Cloud Drive
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o Click the "Sign" tag to direct you to the signature fields and the other

fields which require you to enter any requested information.

0 2s4037p0 x  Payment Agreement pdf x ||+

Fill & Sign

@ LARSEN CO. R
Mapic Happers With Content

IN WITNESS WHEREOF, this Agreement has been executed and delivered in the
manner prescribed by Liw 35 of the date first written above.

e Select the signature field, then choose your preferred signature method:
o Upload: Import an image of your signature.
o Draw: Draw your signature in the field.

o Type: Input your name, with options for font color and style.

e Click "OK" to apply your signature.
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Add Signature >
| ——
k) n) =
Upload Draw Type

PDFelement

R Z

o At the bottom of the interface, a notification will confirm your agreement
to its terms and the Customer Disclosure to do business electronically
with the sender. Click the "Click to Sign" button and "Next" to complete

the process.

G 254037000 Payment Agreement pcf !

.....

95142023

o
-
S

Sign PDF agreements using the email link
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o Access the agreement from the notification email and click the "Sign the

Document" button.

All  Unsead 8yDatev T Signature request for Payment Agreement.pdf
v Yesterday = “© K 5 Reply Al - F d
Wondershare DC <pdfcloud@mail-servicewondershare.com> )Ry g .-
Wondershare DC To @wondershare.com Mon 8/14/2023 4:37 PM
All the recipients has signe... Mon 451 PM

(i) 1f there are problems with how this message is displayed, dick here to view it in a web browser

Wondershare DC
Signature request for Paym... Mon 437 PM
e
wondershare
Welcome on board! Here's .. Mon &18 PM The Parfect Multi-terminal Experience in the Cloud

if you have problems

Last Week
2 8300624, co has requested a signature on Payment

Agreement. pdf

]
~

Hi
Can you please sign Payment Agreement.pdf?

Thank you for your signature!

others from accessiag your documents, pleaze do not share thiz
k and mccess code with others

Connectea 1] = ' FT

o Check "l agree with EULA and Privacy to use electronic records and

signature,” and click "Continue."

g @wondershare.com

Please review and sign this contract.

| agree with EULA and Privacy to use electronic records and signature

< Refuse to sign >

e Click the "Signature/Initial" field.
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Payment Agroement pet (oo ) (D

Date:

Lender

By: Date:

Witness

By: Date:

Payment Agreement pdt

o For first-time users, create a signature using one of three methods:
o Type: Type your name in the field with signature color options.
o Upload: Browse and select an image of your signature.

o Draw: Draw your signature in the field.

o Click "Save." The signature will be applied to the agreement and the

added signature is saved securely in Document Cloud for further use.
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Create signature Pe

Conserved Type Upload Draw

Jane Doe

Click "Download", and select an option:
o Only PDF: Download the agreement;
o Download PDF and Audit Report package: Download both the
agreement and the audit report in a zipped file;
o Download PDF and Audit Report combined file: Download the

agreement and the audit report as a combined PDF file.
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r 3
Download v
A 4

Payment Agreement.pdf

Borrower:

Only PDF

Download PDF and Audit Report package

Jane Doe
08/14/2023 .

8y: Date: Download PDF and Audit Report combined file
Lender
By: Date:
Witness
By: Date:

dofd

« Upon all parties signing the agreement, you will receive an email with

access to the fully signed document.

All - Unread 8yDatev T
Vv Yesterdsy

Wondershare DC

All the recipients has signe... Mon &51 PM

Wondershare DC
Signature request for Paym... Mon £37 PM

wondershare
Welcome on board| Here's ... Mon 13 PM
It you have problems

v Last Week

All the recipients has signed the document

| Repl, @) ReplyAll | —> Forward | | oo
Wondershare DC <pdfcloud@mail-service.wondershare.com> € Reply | © Reply e
To Bwondershare.com Mon 8/14/2023 451 PM

@ If there are problems with how this message is displayed, ciick here to view i in a web browser,

Document Conet

The Perfect Multi=tersinal Experience in the Clewd

rg\ i has signed document Payment Agreement.pdf

Warning:
A Te prevent others free sscessing yeur docusants, please do net shave this
esail, link and sccess code with others.

Wondershare Document Cloud
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Print PDF

How to print PDF

You can print PDFs in 4 ways. You can choose a way that best fits your need.
1. Print a PDF document

Printing is a process for reproducing text and images. When you have finished
reading a helpful article or designing a PDF form, you may need to send it to an

inkjet or laser printer and print it out. To print a PDF, please do the following:

Make sure you have installed the printer successfully.

e Click the "File" > "Print" button.

o Specify the "Printer", "Print Settings", "Copies", "Paper Size", "Paper
Range", "Orientation", "Print Content", "Print Option", “Print Mode", and
other options.

e Click the "Print" button.
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2. Print a portion of a page

To print a portion of a page, you need to use the "Crop" tool.

o Select the "Crop" button by choosing "Page">"Crop".

e In the pop-up window, use the mouse click to drag the area that you
want to print and adjust other settings, and click the "Apply" button to
crop.

e Click "File" > "Print" button print this cropped page.

3. Print multiple pages through page thumbnails

To perform a quick print, you can select multiple pages in a document from the

thumbnail list.
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e Open the document that you want to print, and then click the Thumbnail
panel on the left navigation panel.

o Ctrl-click to select multiple pages from the document.

o Select "Print Pages" from the right-click menu, and then do the settings

to print.

4. Print multiple PDF files in batch

What's more, you can batch print multiple PDF files. Click the "Tool" > "Batch
Process" button, and then select the "Batch Print" option. In the pop-up
window, upload the PDF files you want to print. For the print settings, you can

click "More Settings" to set the print settings as needed.

239




o il

¢

10153 x 47.87 ¢m

Home Edit Comment Convert View Organize Form Protect

0 etfile-samplepet +
File @ R
W ocR [0 OCRArea | (B Combine
D Wondenhare PDFelernant
(8] Batch PDFs » Print
Q No.  Name
1 balance-sheet-template-1.pct
¢ 2 POF_Compress.pdf
Q 3 ot fle-sample.pdf
E=

1) Compress &3 Fiatten Qs> =

(¥ Compare = More~
X Fﬂ
= =]
CORS
Sae Status Action ton
EE -
127M8
225Mm8 ct with rature
Fored oreot
g ovenings
4 Rk 1 ! [y Ry @ —e @ ns

PDF print settings

Click the "File" > "Print" button, and the print dialog pops up.

Lot file-sample.paf x
A
(5] Open W+ 0
(5) OpenRecent
5 Open Cloud

10193 % 47.87 em

Home Edit

:O] OCR Area @ Combine

Comment Convert View Organize Tools Form Protect
() compare B Compress £ Flatten 82 Batch POFs @ A1 Tookss® =% More

‘&
TAbout Khan B 555550

© Architects Inc.l

Norma Arwz Spoce Lecation
T Sk et Vi o,
Py e

Khan Architects Inc.. creoted this off-grid retreat in Westport, Washingon for o family looking for on isclated ploce to connect with nature

ond “distance themseives from sociol stresses”.

1t redies on faie panels for stectricity building designs 10 reguiate its intemal temperature This includes glazed oreas
that bring sunight in fo worm fhe inferiors in wintec. wsle on extended west-focingroof provides shade from solor heat during evenings

Inthe summer.

Khan Architects Inc., 5 o mid-sized orchifecture
fern bosad in Colifomis, LISA. Owr exceptionally
salorted ond exporienced staft work on progects
trom boutique inferiors to large institutional

d airport
intemationolly, Our firm houges their architecture,

i
il '”mlhnu|n|||n:

Imserior decign. grophic design landscape ond ”
model moking staft, Ve airieve 10 be leaders in the I |||||I|||"
community Mrough work, ressarch ond personal “I
choices
AN 1 > ol Ry B @ —9 2 3%

240




This dialog is the final step before printing. You can modify the printer in this
dialog as well. Be aware that changing the printer may affect the page setup if

the newly selected printer has a different paper size. For instance:

File =) h ¥ Home  Edit  Comment Convert  View  Organize Tools  Form  Protect D A

Printer ppt file-zample pdf o )
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Print as image s =
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Current page
© Alipages

Custom
Al Pages

Cancel
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e Printer: choose the printer that you wish to use.

e Grey: select to print with colors or black and white.

o Print Settings: set to print on a single side or both sides of the paper.

o Copies: set the number of copies you need to print.

o Paper: select A3, A4, A5, or other paper sizes to print.

e Print Option- "Page size of source file" — choose paper size according to
the PDF page size. "Print as Image"- allows you to print the PDF pages in
the image format. "Reverse Pages" - Prints pages in the reverse order.

« Orientation: choose a Portrait or Landscape to print.
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o Page Range: specify the page range you want to print. Subset-Provides
options for setting a non-contiguous page range. "All Pages "- Prints all
the pages within the specified range. "Odd pages"- Prints only pages
with odd numbers within the specified range. "Even pages "- Prints only

pages with even numbers within the specified range.

Clicking the "Printer Properties" button next to the "Printer" option, you can set
the page "Orientation" to be Portrait or Landscape, set "Page Order" and "Page
Format". Clicking the "Advanced..." button, you can set the "Paper Size", "Print

Quality", "Scaling", etc.
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Print multiple PDFs at once
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After you edit or annotate your files, you may need to print your digital works
into reality. With PDFelement, you can easily set print properties to print a

single PDF or print multiple PDFs at once.

To print a single file, you can go to "File" > "Print" or use the shortcut Ctrl+P to

print.
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Before printing, you can set the parameters of the printer, there are "Print

Settings", "Orientation”, "Page Range", "Print Content", "Print Mode" for you to

set for your need.
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If you want to print multiple PDFs at once, you can directly go to "Tool" >
"Batch Process" > "Print". Then you can select more than one PDF to print in

batch.
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G
Share PDF

Send PDF to email

PDFelement supports different methods to share PDF documents with others.
Emailing a document is such a helpful feature that you can easily email your

document to others with one click. To email a PDF file, please do the following:

e Click the arrow down icon, then the "Send Email" button on the top left,
and your email application will open
e The PDF will be attached to the email automatically.

» Type the subject and email address to send.
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Share PDF to Dropbox
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e Please authorize PDFelement to access PDF documents from your
Dropbox account before sharing PDFs to Dropbox. Click the "File" >
"Save to Cloud" > "Dropbox" button.

« If you have not added Dropbox to this program, please click the "File" >
"Save to Cloud" > "Add Other Cloud" button > "Dropbox" button. A
dialog pops up to remind you to give access authorization to
PDFelement. After authorization, click the "Refresh” button on the dialog.

e Click the "Upload" button to import the file in the pop-up window. After

uploading, click "OK".
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Share PDF to Google Drive
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e Please authorize PDFelement to access PDF documents on your Google
Drive account before sharing PDFs to Google Drive. Click the "File" >
"Save to Cloud" > " Google Drive" button.

o If you have not added Google Drive to this program, please click the
"File" > "Save to Cloud" > "Add Other Cloud" button > "Google Drive "
button. A dialog pops up to remind you to give access authorization to
PDFelement first.

e Click the "Upload" button to import the file in the pop-up window. After

uploading, click "OK".
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Upload PDF to cloud
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Cloud helps you get access to your PDF files from multiple devices and manage

your work efficiently.

o Open the file you want to upload to the cloud and click the "File" >

"Save to Cloud" > "Document Cloud" button.

e In the pop-up window, click the "Upload" button to import the file.

« After finishing uploading, click the "OK" button. Then you can keep the

file in sync and access it anytime and anywhere.
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How to Customize Al Prompt
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In addition to the built-in prompts in Lumi Al reading assistant, you can tailor

the Al's responses to your specific needs. Here's how you can do it:

To get started, open the Al Sidebar by clicking the "Al" icon located on

the right side of the interface. Within the Al Sidebar, find and select the

"Custom" option situated at the bottom.
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In the resulting pop-up "Custom" window, click on the "Add" button.

This will enable you to create a new custom prompt.
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Custorn b4

Prompt List (+) Add

Summarize
Rewrite
Proofread
Explain

Al Detect

Explain Code

o Enter the desired "Prompt Name" to easily identify your customized
prompt. For instance, you could name it "Bullet Points". Next, in the
"Prompt Content" field, input the specific instructions you want the Al to
follow. For example, you could enter "Break the following content into
bullet points". Click the "Add" button to save your custom prompt

settings.
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« Now that you've created your customized prompt, you can use it to

process text. When you encounter content that you want to convert into

bullet points, simply follow these steps:
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o Select the "Bullet Points" command from the available options in the text
box. Input or paste the text that you want to transform into bullet points.
Click the "Send" button to initiate the process. Lumi, powered by
advanced Al technology, will promptly analyze the provided text and
convert it into organized bullet points according to your customized

prompt.
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How to Explain PDF Content and Code

PDFelement empowers you to effortlessly explain PDF content, including code
snippets, enhancing clarity and collaboration. Follow these steps to effectively

explain PDF content and code:



1. Explain Content

Access your target PDF file. Click the "Al" icon on the right side of the interface

or choose "Al Sidebar" from the "Al Tools" button under the "Home" tab.

G sample-pdf_Compress.paf X i 1 A o

File = h B « Edit  Comment  Convert  View Organize TSN Form  Protect D D
Qa @ & 0O- 2 EditAn- Add Text Wor Tlcrop  |@ AtToals-[~ (Qsearch =5 More~
3

ebar

i
(% Proofread POF 1
= I'm Lumi, your Al assistant, How
Questacon,C 14| PDF Al-Writen Detect assistant you todsy? ﬂ
(A4 Tansiate POF |
Caberras Questacon s Austral OR @

And Technology Centre. This Mo. M| POF to Markdown
WVisitars A Range Of Exhibiioos. i -
Touss And Activities.

¢ ©0 % O o O

Summarize Rewrite
2 //)I-J( //(III/(’/I([
Ask POF ¥
Remaining Tokens: 43.24% (9)
67.73x 381 cm A B < 7 | 0 EHy By @ =—e g 0%

Select the "Explain” command to start explaining content. Enter the text you

wish to explain.
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Alternatively, for quick access, highlight the desired text in the PDF, click the

"Al" button in the floating toolbar, and choose the "Explain” option.
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Lumi Al reading assistant will promptly provide an explanation. Copy the

explanation for future reference.
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2. Explain Code

To explain code snippets, choose the "Explain Code" command. Enter the code

snippets in the designated text box and send.
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How to Convert PDF to Markdown
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Converting PDF documents to Markdown format using PDFelement provides
you with enhanced editability, compatibility, and versatility. Markdown is a
lightweight markup language that allows you to create structured and easily
readable text documents. Follow these steps to convert your PDFs to Markdown

format:

e Launch PDFelement and open your desired PDF document. Go to the

"Home" tab, click "Al Tools," and select "PDF to Markdown."
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e Inthe "PDF To Markdown" window, specify "Page Range" and "Output

Folder." Click "Convert."
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PDF To Markdown ot

Analyze and summarize the abstract, key points, and keywords of
your PDOF document and convert it into structured Markdown
format.

Page Range

[1-12 ] @

| Output Folder

Save to source folder e

o PDFelement will analyze your PDF, summarizing abstracts, key points,

and keywords. The PDF pages will be converted into Markdown format.
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File Edit Format Miew Help
### Abstract
The content highlights the benefits of going paperless, such as saving money on p

### Key Points

. Eliminating paperwork saves money on paper, filing cabinets, ink, and office stal
. Digital files promote file sharing and allow for easy access to updated and past
. Digital files can be organized and indexed, making it faster to find specific files v
. Access rights can be assigned and revoked based on user level and document ty
. Going paperless saves time and effort on locating and retrieving physical files.

. Improved security of information with granular security settings.

. Going paperless saves costs on printing and storing documents.

. Promoting collaboration among team members.

NI AR W=

### Keywords

- Paperless

- Cost savings|

- Digital files

- File sharing

- Access rights

- Document organization

- Security

- Time savings

- Collaboration

< >
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How to Proofread PDF with Al

Enhance your PDF document's quality through comprehensive proofreading

with PDFelement's Lumi Al reading assistant. Follow these steps to perfect your

content:

e Open your PDF document using PDFelement. Under the "Home" tab,

access "Al Tools" and select "Proofread PDF."
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Q ‘ Plesse telect an object first

67.73x 381 cm

e Lumi will instantly proofread the current page, offering improvement

suggestions.
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Convert View

[ Add Text ) ocr

Organize  Tools  Form
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[57]

When
Love Back To You

Protect

Q Search

= More~

Pause Close

Proafread

When Love comes back to you.
(Suggestion: Add a comma after “when" for
chearer sentence structure.)

Questacon, Guest Posting Canberra

Canberra's Questacon is Australia's National
Science and Technology Centre.

« Control the proofreading process by clicking "Pause” to temporarily halt

or "Close" to stop.

o To proofread other content or a part of the PDF file, utilize the

"Proofread" command in the Al Sidebar and input the desired text.
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PDFelement is s POF editing toel that
allows you to edit text, add or delete
text, and align text in PDF files. It also
has an OCR feature for editing text in
scanned or image-based PDFs.
Addtionally, PDFelement ensbles you
1o remove or add images to POF files
PO and convert PDFs to vanous formats.
Capber AL Bome O hew it
o, Colwerety e Key Points
ey - 1. PDFelement is a PDF editing tool
el that allows you to edit existing text
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o A e 4 Wt e PDF fites.
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the Old Melbourne Geol
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backin the 18005
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Click the send icon, and Lumi will deliver a proofread version of the text.

Copy the enhanced text for your use.

For rapid proofreading of a specific text, highlight the content, and

choose "Proofread" by clicking the "Al" button in the floating toolbar.
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« Upon proofreading completion, Lumi swiftly offers the enhanced version.
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o Utilize the "Replace" icon to directly replace the original text with

the proofread version.

o Copy the proofread text using the "Copy" button, then seamlessly

paste it into your current PDF or a new document for immediate

use.
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How to Rewrite PDF with Al

Lumi, the Al reading assistant, empowers you to effortlessly enhance your PDF
documents by rewriting them for improved grammar, word choice, and more.

Follow these steps to utilize the powerful Al-driven rewriting feature:

o Open your PDF in PDFelement. Access the Al Sidebar by clicking the "Al"
icon on the right or through the "Al Tools" button under the "Home" tab.

Click the "Rewrite" command and input the text you want to improve.
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o Click the send icon. Lumi will swiftly rewrite the text, presenting you with

the enhanced version. You can easily copy the result and paste it into

your current or new file.
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e For a quick rewrite of specific text within your current PDF file, highlight

the desired portion. Click the "Al" button in the floating toolbar and

select "Rewrite."
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o Lumi will promptly generate a rewritten version of the selected text. You

can opt to replace the original text with it by clicking the replace icon or
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utilize the "Copy" icon to duplicate the enhanced version.
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How to Summarize PDF with Al

Lumi, our Al reading assistant, can quickly generate concise summaries of your
PDF documents, highlighting key points and even suggesting insightful

questions.

e Open your PDF in PDFelement. Access the Al Sidebar via the "Al" icon on

the right or the "Al Tools" button under the "Home" tab.

o Click "Summarize PDF" in the lower right corner of the Al Sidebar. Lumi
will promptly generate a summary, presenting three key points and three

insightful questions related to the PDF content.
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This file is about:

The content of this file is about the
Austrafian Museum in Sydney, which is
Australia’s first museum established in
1827, The museum focuses on natursl
history, indigenous research, and offers
exhibitions and community programs.

Key Points:

1. Australian Museum is the fiest
museum in Austraia, established in
1827,

. The museum focuses on natural
history and indigencus research.

. In addition to exhibitions, the
museum offers community
programs.

You may ask:
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« If you want to summarize other content or part of the PDF document,

click the "Summarize" command and input your desired text.
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o Click the send icon to see Lumi's Al-driven summarization, complete with

an abstract and three essential key points.

@ s7.iocR@pe x | =+ i —i
File @ h B8 % Home  Edit Comment Convert View  Organize  Tools  Form Protect

Q @ & 0O- A Edit All~ Add Text Wowr 1 crop @ AToolss ™ Qsesrch = More-

Al Sidebar see. )
‘p text In Te VU e, 25 wes 25 30 Of i
delete unwanted text, You can also
easily align text, change font size, and

bold or talicize the font. i you are Q
wondering how to edit the text in PDF,
(9] look no further than PDFelement! P
- Awstralian Mascum, Sydecy Just like text, images can be removed
P The Art Australia's First Museum, The Australian Muscum, Was from or added to the PDF file instantly.
Established Opposite Sydncy’s Hyde Park In 1827, This One distinguishing feature of
Intemationally Recognised Muscurn Feocuses On Natiral History PDFelement is the OCR feature, which
And Indigenoms Rescarch, bn Addition To Exhibision Asd willlet you edit the text in image-based
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Abstract

PDFelement is a PDF editing tool that
allows you to edit text, add or delete
text, and align text in PDF files. It also
has an OCR feature for editing text in
scanned of image-based PDFs,
Additionally, PDFelement enables you
to remove or add images to PDF files
and conwvert PDFs to vanious formats.

Key Points
. O
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« If you want a quick summarization of specific text within your current
PDF file, highlight the desired text portion. Click the "Al" button in the

floating toolbar and choose "Summarize."
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Lumi will swiftly generate an abstract along with three key points related
to the selected text. To utilize this summary, simply click the "Copy"
button within the window and paste it into your current PDF or a new

document.
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Use Lumi Al Reading Assistant to Chat with PDF

PDFelement has imported a smart PDF Al reading assistant named Lumi,
powered by ChatGPT, which can help you seamlessly analyze the PDF content,

comprehend your document, and summarize key information with ease.

1. Access Lumi Al Reading Assistant

Access Lumi by clicking the "Al" icon on the interface's right side or selecting
"Al Sidebar" from the "Al Tools" button under the "Home" tab. Engage in a

conversation with Lumi to gain knowledge and insights across various subjects.
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2. Chat with PDF

In addition to asking Lumi general questions, you can have a deeper
exploration of your PDF by utilizing the "Ask PDF" option within the Al Sidebar.
By selecting this option, Lumi's responses will be tailored to the content of the

current PDF document.

Lumi goes the extra mile by indicating the specific page number where it found
the answer. This feature allows you to quickly locate and validate the

information.
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3. Start a New Chat

To initiate a fresh conversation with Lumi, select the "...

right corner of the Al Sidebar, and choose "New Chat."
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borders with countries fike Myanmar,
Lacs, Cambodia, and Malaysia. It has a
drverse geography, including stunneng
beaches, bush forests, and mountainous
regions, 2, Capital City: The capital city
of Thailand is Bangkak, a bustling
metropoles famous for its vibrant street
Iife, temples (such as Wat Arun and Wat
Phra Kaew), markets (fike Chatuchai
Weekend Market), and delicious street
food. 3. Religion: The majority of Thais
practice Theravada Buddhisen, which
heavily influences the country’s culture,
traditions, and daily life. Buddhism is
deeply ingrained in Thai society, with
numerous temples and rituals observed
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4. Access Chat History

To review your interaction history with Lumi, click the "..." icon at the Al
Sidebar's upper right corner and select "History." Easily navigate through past

conversations for reference.
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.
5. Change Settings

Tailor the Lumi Al reading assistant settings by clicking the "..." icon at the Al

Sidebar's top right corner and choosing "Settings."
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Of Travel T ek Laos, Cambodss, and Malayssa. i has a

derse geography, including stunning
beaches, lush forests, and mountainous
regions. 2. Capital City: The capital city
of Thailand iz Bangkok, a bustiing
metropoks famous for s vibrant street
fife, temgles {such as Wat Arun and Wat
Phea Ksew), markets (like Chatuchak
Weekend Market), and delicious street
food. 3. Religion: The majordy of Thais
practice Theravada Buddhism, which
heavily influences the country’s culture,
traditions, and daily fife. Buddhism is
deeply ingrained in Thai society, with
numerous temples and ritusls observed
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In the "Al preference settings" popup window:

o Output Language: Choose the output language; selecting "Default”

prompts Lumi to respond in your input language.

Al preference settings >

Output language [Default v

Default
Tone

Display Language
Industry Chinese (Simplified) - Bt
Chinese (Traditional) - E{&AAT
Dutch - Mederlands
English
French - Frangais

German - Deutsch
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« Tone: Adjust the output response tone to academic, empathic, simple,

creative, poetic, professional, or humorous.

Al preference settings

Output language [Default J

Tone [Default v ]
Default

Industry
Academic

Empathic
Simple

Creative

"P\ e ) Poetic
Py » :' -
o Professional

Humorous a

xon,Gy

e Industry: Customize the output response for specific industries such as
legal, financial services, creative services, healthcare, construction,

manufacturing, government, education, and IT services.
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Al preference settings

Output language | Default J

Tone Default

Industry | Default J

Default
Legal
Financial Services

¢ ,; Creative Services
”\ L Healthcare

Construction xon.G
Manufactory

Government

How to Translate PDF with Al

Break down language barriers and embrace global communication with
PDFelement's advanced Al translation feature. Seamlessly transform your PDF
documents into a multitude of languages. Follow these steps to harness the

power of Al translation:

e Open your PDF in PDFelement. Click the "Al Tools" button under the

"Home" tab, and select "Translate PDF."
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B v employmen..coCopypdi J =2 — o X
File [ 2

aQ @ L O~ 2 EditAll- Add Text o T crop

Thumbnails x This document contains interactive form fields.

Edit Comment Convert View Organi:

2 Tools Form Protect - Search Tools o

Q Search =< More~

Al Sidebar

Summarize PDF

74 Proofread PDF

EM PLOY|\/||5|\|mt

PDF To Markdown

=l@aadou

BE IT KNOWN , that this AGREEMENT is entered into on
between (hereafter referred to as
the "Employer”), located at . .
and
1 (hereafter referred to as the "Employee") residing at N

¢ o % a9 O O

IN WITNESS THEREOF , the above parties wish to enter into this Agreement and
express the need to define and set forth within this instrument the terms and conditions of
employment of the above named employee by .

THEREFORE,  in consideration of the mutual covenants and agreed upon stipulations set
forth below, it is hereby solemnly agreed upon and thus legally binding by the Employer and the
Employee as follows:

EMPLOYMENT

, a company, operating at

does hereby employ in the position
@ of and the Employee does hereby agree to serve in such capacity,
beginning and ending at such date and time the Employee's
employment may be terminated in accordance with below listed Termination of Agreement
clause.

21% 297 em anoe 1 0 Q — @ 5% v B QO

« Inthe popup window, select your target language, specify the page
range, and choose the folder to save the translated file. Then, simply click

"Translate."

Translate PDF x
Target Language
Chinese (Simplified) e
Page Range
1 o

Output Folder

Chlsershwsh Desktop\ POFelerment Translate e

Translate Cancel
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[ )
original formatting seamlessly.

@ | Employmen..ct-Copypdf  x  Employment C..y Translatepdf x  Employment C.ranslate 1.pdf  x | + = — O X
File =] h B+ Home Edit Comment Convert View Organize Tools Form Protect D D
Q @ L& 0O~ A EditAlv  [T] Add Text W or T crop @ AToolsw™  (Q search = More~

I"IJJ'L.v”’EI-El.t'J TOCTREETITH AL R EITH YP A s JE L TH UL _LATUBLIL ) MU SR HALBFEEY
D W1, Wk AR
N Q
)4
o m
, =K AR, EEEE .
2 30 T 0 P9 72 B 3R R A o S ;
o _ , it A FALEHRLL
. R IR A FFUEIRS, I ELZERRHE LR 51
- Y BIN 1 2 ik e £ 1 i 52 e PR D JUT AT ]
BRITERERE
P TR, ESURIIN, /o 4004 R B0 FIBAT R EMBSURL 5 9%, A
$28 i 2 (9 CEOBR 4% A A S M AL RO BT IR IR 3 . Jie T2 IR AN 7 & BBV 1
o PR RVRFAE A BT S0, R SUAt 2R 9 52 T AS 7 B R SORI AT . SRTT e R 1
A/ T A o RIS A BUR, 01 A58 i SLHR AL (0 B R A BUA R B TH. e T S AEA
[T (AR A i 5 BB T T 8 S % A (AR A B R 2 11 4T B
E FRHRIEF >
21x29.7cm oI 1 Q)  — 0} 95%
« Alternatively, you can directly access the "Translate" icon on the right.

Lumi will generate a PDF file with the translated text, preserving the

Copy the text you wish to translate, specify the source and target

languages, and click "Translate" to initiate the process. Once complete,

copy

the translated result for your use.
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P LI was fike back in the 180s.
332/1000
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s ®
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« To begin a new translation, click the "Trash" icon.
3  somple-pot Compress.pdf x | 4 =] - a X
File @ h B~ Home Edit Comment Convert View Organize Tools Form Protect
Q @ ¢& 0O- A Edit All- AddTet | WOR Tcop | QAToos ™ Qsearch =S More-
Thumbnails X Translate X
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If you prefer not to begin translation immediately after selecting the text, you

can uncheck the "Translate instantly after selecting text" option at the bottom.

@ mplepot Compress.pdf
File ) ¥ v Home Edit Comment Convert View Organize Tools Form Protect
Q @ & 0O A et Ale [T Add Text Wor 1 crop @ AlTeols+™  (Q Search = More

D Thumbnails Translate

= 3 € ®
3
a ! :
9 3 1 Translate Results
" What I Have
: o Lived For
)
Copy Result
Vg
3 1c & -

How to Detect Al-Written Text

Discovering Al-generated content in your PDFs is a breeze with Lumi, our Al
reading assistant. Follow these steps to determine whether your PDF content

has been generated by an Al algorithm:

« Start by opening the PDF document you wish to analyze in PDFelement.

e Click on the "Al Tools" button located under the "Home" tab. Within the

Al Tools menu, click on the "PDF Al-Written Detect" button.
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[ ProctPropossipat 1
File = ? v E Edit  Comment  Convert  View  Organize

Q @ & A el [T) Add Ten wor 17 crop =< More

. Thumbnails it
B} o i
0 o IA] POF Al-Writen Detect Q
< = AL Translate PDF

M| POF to Markdown ®
<

1

21x297cm 1] 1 ® i

e Lumi, our advanced Al reading assistant, will comprehensively analyze
the entire content of the PDF. It will promptly notify you whether the

content is categorized as Human-Written, Al-Written, or Partially Al-
Written. Any Al-generated portions will be highlighted for your

reference.
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Al-Written Detect 4

@ The detection has been completed

Your file is Human Written

#Human Written

A business proposal is a documnent that outlines a proposed
project, product, or service offering to potential clients or
investors. It is used to persuade the recipient to take a desired
action, such as approving a project, entering into a partnership,
or providing funding. & business proposal typically includes an

introducticn of the business or organization, a description of the

To detect Al-written text from external sources or specific parts of the PDF,

utilize the "Al Detect" command in the Al Sidebar.

o Click on the "Al" icon situated on the right side of the interface. Then,
select the "Al Detect" command and paste the text you wish to analyze

into the designated text box.
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Hello, I'm Lumi, your Al sssistant. How
can | assistant you today?

#Al Detect

1. Introduction: Provide a brief overdew
of the proposal, including the purpose
and objectrves of the project. 2.
Problem statement: Identify the current
challenges and issues associated with
wrban development, such as.
environmental degradation, rescutce
depletion, and social inequalities. 3.
Solutior: Describe the proposed

challenges. 4. Benefits and impacts:
Outfine the anticipated benefits of the
project, both for the local community
and the environment, This could
Include improved quality of He,
reduced carbon emissions, increased
energy efficiency, and enhanced social
equity. 5 Implementation plan: Present

Summar.,, Rewnte Ploshe..g

Ask PDF
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For swift access, highlight the text directly within your PDF. Click on the

"Al" button in the floating toolbar and choose the "Al-Written Detect”

option.
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methods and indicators that will be
used 1o assess the progress and impact
of the sustainable urban development
initiatives. This could include regular
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sh 5 Proofread
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A business propesal typically includes an
introduction of the business or organization,
2 description of the proposed solution or
offering, the benefits and value it provides, a
breakdown of the project plan or scope of
work, the expected timeline and
deliverables, the budget or cost estimates,
and any additicnal supporting materials or
information that may be relevant. The
purpoze of 2 business proposslis to
demonstrate the value and fessibility of the
proposed idea, and to convince the intended
sudience to support or invest in it.
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o Lumi will swiftly analyze the provided text to determine whethe

rit's

Human-Written, Al-Written, or Partially Al-Written. Any Al-generated

segments will be clearly highlighted for your convenience.

o Project Proposal.pdf x + -

File =] h B2+ Home  Edit  Comment Convert View  Organize Tools  Form  Protect

a @ b O- A Edit A~ Add Text wocr T crop @ Al Tools Pt Q search = More~

Thumbnails Al Sidebar

of the sustainable urban

reporting, stakeholder en

Al-Written Detect

the expected timefine and deliverables, the budget or

cost estimates, and any additional supporting RS R

¢ 0 & O 0 D

capturing the essence of

utpose of & business proposstis to demonstrate the
L i and engaging the reader

value and feasibiftv of the orooosed idea and to

& oS e o
s R methods and indicators that will be
20 O U used to assess the progress and impact

development

initiatives. This could include regular

gagement, and

performance metrics. 7. Conclusion:
Summarize the key points and
™ emphasize the potential of the

- proposed sustainable urban
#Partially Al Written development project to create positive,
long-lasting change. invite the reader to
support and invest in the initiative.

summary

materials of information that may be relevant. The should be concise and compelling,

the proposal
's interest,

What is a business proposal?

Summar... Rewrnte

Proofre.

o

the expected timeline and deliverables, the
Budget or cost estimates, and any addational
supporting materials o information that

may be relevant. The purpese of a business

propossl is to demonstrate the value snd
feasibility of the proposed ides, and to
convince the intended audience to support

= or invest in it.
®
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