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Brief introduction to PDFelement.

Wondershare 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 QOpen, save, print and markup PDFs;

e 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;
e Create interactive form field and recognize form field automatically;

e Extract data from interactive PDF forms and export in CSV format;

¢ Insert page numbers, bates number, and page elements;

e Approve and sign documents digitally;

e Unlock text within images using OCR;

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

e 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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Product overview

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.
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Search function

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”.

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

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

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

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

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

* Proxy: You can select the proxy settings.

e Password: You can set the password to open the encrypted documents.

e Redaction: You can set redaction to black out the sensitive text.

e Signature: You can design your own digital signature and edit the style.

e Blank PDF: You can create a blank PDF and apply it to use.

¢ Shortcut: You can find shortcuts for main functions.
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Brief Introduction to PDFelement

Q Search PDFelement Guide
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8 1. Trial Version Limitations

Download and Install PDFelement _ _ ) ) ) ) _ ) _
After downloading and installing, you will receive the trial version of PDFelement. The trial version does

Shortcut Keys contain the following limitations:
Open PDF ~ e 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
View PDF A the 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

Create PDF Files A each file.

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

Annotate PDF Files A
e Batch: When using the batch process to extract data, it will process two files only.
Edit PDF Files A e Combine: The trial version can merge up to 3 files. All files together must not exceed 20MB.
e Templates: Limited free templates available to edit and download.
Combine PDF Files A . o . . .
e File compression is not available on the trial version.
PDFelement Tutorial Videos >
2. Purchase PDFelement
PDFelement 8 User Guide > To get the full version of Wondershare PDFelement, you need to purchase the license to activate it. Please

follow the below steps to purchase the license:

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

e Follow the on-screen instructions to complete the purchase process.

e 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.

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 Wondershare 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

Q Search PDFelement Guide

Register and Remove Watermark

Download and Install PDFelement

1. System Requirement

Shortcut Keys _ o _ L
If you want to install PDFelement, the minimum required specifications to run Wondershare PDFelement

Professional are as follows:

Open PDF A
e Operating System: Windows 10/8.1/8/7/Vista
View PDF A
e e Processor: 1Ghz Processor or above
Create PDF Files A e RAM: 512 MB RAM or above
e Available Hard Drive Space: 500 MB or above
Annotate PDF Files A
Edit PDF Files A Note
Combine PDF Files A See more details please visit: https://pdfwondershare.com/tech-spec.html
Organize PDF Files A
PDFelement Tutorial Videos > 2. Download PDFelement on Windows Computer
e Visit https://pdf.wondershare.com/ to download the trial version of PDFelement.
PDFelement 8 User Guide N e Double click the executable installation file and follow the on-screen instructions to finish the

installation.
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Download and Install PDFelement

There are many shortcut keys for your better operating PDFelement and managing files efficiently. After opening

Shortcut Keys the program, you can refer to the following instructions to work. Also, you can find the shortcuts in “File” >
“Preferences” > “Shortcuts”.
Open PDF A
e F1: Open online help page
View PDF ~ e Alt + Shift + F1I: Prompt product version pop-up
Create PDF Files A e Ctrl + O: Prompt document pop-up
e Ctrl + Tab: Switch to the next document
Annotate PDF Fil A
nnotate 1es e Ctrl + Shift + Tab: Switch to the previous document
Edit PDF Files A e Ctrl + W/Ctrl + F4: Close the current document
e Ctrl + S: Save the current document
Combine PDF Files A
e Ctrl + Shift + S: Save as current document
Organize PDF Files A e Ctrl + D: Open the document properties dialog box
e Ctrl + K Open the preferences dialog box
PDF OCR A
e Ctrl + F: Search panel pop-up
e Ctrl + Shift + F: Pop up the advanced search panel
PDFelement Tutorial Videos > e Ctrl + T: Open the search and replace panel
e Ctrl + P: Print
PDFelement 8 User Guide > e Ctrl + Z: Undo last change

e Ctrl + Y: Redo last change

e Ctrl + Shift + I: Insert from the file

e Ctrl + Shift + T: Insert blank page

e Ctrl + Shift + D: Delete the page

e Ctrl + Shift + K: Tile horizontally

e Ctrl + Shift + L: Tile vertically

e Ctrl + N: Convert the document to PDF

e Alt + 7: Screenshots

e Alt + 3: Switch to text hand mode

e Ctrl + E: Switch to text editing mode

e Alt + 6: Switch to select mode

e Ctrl + F10: Window maximization

e Ctrl + 1: The actual size

e Ctrl + O: Fit page to window

e Ctrl + 3: Fit height

e Ctrl + 2: Fit width

e F8: Fold functional area

e Ctrl + +: Zoom into page

e Ctrl + - Zoom out of page

e F1I: Enter or exit full screen mode

e Shift + F4: Expand/collapse the right property bar
e F4: Display or hide the left navigation bar

e F6: Switch to the next Ribbon Tab

e Shift + F6: Switch to the previous Ribbon Tab
e Home: The first page

e End: The last page

e «—:Scroll to the left

e —:Scroll to the right

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

e Alt + <:Jump to the previous view

e Alt + —: Jump to the next view

e 1:Scroll up

e | / Space: Scroll down

e Ctrl + 4: Continuous mode

e Ctrl + 5: Single page view

e Ctrl + 6: Two pages view

e Ctrl + 7: Two pages continuous

e 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
e Esc: Exit temporary editing status

e Ctrl + B: Add bookmark

¢ F2: Rename the selected bookmark

e Ctrl + Shift + -: Rotate page to the left

e Ctrl + Shift + +: Rotate page to the right

e F12: Batch Processing

e Ctrl + B: Make the selected text bold

e Ctrl + 1: Italicize the selected text

e Ctrl + ]: Increase font size

e Ctrl + [: Decrease font size
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Open PDF v
Once you have become familiar with Wondershare PDFelement for Windows and the basic tools, you can begin
Open PDF from Homepage reading and working with your PDF files. You can open a PDF file, reach a specific page easily, adjust the view of
Open PDF from File the document, and more. Now, check how to open pdf from homepage of PDFelement in different ways.
Open a Protected PDF » 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.
View PDF A e Open recent files. Choose PDF from the "Recent Files" list to open directly.
Create PDF Files A e Open starred files. Tap "Starred Files” button to select the files you have starred before.
e Open PDF from “Recent Folders”.
Annotate PDF Files A
e Open PDF from “Document Cloud”.
Edit PDF Files A _
D <+ Feedback Logln — 1|
Combine PDF Files A | "8 Recent Fites Quick Tools
Organize PDF Files A ° Starred Files h SRRE =
Edit texts and images in a file, Add comments, ke highlights, Convert PDFs to Word, Excel,
pencil and stamps, ete, r PPT, ete.
o Recent Falders E u
. . Docurnent Cloud OCR Combin
PD Felement TUtO”aI V|deos > Turn scanned documents inta Ccmltu'u:nu:lizlef:lc-s into a
searchable or editable text n single PDOF. ﬂ
PDFelement 8 User Guide > Recent Files a a= oo
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Open PDF from Homepage

Open PDF from File

Open a Protected PDF

View PDF

Create PDF Files
Annotate PDF Files
Edit PDF Files
Combine PDF Files
Organize PDF Files

PDF OCR

PDFelement Tutorial Videos

PDFelement 8 User Guide

Switch to Mac Version

Q Search PDFelement Guide

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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Open PDF from File
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To ensure the security of data, some PDF’s will have a password to protect it. How to open protected PDFs? If you

Open a Protected PDF have received a PDF that is protected with a password, you just need to enter the correct password to view the
file.
View PDF A
n sCEEnCe-Copy.pdt X, -+ Feedback e H — O =
Create PDF Files A File = Home Edit Comment Convert View Page Tool Form i [ &y &
€| Set Password E‘. Mark for Redaction I_?_' Search & Redact iL Sagn Document E--..:;, Manage Signatures ~ E Blectronic Signature
Annotate PDF Files A
Edit PDF Files A m—
weience-copy pdf’ is protected,

Combine PDF Files A & it

. . ol -
Organize PDF Files A

Using Preset Pasowards
PDF OCR A
H Cancel

Convert PDF Files A n

PDFelement Tutorial Videos >

. Open document by entering password
PDFelement 8 User Guide > - | >

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.

n 5 science-copy.pdf * 4 Feedback e : — O =

Home  Edit Comment Convert View Page Tool Form  Protect f 45 oy 2

-.-.
o
4|

DEcument 'Rie-}ﬂmm [ 'ﬁﬁin:l«ﬂ i predected. Please enter the permistion passwond fo enable edifting, II o

- I - Brook Welle Man 4111 PM
Mahrla S. Hydiogen peroxics moksculed ans very unainble and
™ nalurally Secompieas o wler and 0Xypan gas.

I Ths chamical souston lor this decompostion la:

Lol
I ] * ,ﬁdu HI-
: j/:O{ Enter pazsword to enable editing L

Teask

* 125ml 10% Hy:
* 1 Sachet Dry Yeast ([powder) '
- 4 tablespoons of warm water

- Detergent

' Food color

- Empty boitle

* Funnel

* Plastic tray or tub

* Dishwashing gloves

Enter password to enable editing


https://pdf.wondershare.com/guide/pdfelement-windows.html
https://pdf.wondershare.com/
https://pdf.wondershare.com/guide/pdfelement-windows.html
https://download.wondershare.com/pdfelement-pro_full5239.exe
https://download.wondershare.com/mac-pdfelement_full5237.dmg
https://pdf.wondershare.com/guide/open-password-protected-pdf.html
https://pdf.wondershare.com/guide/open-pdf-from-home.html
https://pdf.wondershare.com/guide/open-a-protected-pdf.html
https://www.youtube.com/c/PDFelement
https://pdf.wondershare.com/pdfelement/pdfelement-user-guide-win.pdf
https://pdf.wondershare.com/
https://pdf.wondershare.com/download.html
https://pdf.wondershare.com/business/
https://pdf.wondershare.com/search.html
https://www.wondershare.com/
javascript:
javascript:
javascript:
javascript:
https://www.wondershare.com/business/enterprise.html
https://www.wondershare.com/shop/individuals.html
https://support.wondershare.com/
https://accounts.wondershare.com/web/login?source=5&redirect_uri=https://pdf.wondershare.com/guide/open-a-protected-pdf.html?source=5&site=pdf.wondershare.com&verify=no

Work Smarter with PDFelement User Guide

== TRY FREE @ TRY FREE Switch to Mac Version

Home > User Guide > PDFelement User Guide for Windows

PDFelement 9 User Guide .
| Fordemen DU Guide How to navigate PDF.
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View PDF v
Navigate PDF . .
1. Page navigation.
View Multiple PDFs ) . . wye .
You can navigate PDF through the pages of your active document in the "View" tab or in the bottom
Add Bookmarks to PDF floating bar.
Take Screenshot of PDF @ science-copypot < IR Feedback Legin ! | — O X
View with Rulers & Grids File | S ¥ Home  Edit Comment Convert View Page Tool Form  Protect 3 Search Tools G & o~
— - @ - @ = ElE| Read Mode c_) Rotate View - g’} Background~ 2 Rulers & Grids 83 Tile~

Read PDF Files

Create PDF Files A
Annotate PDF Files A
Edit PDF Files A
Combine PDF Files A

PDFelement Tutorial Videos >

PDFelement 8 User Guide >

Page navigation

» Click the "Previous Page’ button to navigate to the previous page of the current document.
 Click the "Next Page" button to navigate to the next page of the current document.

e 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 thumbnails by choosing “Enlarge Page Thumbnails” as well as “Reduce Page Thumbnails”.

n science-copy.pd x4 Feedback Legln : | — O X
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Thumbnail panel

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.

n science-copy.pdf x =+ Feedback Llegln : | — O

File | = Home  Edit Comment Convert View Page Tool Form  Protect o Search To B & o
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Bookmark panel

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.

B science-copy.pot® x4+ Feedback Lleglh ! | — O ®
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Annotation panel

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:

e 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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Search panel

e 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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Navigate PDF

Q Search PDFelement Guide

Since version 6.3.0 of PDFelement, we support to view multiple PDFs in different program windows, so that you
View Multiple PDFs can better view or compare among different files.

Add Bookmarks to PDF
e Open multiple PDF files in the program first, then click the "View" > "Tile" button.

Take Screenshot of PDF . . . .
e Choose to tile the windows Horizontally or Vertically.
View with Rulers & Grids
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* Food color
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* Funnel
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PDFelement 8 User Guide >

Tile PDF

e Alternatively, you can open multiple PDFs first, and reduce the window size, then drag the tab of the file to
create other windows for each file directly, then adjust the window size as you want by dragging the edge of
the window again.
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View multiple PDF files

o After tiling to multiple windows, drag the tab of the file back to one window one by one, you will get all the
opened files back into one window.
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How to add bookmarks to PDF.

Q Search PDFelement Guide

View Multiple PDFs

Add Bookmarks to PDF
1. Add Bookmarks.

Take Screenshot of PDF _ ) ) _ )
¢ Navigate to the page in which you want to insert a bookmark. Then click the Bookmark panel and
View with Rulers & Grids select the "Add" button to insert the bookmark.
Read PDF Files 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.
Create PDF Files A
n SRR E=C opy oo © 5 -+~ Feedback 9 - 0O =
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PDFelement Tutorial Videos > - 4 tablespoons of warm water

* Detargent

* Food color

* Empty bottle

* Funnel
PDFelement 8 User Guide > * Plastic tray or tub

- Dishwashing gloves

- Safty goggles

Add Bookmarks

2. Edit Bookmarks.

e Right-click the bookmark in the Bookmark panel to choose "Rename Bookmark”" to change the name.

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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— How to take a screenshot of a PDF page.

Q Search PDFelement Guide

Add Bookmarks to PDF

To create a screenshot of your PDF file, click on the "Tool" > "Capture” button and then you will want to click and
Take Screenshot of PDF drag the mouse to the desired area. Once you release the mouse button, the following options will appear:

View with Rulers & Grids

Read PDF Files

Create PDF Files A
Annotate PDF Files A
Edit PDF Files A
Combine PDF Files A

et A Budget

: Proposal
[0 sveaiinelaonean

PDFelement Tutorial Videos >

PDFelement 8 User Guide > Screenshot

e You can annotate the screenshots with rectangle, lines, pencil, marker, eraser, Mosaic, or add text.
e Click = to undo the annotations on the screenshot.

e Click to redo the annotations on the screenshot.

e Click = to save the screenshot on your computer.

e Click - to exit the screenshot.

e Click = to capture scrolling screenshot.

e Click = to save the screenshot image as a PDF.

e Click < to pin the screenshot image to the current PDF.

e Click = to copy the screenshot, you can paste it somewhere else.
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Take Screenshot of PDF
There are crucial times when you must put every piece of your content in the right place. With PDFelement, you
View with Rulers & Grids can precisely arrange the texts and objects in your documents with PDF Ruler and PDF Grid. Set “View >
Read PDF Files Rulers&Grids” to show or hide rulers or grids.
Create PDF Fil ~ e Grid: When you click and turn on the “Grid” button, the grid will show up all over the PDF document. You can
reate iles . . . .
click the “Grid” button again to turn off this mode.
Annotate PDF Files A
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Organize PDF Files A
PDF OCR A
Convert PDF Files A

PDFelement Tutorial Videos >

PDFelement 8 User Guide >

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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Q Search PDFelement Guide

View with Rulers & Grids

Wonder how to read PDF files with PDFelement? Let’s get started.
Read PDF Files

Create PDF Files ~ 1. View PDF in full screen.
Annotate PDF Files A 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
Edit PDF Files A keyboard shortcut of “F11” will also make it.
Combine PDF Files A ﬂ science-copy.pdf x4+ Fesdback Vogln O w
File S ¥ Home  Edit Comment Convert | View | Page Tool Form  Protect ] [
Organize PDF Files A e = -] &~ EE Read Mode  j Rotate View- @ Background~ [ Rulers & Grids~ B3 Tilev
- Ei Aetual Size
. G
PDF OCR A [=] Fitwidth ™
| [} FirHeignt
A Fit Window
Convert PDF Files A . G
- El  Full Screen
Fill PDF Form A [F

. Science Class
Volcanic Experiment

Willow Creek High School
By Brooke Wells

PDFelement Tutorial Videos >
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View PDF in full screen

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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Adjust viewing themes

3. Change page orientation.

Click on “View > Rotate View", you can change your PDF orientation to “Clockwise” or “Counter

Clockwise”.
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Change page orientation

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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Document layout

e 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.

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

e Two Page Scrolling: Arrange the pages side by side in a continuous vertical column and scrolling
enabled.

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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Page layout

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

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

e 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.

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

e 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.
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How to Create PDF Files from Any File

Create PDF Files v
How to create PDF files with PDFelement? Efficient methods are listed below.
Create PDF from File
Batch Create PDF
_ o 1. Create PDF from file explorer.
Create PDF Files Using Print
You can use PDFelement to create a PDF from any type of printable files.
Create PDF from Paper Document
Create PDF from Clipboard e Open the PDFelement on your desktop, and you will see the homepage. Then click on Create a PDF >
From File.
Create a PDF Portfolio
+ Feedback Logln — 0O X
Create PDF from Templates = =
Create a Blank PDF | B Recent Fites Quick Tools
Bl Starred Files Edit Comment Convert
Annotate PDF Files A S 1 A e o A Rt
Recent Folders E . H
Edit PDF Files A
Document Cloud OCR Combine
Turn scanned documents into Cambine multiple files into a
searchable or editable text. ﬁ' single PDF. uﬂ
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Create PDF from file explorer

¢ If you have opened a PDF, go to File > Create > From File.
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Create from file

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.

¢ Drag the document you want to convert on to the PDFelement desktop icon n

e If the PDFelement is open, drag the file directly into the application window.
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Drag the file to PDFelement

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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Create to PDF

e This will start the creation process. Within a few seconds, the document will be created to PDF format.
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Creating PDF

e The created PDF file will be open in PDFelement and you can press "Ctrl + S" to save it.

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.
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Batch Create PDF
PDFelement printer works like a standard printer, so you can use it to print your files from any Windows
Create PDF Files Using Print applications (such as Notepad, Outlook Express, and Internet Explorer) to PDFs as if you would print with a real
Create PDF from Paper Document printer.
Create PDF from Clipboard » Open the file in its authoring application.
Create a PDF Portfolio e Click the "File" > "Print" button in the file.

Create PDF from Templates » Select the printer named Wondershare PDFelement, and click the "Print" button.

Create a Blank POF ¢ 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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Create PDF Files Using Print

PDFelement Professional supports creating PDF files from scanners or your mobile devices directly.
Create PDF from Paper Document

. . n . n ) n n ) n n
Create PDF from Clipboard * After opening the program, click the "File’ > "Create’ > "From Scanner” button.
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Create PDF from scanner

PDFelement 8 User Guide >

e Select your scanner or your device, and click the "Scan’ button to start creating.
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Select a scanner

e Select the scanned image to create as a PDF, or continue to scan more pages to create as one PDF.

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.
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— How to create PDF from clipboard.

Create PDF from Paper Document

PDFelement allows to create a PDF file from Clipboard directly.
Create PDF from Clipboard

Create a PDF Portfolio e After opening the program, click the "File’ > "Create” > "From Clipboard” button.
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Create PDF from clipboard
PDFelement 8 User Guide >

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.
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How to convert multiple files to PDF.

Create PDF from File
You can convert multiple files to pdf from Office files, email, a website, or from any files that are printable. Here

Batch Create PDF are two ways to create:

Create PDF Files Using Print

Create PDF from Paper Document

Create PDF from Clipboard Index

Create a PDF Portfolio

01 Create PDF from multiple files

Create PDF from Templates 02 Create PDF files from a batch

Create a Blank PDF

Annotate PDF Files A
Edit PDF Files ~ 1. Create PDF from muiltiple files.

You can easily combine files of different formats into one single PDF file with “Combine” function in
Combine PDF Files A

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

PDFelement Tutorial Videos >

ﬂ 4 Feedback Legln — 0O X
| B Recent Fites Quick Tools
PDFelement 8 User Guide >
B Starred Files Edit Comment Convert
Edit texts and smages in a file, Add comments, like highlights, Corvert PDFs to Word, Excel,
E pencil and stamps, ete, F PPT, ete. H
Recent Folders
Document Cloud OCR Combine
Turn scanned documents into Cormbine multiple files into a
searchable or editable text., ﬁ single POF, %
L ﬂ
. o= oo
Recent Files Q = o= oo

Name

n science-copy - Copy.pdf
n propasal.pdf
accounting.pdf

r
n science-copy.pdf
r]

Open PDF

Combine function

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.

edit-copy.pdf

ﬂ 4+ Feedback Llogin ! — O =
Wondershare PDFzlement X
| &
Combine PDF Add a new table of content page generated
from bookmarks
%
Output Folder
[ Specify folder v

CAlszers\ WS\ Desktop\PDFelement’\ Car

o

| Drag and drop files here |

[=]=}
og

[ Add files

[ AddFolder

AddFiles

¢ You can add more files by clicking “Add file”, and choosing the specific pages in “Page Range”, or delete
the doc you have added.

ﬂ 4 Feedback Legln — 0O X
Waondershare PDFelement X
Combine PDF (%) Add file | £ Add a new table of content page generated
from bookmarks
. Ma. Mame Page Count Page Range Action Dutput Folder
= : ]
e EF-E\:ify falder A ]
2 proposal.pdf 1 All -

CAlzersWSDesktop\PDFelement\Cor

(==}
[=]=)

¢

Add more files

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 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.

u % Combinepdf * w [ Feedback Legln — O =
File i = Home  Edit Comment Convert Wiew Page Tool Form  Protect . G D o
— - q;) B D - E Edit Al @ Add Text [T: OCR T Crop E}, Translate  [€] Capture Q) Search

Thumbnail *
I o
= @ O 0w
[
.
[
4 L]
2 Willow Creek High School
By Brooke Wells
=
--:E?‘ v ¥  — Y
: B o
3 —— Periodic Table
w0 Chemical Fortuls 0

Bl Lk,

Change the page order

2. Create PDF files from a batch.
PDFelement allows you to create PDFs from a batch at once.

¢ Click on “Tool > Batch Process” button on the Home menu.
e Then a window pops up, select the "Create” option, and you can add the files that you need.

e Finally, you can click on the "Apply” button to complete this process.

n % Combine pdf x Feedback Llogln — O =
P
File = Home  Edit Comment Convert \View  Page Form  Protect ¥ C [0 & o
fl': OCR OCR Area d,j Combine  [f} Compare ﬁ Compress aéu Flatten El Translate  [2] Capture ES Batch Process i
l Il Wondershare PDFelerment x
[ Batch Process
J [ - | ! H
= el -
[ Convert QOCR Create Compress
Bateh canvert POFE to ather Bateh Buin 2eans into editable Bateh create PDF fram other Bateh reduee PDFs' file zize.
formats. PDFs. fiarmats.
‘ o
- $ o
: S ]
Print Watermark Background Header & Footer

Batch print PDFs.

Bates Mumber

Batch manage Bates Number in

Batch manage Watermark in
PDFs,

Security

Batch add security pelicy in PDFs.

Batch manage Background in
PDFs

Extract Data

Batch extract data from PDFs.

Batch manage Header & Footer in
PDFs.

Delete Blank Pages
Batch delete blank pages in PDOFs.

Create PDF files from a batch
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— How to create a PDF portfolio.

Q Search PDFelement Guide

Create PDF from Clipboard

PDFelement supports to create PDF Portfolios to view multiple files in one Portfolio.
Create a PDF Portfolio

Create PDF from Templates e After opening the program, click the "‘Back” on the top-left corner of Home window to enter the interface page.

¢ Then, click the "File > Create > PDF Portfolio" button to create a PDF Portfolio.
Create a Blank PDF

G science-copy - Copy-pdf x e Ei reedback Legln — O %
Annotate PDF Files A File S ¥ Home  Edit Comment Convert View Page Tool Form  Protect ; [ O
E e = ~ m Read Mode f_,- Rotate View - C\> Background ~ E_'.:. Rulers & Grids ~ 88 Tile~
Edlt PDF FileS A l_- Open Recent
¢ Open Cloud » I-Tﬂ
Combine PDF Files A (@ create =
=  From Scanner
Organize PDF Files A B Seveds Ctrl + Shitt + § From Clipboard
[T} SaveinRecent Folder » [  Blank PDF
PDF OCR A 2 SavetoCloud » | poFPonfolio |
[F) ExportTo fC] PDF Template
H = Print Ctrl + P
Convert PDF Files A =
f Properties Ctrl = D .
SE Preferences Chrl + K

PDFelement Tutorial Videos > " SC|ence Class
Volcanic Experiment

Willow Creek High School

PDFelement 8 User Guide >

. OO EE [

Create PDF portfolio

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

G science-copy - Lopy.pdf ®x [ Portfolio-1.pdf " ® + E Feedback Legln | = 12l =

File | [

4|
Y
]
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Home  Edit Comment Convert View Page Tool Form  Protect v ]
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Add Files J Add Folder

Add Files

¢ Open a file from the Portfolio to view or edit.

o
*

G science-copy = Copy.pdf *® | & Porfolio-1,pdf " ¥ |5 Porifolio-2.pdf x + B Feedback logln ! -
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POE

n science-copy - Copy.pdf

n balance-sheet-template-1.pdf

: Science Class
Volcanic Experiment

Willow Creek High School

Open a file from the'Portfolio

e Open the folder in PDFelement by clicking the folder and tap on the "Open’ button to view the PDF files.

G science-copy - Copy.pdf ¥ | B Portfolio-1.pdf* x 5 Portfolio-2.pdf w B Feedback logln ! =TI
File = v Home  Edit Comment Convert View Page Tool Form  Protect # G & -~
= Rulers & Grids~ B3 Tilew
[+ |} = 23 Open
1 POF

n science-copy - Copy.pdf
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POF
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View the PDF files

e Add new Files and Folders to PDF Portfolio by clicking the "+" icon and then choose the objects as you needed.
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Create Folder
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POF

Open

Add new Files and Folders

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

Create a PDF Portfolio

Q Search PDFelement Guide

You can create pdf from templates with PDFelement, just click on “Create a PDF>PDF Template” button and you

Create PDF from Templates will enter the Template Mall.
Create a Blank PDF
ﬂ + Feedback Logln — ' R
Annotate PDF Files A | B Recent Files Quick Tools
i i red |
Ed t PDF FlleS A Starred Files Edit Comment Convert
Edit texts and images in a file, Add comments, like highlights, Corvert PDFs to Word, Excel,
pencil and stamps, ete, PPT, ete.
R Falders E £ F
. . ecent ralder
Combine PDF Files A
Document Cloud OCR Combine
Orgamze PDF FlleS A Turn scanned documents into Cembine multiple files into a
searchable or editable text. ﬁ single PDF. uﬂ
PDF OCR A
Recent Files Q & &8
Convert PDF Files A _—
n science-copy - Copy.pdf
Fill PDF Form A
n Combine.pdf
n proposal.pdf
PDFelement Tutorial Videos > .
[0 FromFile
,'—; From Scanner
:
[] elankPOF

PDFelement 8 User Guide >
Create PDF from templates

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.

A Tem T
u 3 - e |
s Become PDFelement Paid User to Enjoy
Massive Advanced Templates
Husine: =
Most Popular

Resume

HﬂWDﬂWELfm TH{EEHEFHSD-"C-Dm BENEF["F m
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Letter ] : e —
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Templates Mall

Tips:

PDFelement paid users will enjoy massive advanced templates of different themes.
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| Porslemer DU Guide How to Create Blank PDF

Q Search PDFelement Guide

Create PDF from Templates

You can create blank pdf, or create a PDF from a blank page rather than beginning with a file, image, or scanning.
Create a Blank PDF

e Click on the " Create a PDF > Blank PDF" button on the home page.

Annotate PDF Files A
D + Feedback Logln — 'l R
Edit PDF Files A
| B Recent Files Quick Tools
. . A

Comblne PDF FlleS Starred Files Edit Comment Convert

Edit texts and images in a file, Add comments, like highlights, Corvert PDFs to Word, Excel,

pencil and stamps, ete, F PPT, ete. H

Organize PDF FI|eS A Recent Folders E .
PDF OCR PaN Docurment Cloud OCR Combine

Turn scanned documents into Carmbine multiple files into a

searchable or editable text. rﬁ single POF. uﬂ
Convert PDF Files A

. g= oo

Fill PDF Form A Retent Files 2 = =

Name
Protect & Sign PDF A [} science-copy - Copy.pdf

n Combine.pdf
PDFelement Tutorial Videos > B eroposaloof

il Frem File
PDFelement 8 User Guide > i [0 cameror |

Create a blank PDF

e 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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Add Text
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— How to add comments to a PDF.

Annotate PDF Files v

Q Search PDFelement Guide

A comment is a written note intended as an opinion, an example, an illustration, or a statement of fact or opinion,

Add Comments especially a remark that expresses a personal reaction or attitude. You can also edit, delete, and move the

Mark up a PDF comments with ease. Now, let's see how to add comments to a PDF.
Draw on PDF
Stamp a PDF

Index

PDF Measuring Tool

Add Attachments Step1 Note/Type Writer/Text Box/Callout/Area Highlight.

Hide or Remove Annotations Step 2 Customize text in comments

Comment Properties Step3 Add comments continuously

Step4 Move/Copy/Paste comments

Edit PDF Files A
Step 5 Lock comments

Combine PDF Files A Step 6 Search or filter comments

Step 7 Exportonly pages with comments

PDFelement Tutorial Videos >

PDFelement 8 User Guide S 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.

e 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.

e 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.

e 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.

e 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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Annotate PDF

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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Customize text in comments

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.

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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Add Comments

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.
Draw on PDF Holding the Alt key, or holding the mouse button, allows you to select a region of text to work with.

Mark up a PDF

Stamp a PDF
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Annotate PDF

e Highlight T : To mark important passages of text with a fluorescent marker as a means of memory retention
or for later reference.

 Area Highlight [5: To mark a certain area you like.
e Underline U : To draw a line under to indicate emphasis.

e Strikeout : To draw a line to cross out text, making others know the text is deleted.

S
e Squiggly T :To draw a squiggly line under.

e Caret T :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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Mark up a PDF

Drawing tools allow you to add different graphic elements into your PDF, such as rectangles, polygons, ovals, and

Cloud

Draw on PDF other images. It is useful when you need to use an image to bring attention to a section of your document.
Stamp a PDF
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Draw on a PDF

* Rectangle []: A proofreading symbol used to indicate where something is to be inserted in a line.

e Oval {_): To draw an oval or a circle with pressing the Shift key.

e Cloud {: To draw cloud shapes.

e Polygon {: To draw a closed plane figure bounded by three or more line segments.

e Connected Lines /. : To draw an open plan figure with three or more line segments.

e Line 7 :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.
* Pencil ¢ To draw free-form shapes.

e Eraser &> :To erase the pencil markups only, it cannot be used to erase other markings.
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Draw on PDF
The Stamp tools in PDFelement are a group of advanced tools that enable you to stamp content into a PDF
Stamp a PDF document. PDFelement supports image stamps with various image formats (jpeg, png, bmp, etc). You can either
PDF Measuring Tool use our predefined stamps or create your own stamps. Stamping PDF files is a very useful feature especially when
you need to give reviews or explain the document'’s status or sensitivity.
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Edit PDF Files A Step1 Stamp a PDF
Combine PDF Files A Step2 Create/manage stamps
Organize PDF Files A
PDF OCR A

1. Stamp a PDF.
Convert PDF Files A

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.
PDFelement Tutorial Videos >
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Stamp a PDF

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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e Click the "Comment>Manage Stamp>Create” button, click the "Select File" button to browse the picture
as you want to, you can also name the stamp. Then click the "OK" button, it will be added in the Custom
type under the "Stamp’ button.
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naturally decompose into water and axygen gas.
The chemical equation for this decompastion is:

WLoL

Create stamp

e Then you can select the stamps to "Create’, "Edit" and "Delete".
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Stamp a PDF

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-

Add Attachments 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

PDF Measuring Tool

Hide or Remove Annotations

them.
Comment Properties
Edit PDF Files A 1. Measure in PDF
. . Click the "Comment>Measure Tools" button, and then there are three options in the drop-down menu. You
Combine PDF Files A . .
can select one of them to start measuring as desired.
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PDFelement 8 User Guide > Yeost Reaction

things you should know

- 125ml 10% Hydrogen Peroxide
- 1 Sachet Dry Yeast (powder)

- 4 tablespoons of warm water

- Detergent

* Food color

- Empty bottle

- Funnel

- Plastic tray or tub

- Dishwashing gloves

=ik alelele

Measure tools

Distance Tool

e 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 end point, please
double click to complete measuring. Alternatively, you can also right click and select the "Measurement
completed” option while drawing the end point.

e 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:

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.

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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Distance tool

Perimeter Tool

e 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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Perimeter tool

Area Tool

e 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.

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.

e 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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View measurement results

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.

¢ Snap to Endpoints: Snap measurement at the endpoint of the line.

e Snap to Midpoints: Snap measurement to the middle of the line.

e Snap to Intersections: Snap measurement relevant to the intersections of multiple lines.
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Measurement settings

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.

Q Search PDFelement Guide

PDF Measuring Tool

Use the "Add Attachment” tool to embed a file at a selected location in a PDF, so that the reader can open it for

Add Attachments viewing. By adding attachments as comments, you can reference longer documents that can't easily be pasted

Hide or Remove Annotations 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
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attachment.
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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 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.
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Add Attachments

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

Comment Properties 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

Edit PDF Files A . " " . . . .
to the bottom of the page, and then click the "Select” button in the floating bar to go into select mode, then right-
Combine PDF Files ~ 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

Organize PDF Files A Delete.
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How to adjust comment properties.

Hide or Remove Annotations

Q Search PDFelement Guide

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

Comment Properties click the comment to choose "Properties”, then the "Properties” panel on the right side will be opened. You can
change its "Info", "Appearance’ or "Font" settings. You can also click the "Set as Default” button to set the
Edit PDF Files A 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.
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[t's known to all that we can edit the text in Microsoft Office like Word, Excel, or PowerPoint. But can we edit the
Edit PDF Text text in PDF and how to edit the text in PDF?

Spelling Check in PDF

Edit Images
Edit Hyperlink - Index
Add Watermark to PDF - 01 Edit with different modes
Change Background in PDF . 02 Editonly text, image, or link
Add Header or Footer . 03 Create and edit superscript and subscript text
Bates Number 04 Findand replace
Flatten PDF o g
Combine PDF Files A
oo DAE Eilac N 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
PDFelement Tutorial Videos > 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.
PDFelement 8 User Guide > P
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Open the quick entrance to convert PDF imto other fermats

Open Edit Mode

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 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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- 125ml 10% Hydrogen Peroxide
- 1 Sachet Dry Yeast (powder)

- 4 tablespoons of warm water
* Detergent
* Food color

Edit Mode

e Click the "Edit>Add Text" button to add new text to the position that you want.

e 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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* 125ml 10% Hydrogen Peroxide
- 1 Sachet Dry Yeast (powder)
- 4 fablespoons of warm water
* Detergent
* Food color
- Empty bottle
* Funnel
* Plastic tray or tub
* Dishwashing gloves

- Safty goggles
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Add Text

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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* 125ml 10% Hydrogen Peroxide
, - 1 Sachet Dry Yeast (powder)

- 4 tablespoons of warm water

* Detergent

* Food color

* Empty bottle

- Funnel

- Plastic tray or tub

- Dishwashing gloves

- Safty goggles

3. Create and edit superscript and subscript text.
The program allows you to create and edit your superscript or subscript text now.

e 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.

e 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.

e 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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Find keyword

e And you can click the "Replace with" button to enter a new word that you want to replace with.
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Edit PDF Text
PDFelement allows users to check the spelling of PDF files and provides suggestions to correct misspelled words.
Spelling Check in PDF This feature is useful when users want to proofread the text. You can check for possible mistakes and then
Edit Images confirm each correction.
Edit Hyperlink By default, PDFelement automatically checks the spelling when you use the "Edit" or "Add Text" tool. You can
Add Watermark to PDF disable the automatic spelling check by unchecking the "Enable word spell check” option in the

"File>Preferences>General’ menu.
Change Background in PDF
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Enable word spell check

To check spelling within a document, please do the following:

e Make sure the option of "Enable word spell check” in the "File>Preferences>General” menu has been checked.

e Click the "Edit>Edit Text" button, then highlight the section you wish to check. When there is an error, a red wavy
line will appear under the suspect word.

¢ Right-click the words, you will get the suggestions for correction. Click on one of the suggested spellings to
update the spelling or to insert the proper word.

e |f the incorrect text is an acronym or a special term, you can choose the “Ignore All" option, then this acronym
or the term in this file will be cognized as correct when you do spell-check. When you reopen this file, the
acronym or special term will be recognized as incorrect again.

¢ If you want some words to be cognized as correct all the time, then you can add these words to the dictionary.
Selecting the "Add to Dictionary" option, this word will be recognized as correct no matter which PDF file you
open. Alternatively, you can go to "File>Preferences>General’, click the "Custom Dictionary” button and add or
remove the word as you want.
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PDFelement is equipped with many useful functions, and this page will guide you on how to edit images in PDF.
Edit Images

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

Edit Hyperlink
you can add and edit the objects as well as text content. To edit an image, please do the following:

Add Watermark to PDF

_ e Firstly, Click the "Edit>Add Image’ button to select the image as you want to add to the PDF.
Change Background in PDF

Add Header or Footer o Cooolloooooosooooossiooooooeoooooos N

Tips:
Bates Number P

After clicking the "Edit" button on the top-right corner, you can copy/paste an image from your clipboard into the PDF

Flatten PDF i directly.
Combine PDF Files A
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Organize PDF Files A File M o = Home Comment Convert View Page Tool Form  Protect G & =~
£7. Edit All~ [T} Add Text 7 Add Link [ Watermark~  [#] Background~ 7] Header & Footer~  [&] Bates Number - ¥
PDF OCR A T . Brook Wel o
) - rool Wells Mon 4:11 PM
Mahrla Is' Hydrogen peroxide molecules are very unstable and
naturally decompose into water and oxygen gas.
(] avoi The chemical squation for this decompostion is:
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PDFelement 8 User Guide >

things you should know

- 125ml 10% Hydrogen Peroxide
- 1 Sachet Dry Yeast (powder)

- 4 tablespoons of warm water

- Detergent

- Fogd color

* Empty bottle

- Funnel

- Plastic tray or tub

- Dishwashing gloves

- Safty goggles

Addimage

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 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.

* 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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Edit Images

This function helps you to lead the readers to related pages or an intended webpage.
Edit Hyperlink

Add Watermark to PDF TR e 8

Change Background in PDF
Index

Add Header or Footer
Step1 Addlink

Bates Number
Step2 Editlink

Flatten PDF
Combine PDF Files A
Organize PDF Files A 1. Add link.
PDF OCR A 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
Convert PDF Files A your mouse button to draw a rectangle. It will pop up a dialog box for you to set the link action and
appearance.
. . G science-copy - Copy.pdf * ®  Architect.pdf " ® - g Feedback Logln : — O X

PDFelement Tutorial Videos > 4 . = — ) L
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Appearance

Open a file

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

e Highlight Style: The effect when you click the rectangle link, there are three types: invert, push, and
outline.

e Color: The border color of the rectangle.

¢ Link Thickness: The thickness of the four sides of the rectangle. The higher the value, the thicker of the
sides.

e Link Style: The style of the rectangle's border, there are three types of the border: solid, dashed, and
underline.

Options

e 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 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.

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

e Open afile: 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

Q Search PDFelement Guide

Edit Hyperlink

Add Watermark to PDF
Change Background in PDF Index
Add Header or Footer 01 Add watermark for a single PDF

Bates Number 02 Add/remove watermark for a batch

Flatten PDF L /

Combine PDF Files A
Organize PDF Files A 1. Add a watermark for a single PDF.
After opening your PDF file in the program, please click the "Edit" > "Watermark” > "Add Watermark" button.
PDF OCR A
G science-copy - Copy.pdf X -+ B Feedback Llogin — B =
Convert PDF Files A File = Home Comment Convert View Page Tool Form  Protect : G & -~
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PDFelement Tutorial Videos > - VY
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PDFelement 8 User Guide >

. Science Class
- Volcanic Experiment

Willow Creek High School
By Brooke Wells

Watermark tool

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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Text watermark

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 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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Image watermark

* In the "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.

e Set the vertical and horizontal distance between the target page and the watermark.
e Choose the page range and appearance to apply the watermark.

e 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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Add to template

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.

e After opening the program, please click the "Tool" > "Batch Process" button.

e Click on the "Watermark” tab to drag and drop the selected PDF files for the operation.
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Batch manage watermark

e 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.

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

Add Watermark to PDF
With PDFelement, you can easily handle PDF editing related issues. For instance, how to change the background in

Change Background in PDF PDF?
Add Header or Footer

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

one of them to set a template.

Flatten PDF
Cormbine POF Fil e |f you choose to set a color as the background, you can just click “Color” to set the background in the "Add
ombine iles A - . : . —
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.
Organize PDF Files A g
e Click the "<>" button to set the appearance by choosing the rotation degree and the opacity. You also can
PDF OCR A choose to make the scale relative to the target page or not.
e Choose the page range to display the background. You can select all pages or specify the page range. You can
. ~ .
Convert PDF Files also add backgrounds in batches.
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How to add header or footer to PDF.

Change Background in PDF
You can add header and footer in PDF pages by clicking the "Edit" > "Header & Footer” button. You can design your

Add Header or Footer 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. What's more, you can add a

header and footer in batch by clicking “All pages” in the “Page Range” area.

Bates Number

Flatten PDF
ﬂ science-copy - Copy.pdf * ® + E Feedback Legln — El =
1
i 1 A File M = = Home | Edit ] Comment Convert View Page Tool Form  Protect [
Combine PDF Files
[z Edit All~ Add Text  [5y Add Image (&7 Add Link [ Watermark~ ] Background~ | [] Header & Footer~ | [z Bates Number~
Organize PDF Files A Add Header 81 Footer % | 4+ Add Hesder & Footer
* Content I'IEI Add From Template I:m
PDF OCR A Edit Header 8 Footer
]ﬁ[ Delete Header & Foater
r
Convert PDF Files A SimSun v
| n ~ A B I U
Fill PDF Form A  odinn
m nt
Protect & Sign PDF A HEEN ,
! Science Class ‘
T 2em) D)l |254em) D VYolcanic Experimuni
12T (em) D A 254 @m) D Willow Creek High Schosl s
By Broocke YWells -
PDFelement Tutorial Videos > * Mote Setting
Date style i+) Add
m/d b Man 4:11 PM
we wery unstable and
PDFelement 8 User Guide > Page number style @ Add - sl

Add Header & Footer

To add header and footer in batch, you can also click on “Tool>Batch Process>Header & Footer”.
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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.

Index

01 Add bates number for a single PDF
02 Add bates numbers from a template
03 Edit bates number

04 Delete bates number

05 Add bates number for batch

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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- Dishwashing gloves
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Add Bates Number

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".
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Apply the changes

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 O0O0], the Prefix is FILE, and the Suffix is 2022. Therefore, the Bates number of the
first selected page will be FILEOOO12022.

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

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

e Add to template: Create a Bates number template for your future use.

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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Brook Waells

Hydrogen paroxide molecules are very unstable and
naturally decompose inbo water and oxygen gas.
The chemical equation for this decompostion is:

Delete Bates Number

5. Add bates number for batch.

Maon 4:11 PM

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

e After opening your PDF file in the program, please click the "Tool" > "Batch Process” button or directly
click the "Batch Process” box on the start page.

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

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.

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.

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

Remove Bates Number: Delete the existing Bates number of the selected files.
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To flatten a PDF, you can find the "Flatten’ button under the "Tool" tab. Click it and the program will flatten the

Flatten PDF annotations, form fields, and layers in PDF. The flattened PDF file will be automatically open in PDFelement and you
can save it on your computer.
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How to combine PDF files.

Combine PDF Files v
PDFelement supports combining multiple PDF files into one and generating a new catalog page from bookmarks.

Combine PDFs

Combine by Right-Clicking

. : Index
Organize PDF Files A
01 Combine PDFs
PDF OCR A , , ,
02 Combine to PDF from different format files
Convert PDF Files A R GGGRenNIEE TR R R !
Fill PDF Form A
Protect & S|gn PDF A 1. Comblne PDFS.
Print PDF Eiles ~ Launch PDFelement, click the "Combine’ box on the start page under the Quick Tool tab.
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Combine PDF

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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Combine PDF window

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.
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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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Combine PDF Files v
You can combine two or more PDF files into one or combine different types of documents into one PDF (the file

Combine PDFs formats including Word, Excel, PowerPoint, Text, and images).

Combine by Right-Clicking Press the "Ctrl" key and select the documents you want to combine to PDF.
Organize PDF Files A Right-click the selected documents and choose the "Combine to PDF" option.
PDF OCR A
Convert PDF Files A _E_]
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Combine to PDF

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

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.
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Extraction is the process of reusing selected pages of one PDF in another PDF. You can set the page range to
Extract Pages from PDF extract, and the extracted pages will be generated as a new PDF file and opened in PDFelement automatically.
Insert Page in PDF

e Click the "Page” menu first.

Split PDF Fil " " L. . . . .
P e e Select the "Extract’ button and set the page range as you wish in the pop-up dialog window. Alternatively, click

Replace Page in PDF the below page thumbnails first (you can press the Ctrl key and select multiple pages) and click the "Extract”

button. Next, click "OK".
PDF Pages Labels
e Click the "File’ > "Save’ button to save it as a new PDF on the computer.
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1. Insert blank page.
Insert Page in PDF

You can go to the "Page” > "Insert” button and choose "Blank Pages”. In the dialog box, set the number of blank

Split PDF File pages as needed. By default, the new blank pages will be inserted after the current page in the document. If you
Replace Page in PDF 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.
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Click the "Page” > "Split" button and set the number of pages in each split file after clicking the "Split by number of

Split PDF File pages" option. The other option allows you to split the file by its top-level bookmarks. Next, click the "..." button to
Replace Page in PDF 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.
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You can click the page(s) you want to replace in the left-side Thumbnail Panel, and right-click to select the
Replace Page in PDF "Replace” option in the drop-down menu. Alternatively, you can click the "Page” > "Replace” button.

PDF Pages Labels

... button to
Rotate PDFs browse and select the replacement PDF, and set the page range of the replacement PDF. Next, click "OK" to start

In the pop-up "Replace’ dialog box, you can set the page range of the current PDF file, click the

Delete Pages from PDF 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 1for 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.
e 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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PDF Pages Labels

e Click the page you want to rotate in the left-side Thumbnail Panel, or press the Ctrl key and select multiple

Rotate PDFs pages simultaneously, and then right-click the thumbnail(s) to select the "Rotate” option.

Delete Pages from PDF e 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.
Delete Blank Pages

e Keep pressing the Ctrl key and click multiple page thumbnails, and then you can click the button to rotate

Duplicate PDF Pages multiple pages at once.

Crop PDF Pages e Click the "File" > "Save" or "Save As" button to save the changes.
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Rotate PDFs

How to delete pages from PDF.

¢ Click the page you want to delete in the left-side Thumbnail Panel, or press the Ctrl key and select multiple

Delete Pages from PDF pages simultaneously, and then press the Delete key to remove the page.

Delete Blank Pages e 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.
Duplicate PDF Pages

e Keep pressing the Ctrl key and click multiple page thumbnails to select more than one page, then click the

Crop PDF Pages "Delete” button to delete them.

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

Delete 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.

Delete Blank Pages But what if there are many blank pages in the document? How to delete blank pages from PDF in batch?

Duplicate PDF Pages
e Click on “Page”, tap in “Page Input” box, select the “Blank Pages”, then all the blank pages in the PDF will be

Crop PDF Pages selected at once.

Compress PDF
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organize pdf delete blank pages from pdf

e 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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organize pdf delete blank pages from pdf 2

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.
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How to duplicate PDF page.

Delete Pages from PDF

Q Search PDFelement Guide

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

Duplicate PDF Pages ¢ 1 In the left-side Thumbnail Panel, click the page or hold the Ctrl key and select multiple pages at the same

Crop PDF Pages time, then press Ctrl+C and Ctrl+V to copy/paste the selected page(s).
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e 2. In the "Page’ menuy, 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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| Poremen DU Guide How to crop PDF.

Delete Pages from PDF

Delete Blank Pages 1 CI’Op pages.

Q Search PDFelement Guide

Duplicate PDF 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 PDF Pages . . . " "
P 8 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.

* 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.

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

¢ 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.

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

e ArtBox: Defines the meaningful content of the page, including white space.
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Delete Pages from PDF

Q Search PDFelement Guide

PDFelement allows you to shrink the size of PDF files significantly. To optimize a PDF file, please click the
"Tool™>"Compress " button, choose the level of optimization, and click the "Apply” button. Alternatively, you can get

Delete Blank Pages

Duplicate PDF Pages access to the Compress tool from the Quick Tool tab on the Homepage.

Crop PDF Pages

ﬂ proposal pdf # 2 ’ 1 E Feedbiack e — O
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PDF OCR N =
Compress PDF
Convert PDF Files A
Fill PDF Form ~ 3“{;9?}
PrOteCt & Slgn PDF A Your POF proposalpddf has been compressed by 300E%
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Print PDF Files A &
Medium
Share PDF Files A ettty

PDFelement Tutorial Videos >

PDFelement 8 User Guide >

compress pdf
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What is OCR?

PDF OCR v 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
What Is OCR 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.)

How to Download and Install OCR . . .
you need to perform OCR first before editing or converting it.

OCR Scan PDF

Batch OCR PDF
Convert PDF Files A
Fill PDF Form A
Protect & Sign PDF A
Print PDF Files A
Share PDF Files A
PDFelement Tutorial Videos >

PDFelement 8 User Guide >
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How to download and uninstall OCR.

PDF OCR v 1. Download OCR.

¢ If you have not downloaded the OCR plugin yet, you will get the following message to remind you to download

WhatIs OCR
OCR when clicking the "Tool" > "OCR" button or the "Perform OCR" in the notice bar

How to Download and Install OCR

L  Foreiementa-senpt pf + : Feedback e : = B
OCR Scan PDF File = w Haame Edit Comment  Conwvert  View F‘.tg,ne Form  Protect [
o T OCR Area |:._- Combine  [f} Compare 1 Compress £ Flatten [ZA Translate  [E] Capture £ Batch Process
BatCh OCR PDF Thumbnail = —
| o0 . Fr
Convert PDF Files A ff}; ) ;% _é@:\;ﬁ_‘ﬂh A
g -
1
Fi” PD F Form A QOCR Companent Dovenload
& Conversion recognition requires to download OCR
. CLR (Optical character recognitson) technology can recognize the
PrOteCt & Slgn PDF A :1-IL'I_¢I'|L":'. 'lr'.r'l."l'l'-‘lltﬂ.'.:|'|£: Vi '.4l! edit, copy "::l.: '.1all'.|'
Print PDF Files A
Share PDF Files A
PDFelement Tutorial Videos >
. ocr detect
PDFelement 8 User Guide >

e The progress bar will display the downloading status.

n POFeherert-9-Seript ! ¥ + Feedback e : — O
Eile = Horme Edit Comment Convert  View  Page Toal Form  Protect - & _
[Toe  [E OCR Area l"_,-! Combing  [Ei Compare Fi Compress i Flatten [Z} Transtate  [E] Capture £ Batch Process
Thumbnail & 3
| on o
. - - 3 | T e PR LT o, i r

OCF. downlosd

Downloading OCR.... Please wait.
-

6.6T% 2615 ME 39176 M

ocr download

2. Install OCR.

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.

If you purchased the program of PDFelement Standard version, which does not include the OCR function, you can
click the "Upgrade” button in the program to upgrade or go to the link below to upgrade to PDFelement
Professional version. https://pdf.wondershare.com/upgrade.html.
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Scan PDF with OCR

PDF OCR v OCR PDF feature is available in the trial version of PDFelement Professional to try before purchase as well.

What Is OCR 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

How to Download and Install OCR or image-based PDF as below, in the grey highlighted notice.

Scan PDF with OCR
1. Editable OCR.
Batch OCR PDF
To edit or convert the scanned PDF files, perform the following steps:
Convert PDF Files A
e Click the "Tool>OCR" button in the Ribbon bar, select the "Scan to editable text” mode. Then texts in PDF image
Fill PDF Form A can be edited after scanning.
Protect & S|gn PDF A D scisnce-copy - Copy.pdf ¥ contractpdf b - E Feedback Logln : — O X
File = Home  Edit Comment Convert View Page | Tool | Form  Protect B & ~
Print PDF F"eS A :'1': OCH ﬁ_fl_: OCR Area j:E: Recognize Table éTI_,' Combine [": Compare .E Compress é Flatten E' Translate @ Capture 88 Ba>
g1 Umbrella Acccounting @
Share PDF Files A . 5

PDFelement Tutorial Videos > I_ CO ntraCt Te rmS

Choice of Law
PDFelement 8 User Guide >
This agreement is set based on contractual terms and shall be
e construed in accordance with the laws of the state of California. ‘
Notices
If to Angular Systems Inc.
If to HH Wellington Co.
Entire Agreement

This sets forth the entire agreement between Angular ems Inc. and

ocr-pdf ocr scan

* 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.

ﬂ science-copy = Copy.pdf * ®  contractpdf b + & Feedback Llogln — ‘O ¥
r—= — 1 i, - -
File [ Home  Edit  Comment Convert View  Page Ferm  Protect 5 & o~
iT: OCR ﬂfl_: OCR Area jﬂ: fecognize Table Ejr. Combine D|: Compare E’ Compress é Flatten E',' Translate o] Capture 88 Ba»

2
E .

‘e
OCR will make scanned PDF documents editable or searchable.
I
Scan Dption
] ( © Scanto editable text
5can to searchable text in image @
I_
Page Range
c All Pages
© Current Page
Tl Range
b Cl (] 1 4
Languages Recognition Selected Language
r English Englizh
|f lapanese
Portuguese
If German
Spanish
E French

ocr pdf ocr scan searchable ocr

e 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.

2. Searchable OCR.

Since version 6.3.0 of PDFelement Professional, we support the Searchable OCR mode, which allows you to
search/select/copy the text.

e 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.

e Tap “Recognize” button, then PDFelement will scan the texts in your selecting area and convert the contents
into editable or searched texts.

ﬂ science-copy = Copy.pdf * ¥ | contractpdf ¥ ¥ contract_1pdf x4+ B Feedback Logln ==
= 1
File & _F Home  Edit Comment Convert View  Page -Tuc-l Form  Protect S
[Cocr |E OCRArs| [H] Recognize Table g Combine [} Compare Ff Compress & Flatten [ Translate  [E) Capture 83 Ba>
E Properties *
Languages Recognition
u F-—ugli:h
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¥ - Portuguese
| / .
Umbrella Acccounting

Spanish
French

ltalian

Chinese_Traditional

- |Contract Terms | - =

English

4
r
Recognize
 Fecoanize ]

Choice of Law

This agreement is set based on contractual terms an
construed in accordance with the laws of the state of
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Batch OCR.

PDFelement offers quick solution for your batch operating issues. You can go use “Batch Process” tool to finish
batch OCR.

PDF OCR v

WhatIs OCR
e After you open a file, go to “Tool>Batch Process>OCR". This function allows you to turn scans into editable

How to Download and Install OCR PDFs in batch.

OCR Scan PDF

D science-copy = Copy.pdf * ® | contractpdf ¥ contract1pdf = S Feedback Logln — O K
= — 1 . " e
Batch OCR PDF File = Hoeme Edit Comment Convert  View Page me Protect ¥ : s
< OCR Area EE: Recognize Table éfj Combine  [Jf} Compare E Compress é Flatten E'.,, Translate  [2] Capture |Ea Batch Process
Convert PDF Files A e Wendershare PDFelement X
Batch Process
Fill PDF Form A [ - ©
br 4
o & Sion POF 0 & i H
rotect 1gNn
g - Convert QCR Create Compress
L Batch convert PDFs to other Batch turn scans into editable Batch create PDFs fram other Batch reduce PDFs' file size.
. . formats. PDFs, forrmats.
Print PDF Files
Share PDF Files
- = B *
¥ -—
Print Watermark Background Header & Footer
. . Batch print POFs, Batch manage Watermark in Batch manage Background in Batch manage Header & Footer in
PDFelement Tutorial Videos PDFs. PDFs. PDFs.

PDFelement 8 User Guide

o

Bates Mumber Security Extract Data Delete Blank Pages
Batch manage Eates Mumber in Eatch add the security policy in Batch extract data from PDFs. Batch delete blank pages in PDFs.
PD¥s. PDFs.

ocr-pdf ocr scan in batch

e 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.

u science-copy - Copy.pdf ®  contractpdf ¥ % contract_1.pdf x + B Feedback Logln ! = = e

File = Home Edit Comment Convert  View Page  Tool Form  Protect

T  Wandershare PDFelermnent
]

[Batch Pracess] > OCR

OCR Option

Editable Text v | @

Languages Recognition
L B English
Japanese

| Portuguese

German

Spanish
o Fremch

|kalsan

|Drag and drop PODF files here |

[0 Add files

Duitput Folder

Specify folder w

o Users\ W5 Desktop'\PDFelerment\ OC
E Add Open Files »

[ AddFolder

ocr pdf ocr scan in batch 2

e 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.

e 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.

a science-copy = Copy.pdf * ¥ contractpdf ¥ ¥ contract 1.pdf ® | + B reedback Login = O e
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> [ Desktop
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ocr-pdf ocr scan in batch 3
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Convert PDF Files v

PDFelement supports converting PDF pages to image files. If your PDF document contains more than one page,
Convert PDF to Images you can choose to convert each page as separate images or convert PDF pages into one long image.
Convert PDF to Other Formats . .
1. Convert each page as one image file.

Convert PDF to PDF/A ) . . L, ) ) i . . .
e Click the "Convert’ > "Settings” button to open the Setting dialog. Click the 'PDF To Image’ tab, select "Each

Batch Convert PDF page of the PDF as separate images’, and click "Apply". You can also set the other properties in the dialog, such

Convert Scanned POF as Image Quality, Zoom level, Border, and Page Range. Click "apply” after adjusting the settings.
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convert pdf to seperate image

e Then, click "To Image" button under the "Convert" tab. Alternatively, you can start the converter by clicking the
"File" > "Export to" > "Image” button. Therefore, you will get multiple images if your PDF file has multiple pages.

2. Convert all pages as one image file.

e 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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convert pdf to one single image

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.

Convert PDF Files v
PDFelement supports exporting PDF to MS Office, Image, HTML, RTF, and other format files. Here are two methods
Convert PDF to Images for you to convert a single PDF file.
Convert PDF to Other Formats .
1. View and convert.
Convert PDF to PDF/A ) o o o . . . .
e After opening your PDF file in PDFelement, click "Convert” > "To Word", "To Excel’, "To PPT", "To Image’, etc. to
Batch Convert PDF convert the file to the format as needed.
Convert Scanned PDF 5 : o =
FFelemant =05 ngrt. gl X + eedback : —
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PDFelement Tutorial Videos

PDFelement 8 User Guide
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convert pdf to other f

ormat

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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convert quick entrance2

¢ In the 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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e 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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Convert to Weord

2 . Convert Directly

* After opening the program PDFelement, you can click the "Convert”

start page.

The conversion has been completed.

The correersion hes been completed to PDFefement-9-Script.doce.

conversion.complete

box under the Quick Tools section on the
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convert pdf O1

¢ In the new dialog box, please select the PDF file that you want to convert.
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select pdf

¢ In the 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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select output folder

e 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

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

¢ |n the reviewed menu, choose "Convert to...".
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Send to

Cut
Copy

Create shortcut
Delete
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Properties

right click to convert

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.

Waondershare PDFelerment

Batch Process » Convert () Addfile 3 Output format
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right click to convert O1

e After selecting the output format, hit the "Apply” button.

P

Wondershare PDFelement b4
Batch Process > Convert +} Add file £ Output format
Word(*. ] - [
Mo. MName Size Status Action Word(".doc) 2)
i Furniture, pdf 224 MB Output Folder
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right click to convert 02

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

P
Wondershare PDFelement

Batch Process > Convert Output format
Ma. Mame Size Status Action
1 Furniture.pdf 8.24 ME = Output Folder

right click to convert 03

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

Convert PDF Files v

Q Search PDFelement Guide

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-

Convert PDF to Images
term archiving, such as font linking (as opposed to font embedding) and encryption. The ISO requirements for

Convert PDF to Other Formats . . . L )
PDF/A file viewers include color management guidelines, support for embedded fonts, and a user interface for
Convert PDF to PDF/A reading embedded annotations.
Batch C t PDF - . . - . " W "
ateh onver e After editing or working with your PDF file in the program, please click the "Convert" > "“To PDF/A" button.
Convert Scanned PDF * 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.

PDF Conversion Settings
After selecting the desired format, click the "Save" button.
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Convert PDF Files v

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.

Convert PDF to Images

e After opening the program PDFelement, please click the "Tool" > "Batch Process” button. Next, select the

Convert PDF to Other Formats "Convert’ option in the pop-up window.

Convert PDF to PDF/A
Batch Convert PDF

Convert Scanned PDF

e | oad multiple PDF files, select the output format as needed, and choose the output folder to save the
converted files.

e Click the "Apply" button to begin the process. After conversion, you can go to the output folder to find the

converted files.

PDF Conversion Settings

G Fiy = wdback e — Od =
F'” PDF F A File = - Home Edit Comment  Convert  Wiew F';lg? Tool | Form  Protect G G o
! orm [T; ocr ¥, OCR Area ¢~ Combine  [Ei Compare 1’7 Compress &k Flatten Gl Translate  [E] Capture
LN
. II vhimon Wondershare PDFelement
Protect & Sign PDF N ' ,
== Batch Process !
Print PDF Files A 41
o " s < ol
¥ i Convert OCR Create Compress R
Share PDF Files A |
PDFelement Tutorial Videos > - 1l
Print Watermank Background Header & Fooles
Eetch pewnt FDFs Bstch manage Watermark ir Batch marsge Background n LLE
e POFs,
PDFelement 8 User Guide >
- 9 A B
Bates Mumbser Security Extract Data Delete Blank Pages
E:;'_'.-:.h manage Bates Humber in Estch add secusity policy in PDFs Batch estract data from POFs Baich delete bisnk peges in PDFs

batch convert

_________________________________________________________________________________________________________________________________________________________________________________________


https://pdf.wondershare.com/guide/pdfelement-windows.html
https://pdf.wondershare.com/
https://pdf.wondershare.com/guide/pdfelement-windows.html
https://download.wondershare.com/pdfelement-pro_full5239.exe
https://download.wondershare.com/mac-pdfelement_full5237.dmg
https://pdf.wondershare.com/guide/batch-convert-pdf-mac.html
https://pdf.wondershare.com/guide/batch-convert-pdf.html
https://www.youtube.com/c/PDFelement
https://pdf.wondershare.com/pdfelement/pdfelement-user-guide-win.pdf
https://www.wondershare.com/
https://www.facebook.com/wondershare/
https://www.instagram.com/wondershare/
https://twitter.com/wondershare
https://www.youtube.com/user/Wondershare
https://www.wondershare.com/about/social-media.html
https://filmora.wondershare.com/
https://videoconverter.wondershare.com/
https://recoverit.wondershare.com/
https://drfone.wondershare.com/
https://pdf.wondershare.com/
https://famisafe.wondershare.com/
https://www.wondershare.com/products-solutions/all-products.html
https://www.wondershare.com/creative-center.html
https://www.wondershare.com/about/
https://www.wondershare.com/news/
https://www.wondershare.com/about/global-presence.html
https://www.wondershare.com/about/founders-speech.html
https://www.wondershare.com/about/careers.html
https://www.wondershare.com/about/contact-us.html
https://www.wondershare.com/explore/inspiration.html
https://support.wondershare.com/
https://support.wondershare.com/en/retrieve
https://accounts.wondershare.com/web/login?f=sitefoot
https://www.wondershare.com/edrawsoft/
https://www.wondershare.com/ufotosoft/
https://www.wondershare.com/company/terms_conditions.html
https://www.wondershare.com/privacy.html
https://www.wondershare.com/cookies-policy.html
https://www.wondershare.com/company/end-user-license-agreement.html
https://www.wondershare.com/refund-policy.html
https://www.wondershare.com/uninstall.html
https://pdf.wondershare.com/
https://pdf.wondershare.com/download.html
https://pdf.wondershare.com/business/
https://pdf.wondershare.com/search.html
https://www.wondershare.com/
javascript:
javascript:
javascript:
javascript:
https://www.wondershare.com/business/enterprise.html
https://www.wondershare.com/shop/individuals.html
https://support.wondershare.com/
https://accounts.wondershare.com/web/login?source=5&redirect_uri=https://pdf.wondershare.com/guide/batch-convert-pdf.html?source=5&site=pdf.wondershare.com&verify=no

Work Smarter with PDFelement User Guide

== TRY FREE @ TRY FREE Switch to Mac Version

User Guide > PDFelement User Guide for Windows

Search PDFelement Guide

Q

Home >

PDFelement 9 User Guide

How to convert scanned PDF.

Convert PDF Files v
If your PDF file is scanned or image-based, you need to perform OCR first before converting it to the editable
Convert PDF to Images 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.
Convert PDF to Other Formats
Convert PDF to PDF/A Q@ v oo + Groms @ : | - 0
File Il = = Hoeme  Edit Comment Convert View Page Tool Form  Protect [
Batch Convert PDF [F) Create PDF~  [w) TeWord [g) ToExcel [ ToPPT  [2) Toimage [ ToTem [ TePDFA = More (o) Setiings B3 Batch Comvert
This is a scanned POF, and it is recommended to perform OCR to make the document editable and searchable. m
Convert Scanned PDF
PDF Conversion Settings 9 M E ET TH E
Protect & Sign PDF A
Anything but conventional and
of course, emission-free.
H H A " I .
Print PDF Files 2 ki Safe, fast and fun
— _

Share PDF Files A 'l on the rqad and
when looking for a
parking space.”

PDFelement Tutorial Videos > Faleal Khan

PDFelement 8 User Guide >

convert scanned pdf

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.

¢ |n the 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.

e 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.

E w editpdf® . + B Feedback e : — O =
File [ =¥ Home  Edit Comment Convert View Page Tool Form  Protect 4 & o
— 4+ o~ 0O- [ Editall~ [T Acd Text [Com 1T crep B} Translate  [E] Capture ) Search
This i a scanned FOF, and it is recomme o o6 —‘

CeLR will make scanned POF decuiments editable o searchable.

Scam Option
ﬂ Socan to editable text

Scan to searchable text i image ¥

Fage Range
O Al Pages
Curent Page

Range

]

Lsnguages Recognition

[ Englih
9

Selected Lanquage

tl'l:gll:'l

“Safe, fast and fun

lapanese

— on the road and
when looking for a
parking space.”

Portuguese
LEmrman
Loandsh

French

Faisal Khan
Cancel M0, Scootz

guide win2022/ocr pdf

e Click the "Convert™"To Word" button or choose others formats to convert it.
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PDF conversion settings.
Convert PDF Files v
Before converting, please click the "Convert > " Settings” button. In the "Setting” window, you will find more settings

Convert PDF to Images for different output format conversions.

Convert PDF to Other Formats

1. PDF to Word.

Convert PDF to PDF/A . ) ) )
e OCR Recognition: Set if you want to perform the OCR process and the range of OCR during the conversion.

Batch Convert PDF e Priority: If you don't want to change the format of the original PDF file, please tick "Text layout priority” to

Convert Scanned PDF 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".
PDF Conversion Settings

e 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.

Fill PDF Form A
. =dit-cogy.pdf
Protect & Sign PDF A ﬂ . _ _ :
File S ¥ Heme  Edit Commen Convert | View Page Teol Form  Probect
E Créate POF ~ 1'@, To Ward E To Exoil Eﬂ Ta PPT 1_& To Image El:] T Tt E.g Ta POEA E Il »
Print PDF Files A
Jelting
Share PDF Files A PDF To Word LR Recognition
POE To Excel All Files
D Only scanned POF
POF Ta PPT Disakle QR regggniten
PDFelement Tutorial Videos > e -
POE To Texi Q) Text recogniticn pricrity
Text Layout pricrity
POF To RTF
PDFelement 8 User Guide > R Languages Recogaition
4 B Englizh
POF To HTML lapanase iy faSt and fun
i he road and
looking for a
n
laliam
e g space.

2. PDF to Excel.

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

e 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.

pdf convertion settings

» Language Recognition: Select the correct language(s) of your PDF content in the list.

u edit-copy. pdf

File =

[ Create PDF -

Homs

& Toword  [E) To Excel

Edit Comment Convert View Page Tool Form  Protect

r|E| To PPT [@ To Image I‘m To Text '—@ To PDF/A = More~

B recbec @) O x

@') Settings E;' Batch Conwvert

Setting
AL D OCR Recognition
PIDF To Excel s
O Ondy scanned POF
PDF To PFT Dizable OCR recognation
PDF To Image Combine all pages into = single Excel sheet
PDF To Text Languages Recognition
B English
PDF T RTF .
Lapanese
PDF To Epub Portuguese
2 4
fastand f
POF To HTML Spanish ! aS an un
French h d d
e road an
Itakar
English

looking for a
g space.”

Cancel

pdf to excel settings

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.

D adit-copy_paf E +

File S ¥ Homs

EJ Create PDF~ ﬁE To Word ITz‘. To Excel

4. PDF to Image.

Edit Comment Convert View Page Tool Form  Protect

[ TaFeT 5 To Image l' Tor Text rl_u. To PDFA = Mora~
g 1y

Cancel

pdf to ppt settings

B reednack ) O

@) Settings 8,:1 Batch Conwvert

Setting *
FRIrRa Wl OCR Recognition
PIF To Excel T
Q Onky scanned POF
PDF To PFT Dizable OCR recognition
PDF To Image Languages Recognition
PDF To Text B English
Japanese
PDF To RTF
Fortuguese
POF To Epub el
" 1
Spanish f t d f
PDF To HTML French 1 aS an u n
n d and
i e road ari

looking for a
g space.”

¢ 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.

e Page Range: Customize the page range of the conversion.

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.

e 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.

O itcopy pof w | & Fecdiock ) - 0O ®
Fila g ¥ Home Edit ©Comment Convert \View Page Tool Form  Protect 0 & =
[ Create POF~  fw) Toword @ ToEwel [ ToPPT @) Toimage [ ToTen @) ToPOFA = More- (5] Sertings  H2 Batch Convert
Setting »

PDF To Word Image Cuality
POF To Excel @
POF To PPT Image Settngs
Each page of the PDF as sepanate images
POF Ta Image Extract all images in the POF
Adinie ol pages inte one single Fneg
PDE T‘} T o o all pagEs Intc Oe Jngie emage
FLTT
POF T RTF O il
. POF To Epub Border Width Beeder Coler !
] [o , fast and fun
S he road and
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Subset in All g Space-
Al pages v

pdf toimage settings
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Book Cover
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Fill PDF Form v

Q Search PDFelement Guide

There are two kinds of form files. One is a PDF file with fillable fields, which enables you to fill the form directly by
Fill PDF Forms clicking the form fields without using other features. This is called an Interactive PDF Form. The other kind of form

Create Fillable Forms Automatically is a plain PDF file with lines and texts, which cannot be filled directly. This is called a Non-interactive PDF form.

Make Fillable PDF Manually 1. Fill in interactive forms.

PDF Form Alignment If a PDF form contains interactive form fields, you will see a blue highlighted notice appear as follows. It informs

Extract Data from PDF you that this document contains fillable forms.

Import/Export Data e Click on the fillable fields or boxes to input text.

PDF Form Properties e Click "File > Save" or press "Command + S" keys to save the form after filling.

Recognize PDF Form

n = halance-she 1o formpf < balamge-sheet-template-1.pot 2 + 5 Fesdback 9 Z 0
w

File Home Edit Comment Convert View Page Tool Form  Protect s

Protect & S|gn PDF A - + o - [ Editan- [T Add Text [focR 1O crep [E Translate [ Capture {1 Search
| This document cortaing inderactieg form flds. | -

Balance Sheet for [Business Name] o
50 50 $0 0

Current assets 50
Cash
Petty cash
Inventary
Pre-paid expenses
PDFelement Tutorial Videos > EEEE R o 4 L s L
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Wehicles
PDFelement 8 User Guide > . Equipment/toals .
Computer equipment
More...
Total assets 50 50 $0 $0 50
Current/short-term liabilities S0 50 $0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income kax
More..,
Long-term liabilities $0 $0 $0 $0 $0
Loans
More...

Total liabilities 50 50 30 $0 50

Print PDF Files A

MET ASSETS (NET WOF ; \ &0 . .

fillinteractive forms

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.

n balance-sheet-template- 1 pdf = ¢ B Feedback 9 : = [

File o W Home  Edit Comment Conwvert View Page Tool Form  Protect [

|T Add Text ]".I-" E I::_J D E| =8 EE:: Esl = [E: Recognize Form i Extra Data = More~ Preview

5

Balance Sheet for [Business Name]

Current assets $0 50 30 $0 $0
Cash
Patty cash
Inventony
Pre-paid expenses
Fixed assets 50 50 50 50 50
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicles
E::uipmenl:.-ftncnm
Computer equipment
Mare. .
Total assets 50 50 50 s0 $0
Current/ short-term liabilities 30 $0 30 $0
Credit cards payable
Accounts payable
Inkerest payable
Accrued wages
Income tax
More...
Long-term liabilities 50 50 50 50 50
Loans
More...
Total llabilities %0 £0 40 0 0

MNET ASSETS (NET WORTH) 50 50 30 50 $0

fill interactive non forms
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How to Turn PDF to Fillable Form Automatically (Only available

| in PDFelement Professional)
Fill PDF Forms

Create Fillable Forms Automatically 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.
Make Fillable PDF Manually

PDF Form Alignment e 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

Extract Data from PDF . . . . . .
X corresponding types of form fields will be automatically named with the text near the form fields.

Import/Export Data
n nalsnce-she_plate-1.pdf “ -+ 1 & Feedback 0 : |

PDF Form Propertles File = Home Edit <Comment Convert View FPage Tool orm | Protect
T AddTen I O @& b EBE =H R OE & 2 Recognize Form | T ExtraData = More~ Preview
This docwment cortaing inderactive form fields.

_ R Balance Sheet for [Business Name] 3
Protect & Sign PDF I ) B S | A RS

Currént assats

Cash WWFW_IW‘I_W
Print PDF Files VAN Petty cash | Pevty cooh Treer | |

Inventory
Pre-paid expenses
Fixed assets
. Leasahold
Share PDF Files A Property & land
Renovations/improvements
Furniture & fitout
ehicles
Equipmant/tools
g Computer equipment
> More...
Total azsets
Current/ short-term liabilities S0 $0 50 50 50
credit cards Fa 'Fath AVE [~ - .:'._. Car Ty . AT —I - -I_
Accounts payable

Recognize PDF Form

PDFelement Tutorial Videos

PDFelement 8 User Guide > s
InCome tac
More...
Long-term liabilities 0 50 $0 $0 $0
Loans i Loane [Vear [T oans [tea: 2Tl osne [Tear STQTcans [Vear TN oens [Yesr )
More... Sore— liear 11_cRiore— Liear clcfloce— [Teaz Jl_cRlore Liear {1_<Quugloce— [Toar D -Jy
Total liabilities 50 $0 0 30 $0

turn pdf tofillable recognize form

e Click the "Preview" button, then place the cursor in the field that you wish to fill in, and enter the information

requested.
D’ balpnce-ghe —plate-1.pod & + é Feedback 9
File il [ = Home  Edit Comment Convert View Page Tool Form  Protect
T Add Text _ [=i GJ E| I:] [l :'b sl = [=} recognize Farm T Extra Data = More~
This docment cortaing interactive form filds.
Balance Sheet for [Business Name] L
BALANCE SHEET [Year 1] [Year 2] [Year 3] [Year 41 [Year 5]
Current assats
Cash ]
Petty cash ko]
Invventory
Pre-paid expenses
Fixed assets s0 50 0 %0 S0
Leasshold

Property & land
Renovations/improvements
Furniture & fitout
ehicles
Equipment/toals
Computer equipment
More...
Total assets 50 50 30 30 %0
Current/short-term liabilities £0 £0 30
Credit cards payable
Accounts payahle
Interest payable
Accrued wages
Income tax
More..,
Long-term liabilities 0 $0 $0 $0 $0
Loans
More...

Total liabilities $0 50 $0 30 30

MNET ASSETS (NET WOR £0 50 $0 ] £0

turn pdf to fillable preview
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— How to make fillable PDF form manually.

Fill PDF Forms If the file you are working with cannot be recognized automatically to create fillable fields, PDFelement allows you

Q Search PDFelement Guide

, , to manually create a fillable form. PDFelement uses a group of buttons to create and design fillable form fields.
Create Fillable Forms Automatically

You can add text fields, check boxes, radio buttons, combo boxes, list boxes, and buttons to create an interactive
Make Fillable PDF Manually PDF form.

PDF Form Alignment o . . .
e Open the PDF file in PDFelement and click the tools under the "Form’ tab.

Extract Data from PDF e Select a desired location on the PDF page, and the text field or check box will be added.

Import/Export Data e Click the "Preview" button to see the fields you added.
PDF Form Properties
n bBalame shiet-temalat (i) = 1+ ‘J. '-W‘Jtl\:l: e .
Recognize PDE Form File o W Heme Edit Comment Convert View Page Tool Protect
Toawten [l B © B B B B B B [Ereogefom L embdee = Mo
Protect & Sign PDF A ™

Balance Sheet for [Business Name]
[BALANCESHEET | [vear1]l | |fYear2)l | [[Year3] | I[Yeard4) |  [Year5) |
s0 %0 %0 50

Print PDF Files A Current assets so
Cash
Petty cash
. Inventory
Share PDF Files A Pre-paid expenses
Fixed assets 1] 50 50 £0 50
Leasehokd
Property & land
Renovationsfimprovements
. . Furniture & fitout
PDFelement Tutorial Videos > Vehicles
Equipmenty/tools
Computer equipment
More...
Total assets $0 50 50 $0 %0
. Currént /short-term liabilities 0 50 30 £0 $0
PDFeIement 8 User GU|de > 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 $0 50 50
| MNET ASSETS IIET WDETHi &0 &0 0 iD £0 ‘
l:u.hum o B | SR iz | 3 Hy By % = —e— -_I-EI.‘

There are basic buttons to create an interactive PDF form:

e 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.

e Radio Button Field : Present a group of choices from which the user can select only one item in the same
group.
e Combo Box Field : Let the user either choose an item from a drop-down list.

e 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.

e Image Field: Create a field for users to add an image.
e Signature Field : Create a blank digital signature field for reviewers to sign the document.

e Time Field: Create a date field to show the time.
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PDF form alignment.

Fill PDF Forms You can align the selected form fields left, right, top, bottom, vertically, or horizontally. Please do the following
t to align the fields:
Create Fillable Forms Automatically steps to allg e fields

Make Fillable PDF Manually e Click the "Form" > "Edit" button after opening the interactive form PDF file in PDFelement.

PDF Form Alignment * 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.
Extract Data from PDF

e Click the "Alignment” option in the right-click drop-down list and choose the alighment you want to apply to
Import/Export Data the selected fields.

PDF Form Properties

B o belerceshe teformpat B Feedbock ) - O
Recognlze PDF Form Filge S ¥ Home  Edit Comment Convest View Page Tool Form Protect [
T add Text IT! =] I::_) [=] = = = Ed = [=] Recognize Form l Extra Data = Mare~ Preview
This document contamns interactive form feelds.
Protect & Sign PDF A
Balance Sheet for [Business Name] B
BALANCE SHEET | [veart) | [Yesr2) | ([Vears) | (Years] | ([vears) .
Print PDF Files A Current assets 50 50 50 50 50
Cosn | T T T T T T
Petty eash Petty cash [fear | Petiy cash [Tea: |
. Inventary : ¥
Share PDF Files N Pre-paid expensas
Fixed assets
Leasehold
Property B land

Renovations/improvements
Firmiture B ftout
PDFelement Tutorial Videos > Vehicles
Equipment/tocls
Computer equipment Mo
Hiorat Lm : Select Al
Total assats || -
Current/short-term liabilities '
PDFelement 8 User Guide > Credit cards payabla | Cradit card SNEEEEETRE =|  Align Fight
Accounts payable | Accounts py
Interest payable Intecest p
Accrued wages
Income tax
Mare...
Long-term liabilities LA U il C T ar
Loans QL con: [Yeor ITRNUoan: [Vear 2T JRNL<sns TTHM '
Mora... mmm }+| Center Page Harzomtaily
Total liabilities 50 50 )

Delete

= Aligrimnant

I align Top
St Tab Ouwder [ Aliggn Bottam

b+ Align Hodizontal Center

NET ASSETS (MET WORTH) 50 50

align forms

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.)
D ¢ halsnce-ghe. te-formn pdf 2 f B Feedback e - [
File = Home  Edit Comment Convert View Page Tool Form  Protect K
T Add Text E;_'I.": E| {E_} |:| =) [ J-‘-t- G & :_E: Recognase Form _P Extra Data = More Preaew
This document contains mnberactee form fields. m
Balance Sheet for [Business Name] a
BALANCE SHEET " ivears) | [(vear2) | l(vear3) | |(veara) | [vears)
Current assets ] = 0 $0 $0 %0 50
Cash - azn [Tear I].‘ mu ]|mm [ W_l W ]
petty csh Tos: § Formseser o | Foryeaah Tow | Povey oot Tow: |
Inventory
Pre-paid expenses
Fixed assets
Leasahold

Property & land
Rengvationsfimprovements
Furniture & Gtout
Vehicles
Equipmenty/toals
Computer eguipment
HOre... . |2 Algnement
Total assets
Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payabie
Accrued wages

| i| Dedtnbube

Income tac

More...
Long-term liabilities $0

Loans i Loxc (Tear 1/ jiloan: (Year TJigLoans [Tear :Tjloan: [Tear 4] JiYLosn: [Vear S

More._ oze Hear L1_ZQNare [Yeac 21 2QNocew [Teox 21 2QNore [Vea: {]_ZQulore lfea: 512N
Total liabilities 0 $0 30 $0 $0
MET ASSETS {(NET WORTH) 0 £0 30 30 30

distribute forms
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Extract data from PDF.

Fill PDF Forms PDFelement can assist you in extracting data from fillable form fields and other kinds of PDFs to CSV files, where
Create Fillable Forms Automatically you can manage the collected data.

Make Fillable PDF Manually

PDF Form Alignment

Index
Extract Data from PDF

01 Extract data from PDF form fields
Import/Export Data

) 02 Extract data from selected PDF text
PDF Form Properties

i 03 Extract data for batch process
Recognize PDF Form

Protect & Sign PDF A

Print PDF Files ~ 1. Extract data from PDF form fields.

Share PDF Files N * 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

PDFelement Tutorial Videos > 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.
PDFelement 8 User Guide 3 ownloa irst.)

u % balance-she .e-formpdi® = 3 B Ferdback 9 H - O =

File |: - E:' - Homae Edit Comment Convert Wikrar Page Toal Form Protect I—_'1. ¥ Ll
T Add Text i =B @& & B = B B & [E fecognize Form | T EdraDatal = Maore~ Preview

This document contains mteractree foem fields. Highlight Fields W

Balance Sheet for [Business Name] a
%0 50 50 50

Current assets 0
Cash I z
Patty cash i ¥
Inventory
Prie-paid expenses

Fixed assets 0 0
Leasahold D) Extract data from fomm fields m PDF
Property & land
Renowations/improvemeants
Furniture & fitout Extract dats based on selectson
Vehicles
Equipment/tools
Computer equipmeant

T::?.;“I Cancel Apply E ’u. “

Current/short-term llabilities 50 50
Credit cards payable | i
Accounts payable
Interest payable
Accrued wages
Income tax
More...

Long-term liabilities $0 $0 s0 $0 s0
Loans
More...

Total liabilities 30 0 30 %0 30

Extract Mode b4

NET ASSETS {NET WORTH) 50 $0 $0 $0 50

extract data from for fields

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.

e After opening your PDF file in the program, click the "Form">"Extract Data" button and choose "Extract
data based on selection’.

u ¢ balance-she _e-formpdf® | E Feedback 9‘ i — O X

File [ = = ¥ Home Edit Comment Convert \View  Page Tool Form Pratect

I_i

T Add Text i'_:' Ei &_)'I I:| Ei '[l_nl| !ﬂh E_-:_._I L—"-"'! IE: Recognize Form 1_ Extra Data = More~ Preview

This diocurment contains intarsctive form fields, Highlight Fields 0

Balance Sheet for [Business Name] B

BALAMCE SHEET [Year 1] [Year 2] [Year 3] [Year 4] [Year 5]
$0 0 $0 $0

Currant assats $0
Cash 2 ]
Petty cash L 2
Invantory
Pre-paid expenses

Fixed assats 50 50
Leasehold Extrmet data fram form fields in POF
Property & land
Renovations/improvements
Furniture & fitout D Extract deta based on selection
Vehicles
Equipment,/toals
Computer equipment

More.... el - .
Total assets Cance Appiy E $0 0

Current/short-term liabilities $0 $0
Credit cards payable '
Accounts payable
Interest payable
Accrued wages
Income tax
More...,
Long-term liabilities $0 %0 50 0 30
Loans
More...

Total liabilities 50 0 50 &0 £0

Extract Mode X 0

MNET ASSETS (NET WORTH]) 50 $0 50 $0 50

extract data based on selection

e 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.

G seeence-copy.pdf L + B Feedback e 1 — 0O X
Fila = Home  Edit Comment Convert View Page Tool Form Protect (4 & o
T Add Text B B & B B B B E B =] Recognize Form T Edra Data = More~ [ Preview

[ S W~ TR

Select the text to be extracted

Figld Marne
Freldl o
Lamguages Recognition

fag'sh

Hova t sieliect the test te be edtracted? &

Science Class
‘ Volcanic Experiment '

Willow Creek High School
By Brooke Wells

o]
o

Cancel

* Food color
- Empty bottle

select text to be extracted

e 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.

e After opening the program, please click the "Tool" > "Batch Process” > "Extract Data" button.

D scismca-gapy.pdf ‘ + B Feedback e : — [ =
File =¥ Home Edit Comment Convert View  Page Form  Protect M & £
ok [ OCRArea B Recognize Table g2 Combine  [f} Compare ¥ Compress [ Flatten [ Transtate  [5] Capiure
oo _—uﬂ“nur Craal Hiah €ahaal . o

Wandershane PDFelement x

Batch Process

fA
- |
. =3 - ]
- Convert QCR Create Compress
Eatch correert PDFs to gthar Batch turmn scang inke editable Batch create PDFs from other Baich recduce POFs' fide sge.
formats, PDFs. formats.

F
] =
| 4 = b .

Print Watermark Background Header & Footer
Eatch pring FDFs. Batch manago Watermark in Batch manage Background in Batch manage Header & Footer in
PDFs. PDFs. PDFs.

Bates Number Security Extract Data Delete Blank Pages
Batch manage Bates Number in Btk add the security policy in Batch exiract data fram POFs. Batch delets blank pages i POFs.
PDFs. PDFs.

batch process extract data

¢ 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 be a " " mark in the document's status. Click the "..." button to select the output folder. Next,
click "Apply” to start the process. After completing, you can open the extracted .csv file in the output

folder.
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batch process extract data apply
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import/export PDF form data.

Fill PDF Forms 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.

Q Search PDFelement Guide

Create Fillable Forms Automatically

_________________________________________________________________________________________________________________________________________________________________________________________

Make Fillable PDF Manually

PDF Form Alignment

Extract Data from PDF
Import/ExportData i

PDF Form Properties

. Index
Recognize PDF Form

01 Organize pages button

Protect & Sign PDF A 02 Split pages tool
Print PDF Files A
Share PDF Files A

1. Import form data.

PDFelement Tutorial Videos > 0 © roesonspste ot x|+ . B @ : | — O X
File S ¥ Home Edit Comment Convert View Page Tool Protect 2 I o]
a Previw

T Add Text TT_o (=] G) =] [T Taxo E &= [=] Recognize Form i Extra Dat

(Y
[»

PDFeIement 8 User Guide > DEI This document contains interactive form fields, @ Calculaterder s
G Export Data
m |E| Import Data B

@ Recover Default Data

Professional References for XXX

]

B Name, Company, Job Title | [ ]
Address |

™y Email: I

— Cell: | [ Text 2 I

Name, Company, Job Title
Address | Text 6| |

Email: [ [ Text1l] ]
Cell: [ Text1Z] ]
» 4
Name, C
Address
Email: [ [ Tex 8] ]
Cell: [ TextT
Name, Company, Job Title | J
Address
Email:
Cell:| | Text 18] ]

Name, Company, Job Title [
Address Lo MCEEE" ]

Email:

Cell: | | Text 14]

import form data

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.

U

e Click the "Form" > "More" > "Import Data " button to select the .fdf format file to import its data to the

corresponding PDF file.

2. Export PDF form data.

n v professional...plate-1.pdf * A 1 ﬁFeedback e : - O x
File = ¥ Home  Edit Comment Convert View Page Tool Protect @ &
I 2

T Add Text OT_O (= @ =] = o&‘o =] = [=] Recognize Form i Extra Dat — More~

DD This document contains interactive form fields. D alculateOrdes b4
G Export Data
m E‘ Import Data E
) @ Recover Default Data
Professional References for XXX
B Name, Company, Job Title | [ ]
Address |
,f‘) Email: |
i Cell: | | T2 |
Name, Company, Job Title [
Address
Email: W Textll] ]
Cell: [ | Text1Z] |
» 4
P i - S—
Address
Email: [  Tex 8] ]
Cell: [ ext T W}
Name, Company, Job Title | J
Address |
Email: I
Cell:| | Text 15] ]
Name, Company, Job Title L ]
Address Lo JCRaE" ]
Email; | | Text 20| ]
Cell:[ | Text14] ]

export pdf form data

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.
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PDF form properties.
Fill PDF Forms 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

Create Fillable Forms Automatically

Make Fillable PDF Manually

PDF Form Alignment Field Properties:

Extract Data from PDF | @ = votwsceshe.sefompast =+ & Feciack @) : o x
File g ¥ Home Edit Comment Convert View Page Tool Form  Protect [ :
|mpOI’t/EXpOI‘t Data T Add Text ]'_I_' Fi E_:I [_i [_Ei [+ i{"\- Ea E! :51 Recognize Fonm L Extra Data = Muore~ Preview
. This document contains interactive form feelds.
PDF Form Properties
Balance Sheet for [Business Name] a
Recognize PDF Form BALANCESHEET | [veari) | lfvear2) | l[vear3)l | lfveard)| |  [[vears)
Current assets 50 50 50 50 50
Cash et Tooc N o Teo cTRRINNCich [Cear o) [ acn (Tear &) [N ach (fear o) I
Patty cash | | | Peoperties | Fetty cash [Vear
. Inventory b
Protect & Sign PDF A T B o
Fixed assots £
Leasehold B~ - 3 [
H H Property & land E [ Fra
Print PDF Files N Renovations/improvements E -
Furniture B fitowt [ F] (] e
Vehicles E <t Bl i
i Equipment,togls ; i S L T
Share PDF Files A » Computer equiprhent & 1
Mare... ] 11
Total assets $0
Current/short-term liabilities 50
Credit cards payable . ] Creste Multiple Copies of Fields Credit cards pava m
s AccTasits payah - ; T | Fecowmns parabls [Ie:
PDFelement Tutorial Videos > et ] § bl seweon . M
Accrued wages Set 4z Defauh AT 1o | hocrund wages (Ve flice
Income tax ar | Incoms tax [Teaz | Income tax [Year |
More... Jace (fear 1]_1fWoce [Year 2] | gMore [Year 311 QKocen- [Year ] 1 Koze [Year 511N
Long-term liabilities 50 s0 50 S0 50
. Loans i coe LVeor tTjgigtoans TVear ZJgilowns [Vear 31 Joans [Year 41
PDFelement 8 User Guide > More.. LIRS [T (TR TR TR
Total liabilities 30 0 30 50 0
NET ASSETS (NET WORTH) 50 50 $0 §0 §0

form properties

(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.

u = balance-she.. te-form. pdf . I

Eile = Home  Edit

T add Text ]T-

Comment Convert  View Pagie  Toel Foim

E @ B B = B B &

Properties

Protesct

r_a F P .o —_—a '
=, Recognize Form T Extra Data — More~ Previes

General HNamee

Balance ¢ s
@i | vear B
BALAMNCE SH Appearance

Current assets
Cash Options
Petty cash
Inventory
Pre-paid expen

Fixed assats
Leasehold
Property & lant
Renovations/in
Furniture & fitc
Vehicles
Equipment,/too
Computer equi
Mare...

Total assets

Current/short- 50
Criedit cards pg
Accounts payal
Interest payakb
Accrued wages
Income tax
Mare..,

Long-term liab
Loans:
Maore...

Total liabilities | 30/ $0 $0 50 50

Tooltip

Cash [Vear 1]
Actions

Common Properties
Format °F
Farm Field:

Validate Visible -
Calculate Read Only

Reginred

Locked

NET ASSETS (MET WORTH) £0 0 50 0 50

form properties general

e 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.

Eme:ha : — [

Pratect [}

B = balance-she..te-formpdf J I

Eile = ¥ Home Edit Comment Convert \iew  Page Tool Form

E @ @B B ® B &

Properties

T Add Text ;'-'_I." = IE: i Extra Data = More - Preview

Recoqgnize Farm

General Alignment

Balance ¢ " ) B
AppommcE ' Year 5]

Current assets
Cash Ogrtions
Patty cash
Inventary
Pre-paid expen

Fixed assets
Leasahold
Property & lan
Renovations/in
Furniture & fitc
Vehicles
Equipment/too
Computer equi
Maore,.,

Taotal assets

Current/short-
Credit cards pé
Accounts payal
Interest payab
Accrued wages
Income bax
Mare,..

Long-term liab
Loans
More...,

Total liabilities 50/ 50 50

Drelauly Vabue
Acthons
Fesrmat
Valedal i

Caboulate hulti-line

B Scroll long text

Lirnat of characters

B Check speliing

Lecked

a

g B !!E !!EI!I g8 !il!!lii s I!!!E I

2

NET ASSETS (NET WORTH) | $0 50 50 50

form properties-options

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.

ﬂ % palancesshe.._ e formpaf % —+

File = ¥ Home  Edit

T Add Test I =

5 recibacs ) o =

Comment Convert View Page Tool Form

©@ B B @ B B8 &

Properies b

I=} Recognize Form T ExtraData = Mare- Previe

General Add am Action

Balance ¢ B
BALAMCE SH Appearance Select Tnggen Selact Aetion

Current assets
Cash Dptions
PE“.'HI' cash Aok
Inventory Actions
Pre-paid axper

Fixed assets
Leasehold
Property & lam
Renovations/in
Furniture & fikg
Wehicles
Equipment/too
Computer equi
More...

Total assets

Current/ short-
Credit cards pa
Accounts payal
Interest payab
Accrued wages
Income tax
More...

Long-term liab
Loans
More...

Total liabilities $0 30 'S0 £0

ear 5]

Meouse Up L

Ciper & weh link

Format
Actlons
Validate

Calculate

Locked Clase

E -
8 ‘IIEE !!IIEE s "i!lI!III! s I_llﬂ I

NET ASSETS (NET WORTH) $0 $0 50 $0
form properties actions

e Format: Set the format category for this field.
e Validate: Set the value of this field.

e 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].

B rectack @) — O =

Protect [

u' Balince-ihe.. & fomm.pdf - ; -

File il = Home  Edit
T acd Text i B @ B B

Properies = X

Comment Convert \iew Page Tool Form

[l ;-h' Bl &= 15_, Recognize Form l Extra Data = Mare - P

General Walue i not calculsted

Balance ! § a8
BALANCE SH Appseiince n Walue m the  Sumi+) o of the felownng feelds:

Current assats
Cash Options
Petty cash
Inventary
Pre-paid exper

Fixed assets
Leasehold Pick
Property & lang  Vakdate
Rengvationsfin
Furniture B fits
Vehicles
Equipment/too
Compuber equi
Maore,.,

Total assets

Current/short-
Credit cards pz
Accounts payal
Interest payab
Accrued wages
Income tax
Maore...

Long-term liab
Loans Lecked
More,.,

Total liabilities ! £0/ £0 50

ear 5]

Cashi [Wear 21 Cash [ ¥ear 31

Actions

Fosrmat

Simplifeed feeld notation
Cabulate

E . E -:
8 B !!'5 !._I!Iil 28 EII!IIE! g !I!L‘E I

=

MET ASSETS (NET WORTH) 50 50 40 50

form properties calculate

Set tab order.

You can set the tab order of the form you created. The order number will show on the top left corner in 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.

* After opening the interactive form PDF file in PDFelement, please a form field, then right-click it to choose "Set
Tab Order".

e 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, fill in the field or button using the Tab key as the order you set.

D = balangeshe, e-formpdi = 4 B Feedback @ ) X
Fila it o ¥ Home  Edit Comment Convert View Page Tool Form  Protect [ +
T Add Text i O O & B = B B &2 [= Recognize Form T EdraData = More- Preview
This docusment contains intersctive fonm fields.
Balance Sheet for [Business Name] B
Current assets S0 %0 50 50 50
Pre-paid expenses [ Fre-pand g ;
Fixed assets
Leasehold { Leasehaold SR Py
Property & land [Froperty 8]
Renovations/improvements | Fenovatlaong
Furniture & fitout [Furnitore e
Vehicles Jehicle: [
Equipment,tools m IED Select Al
M Computer equipment [ Corputer ¢ B
Mare... Wroce [
Total assets
Current/short-term liabilities
Credit cards payable BEEEEEN [ coeote ultiple Copees of Freids
Accounts payable m
Interest payable m@ St Tabs Orcler
Accrued wages 3 | St s Default
]nmme tax Income T aw L IEar
More... [Eoco=" [foar |]_}jRoze" [Teor J1_1QKore=" [Toar 31
Long-term liabilities £0 50
Loans W Loone [Foar LT owns [Year 21 [Lans [Yeur J1[Lown: Tear 1[N Lowns [Tear b1
Mare... loze ear 1T 2fiMore TYear 212 QMo Mear ST 2fiMorer [Year 4] 2JMce TVeac 512
Total liabilities 50 %0 50 £0 £0
NET ASSETS (NET WORTH) 50 50 50 $0 50

set tab order
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Recognize PDF form.

Fill PDF Forms In addition to recognizing text and images, PDFelement can also accurately recognize PDF forms, helping users

Create Fillable Forms Automatically copy and edit the form contents.

Make Fillable PDF Manually Click on "Form>Recognize”, then PDFelement will automatically recognize the form fields in your PDF file.
PDF Form Alignment :
D % science-copy - Copy.pdf " ¥ | invoice.pdf ¥  balance-sheet-template-1.pdf * - E Feedback Logln = mf
1
Extract Data from PDF File = Home  Edit Comment Convert View Page Toel Pratect ' B & =~
Thdler i B @ B B @ B B € Yofwone 26wt Mo Bwio
Import/Export Data
. %

PDF Form Properties )
| Balance Sheet for [Business Name]

Recognize PDF Form

] Current assets
Cash
. - Petty cash
Protect & Sign PDF A L Inventory
Pre-paid expenses
Fixed assets $0 50 50 $0
Print PDF Files ~ SEEE
Property & land
Renovations/improvements
. k Furniture & fitout 4
Share PDF Files A Vahldias
Equipment/tools
Computer equipment
More...
. . Total assets %0 £0
PDFelement Tutorial Videos > Current/short-term liabilities $0 $0
Credit cards payable
Accounts payable
Interest payable
. Accrued wages
PDFelement 8 User Guide > Income tax
More...
Long-term liabilities %0 £0 %0 $0

fill pdf recognize form

After the recognition process, the form turns out to be editable. You can tap texts or copy contents to fill in the

$0
$0

&8

form.

n % science-copy - Copypdf®  ® | invoice.pdf ¥ i balance-she.plate-1.pdf* 4+ B Feedback Login ! = T

File M o 3 ¥ Home  Edit Comment Convert View Page Tool Form  Protect ' B & o

T Add Text I 5 @& B B = B B B = Recognize T ExtraData = More~ Preview

T This document contains interactive form fields, Highlight Fields w

[l

| Balance Sheet for [Business Name] B
BﬁLANCE SHEET [Year 1] [Tear 2] [‘rear 3] [Year 4] [Year 5]

(I Current assets
Cash I wriles e your Conbeniy I
- Petty cash
— Inventory
Pre-pald expenses
Fixed assets %0 %0 50 50 50
Leasehold
Property B land
Renovations/improvements
k Furniture & fitout 1
Vehicles
Equipment/tools
Computer equipment
More...
Total assets £0 £0
Current/short-term liabilities %0 50
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More...
Long-term liabilities 0 0 %0 $0 $0

fill pdf recognize form 2

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

$0 $0
£0 50

88

the texts to be extracted.

ﬂ % science-copy = Copy.pdf ® ¥ | invoice.pdf E ] ¥ balance-she..plate-1.pdf ™ + E Feedback Legin | = =i

" = o= : 1 i " -

File ™ = ¥ Home  Edit Comment Convert View Page Tool Protect - G o =
2

T Add Text M B & B B B B B & [=) Recognize = More~ [ Preview
This document contains interactie fiorm fields, R

T

| Balance Sheet for [Business Name]

(I Current assets
Cash Extract Maode »
- Petty cash
— Inventory © Extract data from form fields in PDF
Pre-paid expenses )
Fixed assets $0 $C
Leasehold
Property & land
Renovations/improvement
r Furniture & fitout 1
Vehicles
Equipment,/toals Cancel
Computer equipment
More... | I
Total assets %0 30 30 %0 $C
Current/short-term liabilities %0 £0 %0 0 sC
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More...
Long-term liabilities £0 £0 %0 $0 sC

fill pdf recognize form extra data

Extract data based on selection
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Password Protect PDFs

Redact PDFs

Sign PDF on Windows
Print PDF Files A
Share PDF Files A
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How to password protect PDF.

Some PDF files may contain restrictions preventing actions such as printing, editing, copying, etc.

Index
01 Check PDF permissions
02 Add open/permission password

03 Remove open/permission password

1. Check PDF permissions.

To review the permissions that have been listed on the file, click the "File’ > "Properties” > "Security” button.
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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
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:

W T P TR I L. 4 5 : — & |
I n prafessionsl , plate- 1. pd - ﬁ Feedback g [ I
Fle B B 9 = ] Home Edit Comment Convert \View Page Tool Form | Protect A 5
=) Sel Pasowor :

I-_-T hlark for Redaction [;—_:. Apply Redaction [_T_ search & Redact -: Sign Daoument :‘:[1 Manage Sgnatures - E:',ﬂ: Electrome Signature
I
]I II Thurmbnail X This decument contamns mberactne fearn Bields. Highlight Fields : Froperties
| * ] s v T
| - ; o Security X H

| |
Permigsion Passwiornd |

Print Permizsion

L]

HHHHY

Changes Pamidinn

Encryption Level

Cancel

open permission password

Open Password settings:

e Password—type the password that users must type to open the document.

Permission Password settings:

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.
e 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.
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How to Redact PDF

Organize PDF Files ~ The Redaction feature allows you to remove sensitive information from your document prior to making it available
to others.

PDF OCR A

Convert PDF Files A 5 |

Fill PDF Form A Index

Protect & Sign PDF v O1 Organize pages button

02 Split pages tool

Password Protect PDFs
03 Set splitting criteria

P e L L P e e
~

Redact PDFs
04 Set output locations
Sign PDF on Windows
Print PDF Files A
Share PDF Files A 1. Mark for redaction.

The following options will allow you to mark the text or graphics for redaction:

PDFelement Tutorial Videos > To mark the text or graphics for redaction, do the following:

 Select the "Protect” > "Mark for Redaction’ button (You will get a pop-up dialog window to provide the
PDFelement 8 User Guide > instructions, and you can check the option of "Don't show again’ if you already know the instructions).

¢ (Optional) Double-click an image to mark an entire image which will be in a red rectangle.

» (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.
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has a fitlg Mark for Redaction Bt that appears in the upper left corner
or on the! Mark the selected area for redaction. Also, the title tag is the blue link that _'ﬂ Praperties
the search engines show when they list your webpage on the SERP. Title N
tags max oul al 75 characters, so choose your words wisely. s
Redact e
Meta lags are snippets of code you can include within your webpage's HTML
The meta tags are usually located near the title tag code in the head of your
HTML. There are two meta tags — meta description and meta keywords. * Appearance
The meta description is a text snippet that describes what your specific webpage Fll Color | I Black ,
is about. Meta descriptions are usually the first place a search engine will look o
find text to put under your blue link when they list your website on the SERP. If Ol Tt "
you do not have a meta description, the search engines will usually select a o
random piece of content from the page they are linking to. The meta description
is limited to 150 characters.
L] L
#“" Title tag N
Custoen Text
=== Meta description HctionTet
Meta keywords consists of an additional text snippet in the HTML that * lmfe

allows you to list a few different keywords that relate to your webpage.
Back in the day, search engines used this field to determine what keywords
to rank your webpage for. Now, most search engines claim they do not

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.
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redaction properties

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:

e A warning will pop up to confirm that you indeed wish to apply the redaction, or if you wish to cancel.
e A dialog box pops up to give a warning message and ask if you are sure to apply the redaction or not.

e Select "Continue’ after you have marked all content that you want to redact.
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Mela keywords consists of an additional text snippet in the HTML that
allows you to list a few different keywords that relate to your webpage.
Back in the day, search engines used this fiald o determine what keywords
to rank your webpage for. Now, most search engines claim they do not

apply redaction

4. Search and redact.

You can redact multiple texts using the Search and Redact tool.
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Search Redact w0 linkireg to you, how thay are linking to you, and how your content is shared in
social netwerks and across the web are all factors that can have a significant "m
a impact on your ability to rank on the SERP.
Crie sensitive

Whole words onby

Who's Linking to You?

Do you know? As discussed in the What it Takes to Rank section of this book,
you can use free toals to determine what weabsites are already linking to you,
something the search engines are very concermed aboul. Although twenly
inbound links from your friends’ websites may be a good start to link building,
garnering one link from a major publication or educational website (with a .edu
b address) could be worth more than the power of those twenty links combined. y

Since the Internet is essentially an inter-linking netwark of pages and websites
that make up the Warld Wide Web, not every link is created equal. Links from
majar publications and blogs usually provide more link juice becauss they are
visited by millicns of people each day. Therefore, they have an incredible impact
on the ability for webpage to go viral,

Itis in & newspaper website's very nature to link to authoritative websites that
relate to current stories and frends, Therefore, these websites are most likely
mare valuable than others, The same goes for education websites with a .edu
domain, since these are reserved for educational institutions. As such, the search
engines realize that links to your website from these websites equate to you

search and redact

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.
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Organize PDF Files é You can sign PDF with digital signature or handwritten signature using PDFelement.
PDF OCR A
Convert PDF Files A
Index
Fill PDF Form A o
O1 Digital signature
Protect & Sign PDF v 02 Handwritten signature

Password Protect PDFs

Redact PDFs 1. Digital signature
Sign PDF on Windows
8 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
Print PDF Files ~ of the document when it was signed.
Share PDF Files A
About digital ID
PDFelement Tutorial Videos 5 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 encrypt or lock data, and the other is a private key that is used to decrypt or
PDFelement 8 User Guide > 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.

You can not only obtain a digital ID from a trusted third-party provider called a Certificate Authority (CA).
However, you can also create a self-signed digital ID with PDFelement. Digital IDs are usually protected by
a password, which you can store on a computer in PKCS#12 file format, or in the Windows Certificate
Store.

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.
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select an ID
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If you do not have an ID yet, click on the "New ID" button, select the "I want to create a new digital ID"
option, and then click the "Next" button.
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create new digital ID

e New PKCS#12 digital ID file—Stores the digital ID information to a file with the extension .pfx on
Windows and .pl2 on Mac OS. You can use the files interchangeably across different operating systems.

e 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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o
sign pdf with handwritten signature
Create handwritten signature
There are three options for adding a handwritten signature, including "Upload’, "‘Draw’, and "Type".
e 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.
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LINK RUILDING

create signature with images

* You can draw your name directly under the "Draw"” tab. Also, you can select the color of the signature
as you like.
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handwritten signature

* 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.
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— How to print PDF
Organize PDF Files A You can print PDFs in 4 ways. You can choose a way that best fits your need.
PDF OCR A
Convert PDF Files A
Index
Fill PDF Form A )
01 Print a PDF document
Protect & Sign PDF A 02 Print a portion of a page
Print PDF Files v 03 Print multiple pages through page thumbnails
04 Print multiple PDF files in batch
Print PDF File

PDF Print Settings

Batch Print
1. Print a PDF document
Share PDF Files A
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,
PDFelement Tutorial Videos 5 please do the following:

e Make sure you have installed the printer successfully.

PDFelement 8 User Guide Click the "File" > "Print" button.

» Specify the "Printer’, "Print Settings”, "Copies’, "Paper Size’, "Paper Range’, "Orientation’, "Print Content”,
"Print Option’, “Print Mode”, and other options.

¢ Click the "Print" button.
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2. Print a portion of a page

e To print a portion of a page, you need to use the "Crop" tool.
* Select the "Crop’ button by choosing "Page™"Crop'".

¢ 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.

you can use free tools to determine what websites are already linking to you,
something the search engines are very concerned about. Although twenty
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= | websites. This process of building relationships is called link bullding. Wha is
: — 0 o linking to you, how they are linking to you, and how your content is shared in
e . social networks and across the web are all factors that can have a significant
) impact on your ability to rank on the SERP.
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) ) inbound links from your friends' websites may be a good start to link building,
e s garmnering one link from a major publication or educational website (with a .edu
address) could be worth mare than the power of those twenty links combined.
ﬁ =] Ao all pages into cre single image

Since the Internet is essentially an inter-linking network of pages and websites
that make up the World Wide Web, not every link is created equal. Links from

1

(¥}  Enlarge Page Thumbnait:

print through thumbnails

e Open the document that you want to print, and then click the Thumbnail panel on the left navigation

panel.
e Ctrl-click to select multiple pages from the document.

e 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.
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Click the "File" > "Print" button, and the print dialog pops up.

>
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print settings

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:
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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.

e Print Settings: set to print on a single side or both sides of the paper.

e Copies: set the number of copies you need to print.

e Paper: select A3, A4, A5, or other paper sizes to print.

print dialog

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.

e Orientation: choose a Portrait or Landscape to print.

e 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

Organize PDF Files ~ 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.
PDF OCR A
. To print a single file, you can go to "File" > "Print" or use the shortcut Ctrl+P to print.
Convert PDF Files A
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print pdf

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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pdf printer

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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Batch Process

- Convert

Batch convert POFs to other
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Print
Batch prin.t PDFs.

Bates Number

Batch manage Bates Mumber in

PDFs.

L1y =

OCR

Batch turn scans into editable
PDFs.

d

Watermark

Batch manage Watermark in
PDFs.

Security

Batch add the security pelicy in

PDFs.

Create

Batch create PDFs from other
farmats,

Background

Batch manage Background in
PDFs

Extract Data

Batch extract data frem POFs,

Compress

Batch reduce PDFs' file size.

Header & Footer "

Batch manage Header & Footer in
PDFs.

Delete Blank Pages

Batch delete blank pages in PDFs.

print pdf in batch
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Send PDF to Email
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Share PDF to Google Drive

Upload PDF to Cloud
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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.

e Type the subject and email address to send.
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Another tool worth checking out is Google Insights for Search. This tool allows
you o enter multiple keywords and filter by location, search history, and
category. You are then given results that show how much web interest there is
around a particular keyword, what caused the interest (press coverage), where
the traffic is coming from, and similar keywords,
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