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Get Started

Brief Introduction to PDFelement for Mac

PDFelement for Mac is a powerful PDF tool that allows you to produce

great-looking PDF documents and forms quickly, affordably, and securely.

With this application, you can:

Open, create, save, print, and annotate PDFs;

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

Secure your PDFs with password permission;

Convert PDF documents into Word, HTML, text, and image files;
Create interactive form fields and recognize form fields
automatically;

Insert page numbers, bates numbering, and page elements;
Combine multi-page PDFs into one long image;

Recognize text within images using OCR;

Export notes, document note type, and note location;

Add a signature image to the document;

Perform partial OCR on specific user-defined fields in scanned PDFs;
Batch print, convert, do OCR recognition, add bates numbering, add

watermark, add background, data extraction, etc.
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This section will help you orient yourself with the PDFelement for Mac

interface.

[®  Wondershare pOFelement Pro_Fle_Eat_View Too_Go Window relp | Top Menu

eoe [ acwe % B =
M 8 M ee%~ Edit Markup Form  Securty Tool  Batch~ | Main Toolbar Q seares
Left Panel Tet  EJwwge (2 unk | Secondary Toolbar

8 @ Qg 8 ¢

1. File Menu

e Click the "File" on the Top Menu, and more options will appear.
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®  Wondershare PDFelement Pro  File  Edit View Tool Go Window Help
eoe Architet New > B Q
New Tab
m 8 @ 69% v Open. EEE\’ Markup Form  Security Tool
Optn Recen 2 Dree Emsge (D unk
Open Cloud
D 2B 0B ¢ Close Tab

Close Window
Thumbnails Close Al

e New: Create PDF from File, Windows Capture, Selection Capture,
Screen Capture, Clipboard, and Scanner, or you can start from
scratch by creating a Blank Document.

o New Tab: Open a PDF file in a new tab.

e Open: Open PDF files by browsing local folders or open the recently
opened files.

e Open Recent: Open a PDF file that you have recently opened.

e Open Cloud: Open Wondershare Cloud Wondershare Document
Cloud and get access to files saved therein.

e Close Windows/Tab/All: Close the Windows you choose and go back
to the welcome interface.

¢ Save: Save PDF documents to the destination folder.
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Save As: Save the current PDF document as a new copy in the

destination folder you select.

e Save As Other: Choose Save as flatten, Compress PDF or Archivable
PDF (PDF/A-2b) according to your requirement.

e Export To: Convert PDF files to other formats, such as Word, Excel,
PowerPoint, image, epub, txt, html, and rtf.

e Protect: Protect your files with a password. There are three options
under this button: Encrypt with Password, Remove Security, and
Security Properties.

e Show in Finder: Find the destination of the file.

e Properties: Check the current PDF document descriptions, file details,
and security.

e Share: Share your files via Mail, Messages, AirDrop, Notes,

Wondershare Cloud, or more.

e Print: Print the current PDF to paper documents.

2. PDFelement Menu
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® _ Wondershare PDFelement Pro  File Edt  View Tool Go Window Help
@ | About Wondershare PDFelement Pro b w (<]

| Preferences... Edit Makup  Form

Sevices 2 Dren Eimage @ uen
Hide Wondershare PDFelement Pro
Hide Others

™
Quit Wondershare PDFelement Pro

2
1]

)

e About PDFelement: Check the version number of PDFelement for
Mac.

o Preferences: Set preference options for PDFelement for Mac,
including Appearance, General setting, Commenting setting, and

Plugin.

3. Search Feature

Not sure which function to select when working on PDF files? Not sure
where the right button is? PDFelement for Mac now has a convenient
search feature built in the software, which allows you to find the feature you

want. The following steps will describe how to use this powerful tool.
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menu term you need or check relevant Help Topics in the search

results.

Click the "Help" on the top menu, and you will see the search box.

Type the feature or the content you are looking for, and select the

@  Wondershare PDFelement Pro  File  Edit  View Tool Go Window

ece @ v x +
D 8 @ a%-v

As As An As
a8 08 @

Thumbnails

Help
oait

I Open Recent > edt-copy pat
= Add or Edit Comment

1= Add or Edit Text

1= Add or Eit Image

5 Add or Edit Link

1 Add or EGt PDF Form

= Add or Edit Watermark

15 Add or Edit Background

1= Add or Edit Header & Footer

) View and edit files with Quick Look on Mac

@ It document versions confict In ICloud Drive on...
@ Use the Panel Editor for Switch Control or the Az
() Change Voice Coatrol preferances for accessibill...
(D) Create and work with documents on Mac

(D Check spelling and grammar on Mac

2 Copy text, pictures, and movies in documents on...
2 Set Panel Editor options for Switch Control of the...
() Save a document in PostScript format on Mac

(© Change Switch Control General proferances for ..
@ Show All Help Topics

Q& P2 @

65%

Total New
Customers

Highiight




G Wondershare PDFelement

How to Download PDFelement for Mac

1. System Requirements

To use PDFelement for Mac, your computer needs to meet certain basic

system requirements as follows:

Operating System: macOS 10.14 (Sierra) to macOST1.

e Processor: an Intel® Pentium® 4, higher, or equivalent processor
e RAM: 512 MB RAM or above
o Disk: 1.5GB of free hard disk space for application files

o For more details, please visit: https://pdf.wondershare.com/tech-

spec.html

2. Download and Install on Mac

e Visit https://pdf.wondershare.com/pdfelement-mac.html to

download the trial version of Wondershare PDFelement for Mac.

e Find the .dmg file you just downloaded and open it. Follow the
onscreen instruction to install Wondershare PDFelement. When you
want to use the program, please access it from the Application folder

or the Launchpad on the taskbar.


https://pdf.wondershare.com/tech-spec.html
https://pdf.wondershare.com/tech-spec.html
https://pdf.wondershare.com/pdfelement-mac.html

B Wondershare PDFelement

W

wondershare

Wondershare PDFelement

Install

By installing, you agree to the Privacy Policy and EULA

How to Register and Get PDFelement Mac Full Version

1. Limitations of Wondershare PDFelement for Mac Trial Version

After downloading and installing PDFelement for Mac, you only get the trial
version of the software. The trial version and the registered version are the

same programs, except the trial version has the following limitations:

o Watermarks: Export PDF files with watermarks after editing or commenting on
your documents. If you use the batch process to add a watermark or bates
number, it will process all the files you load but will still add the trial watermark
in each file. Youd better save it to a new copy with the watermark, and then it
won't affect the original PDF.)

e Conversion Limitation: The trial version only can convert a maximum of 3 pages
of each single PDF file.
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e OCR: The trial version can OCR the scanned PDF to an editable PDF, but you
cannot save the file.

2. Purchase PDFelement for Mac

You can purchase a license and get a registration code to get the full

version of PDFelement for Mac.

¢ Click the “Buy Now" button in the program, or visit the Official Wondershare
store via this link: purchase page.

¢ Find the .dmg file you just downloaded and open it. Follow the onscreen
instruction to install Wondershare PDFelement. When you want to use the
program, please access it from the Application folder or the Launchpad on the
taskbar.

®  Wondershare PDFelement Pro  File Edit  View Tool Go Windaw Help

SUBSCRIPTION BENEFITS:

a No Watermark on Output Documents
Yrial ve: tom

add watermark sutomatica
aving the document

No Page Quantity Limitation to Convert PDF to
Other Formats.

Trial version only can comvert maximum 2 pages of
h single POF fde

_'E\, OCR Supported for Scanned PDF

L Trial w
PDF, b

Save with Watermark

¢ Follow the on-screen instructions to finish the purchase process.
e After your purchase has been processed, the registration confirmation email is
sent to the email you supplied during your purchase.

11
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Note:

Please check your junk or spam folder to ensure that your email provider

hasn’t misfiled the email.

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

Windows PC or a mobile device.
3. Register PDFelement for Mac

To use the full version, please download the correct version from the email
you received and log in with the email you used during your purchase to
activate the software. Without using the right email to log in or downloading
the correct software, the product will remain the free trial version even
though you have purchased it. Follow the directions below to register

PDFelement for Mac after receiving the registration information.

e Please go to the Application folder to launch PDFelement for Mac. Click the
“Login" icon at the top right of the program window to open the login window.

e Log in with your Wondershare ID account to activate the software. If it informs
you that you still do not have an account, please click "Sign Up" to create an
account with the email you used to purchase the license. It will show your
account information after logging in.

12
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@  Wondershare PDFelementPro  Fe Edit View Tool Go Window Help
D v ' E

Tools

R F
O Dee Cloud Open Compress POF OCR POF Baten PO Convent POF POF 10 Image

SUBSCRIPTION BENEFITS:

No Page Quantity Limitation to Convert
B e

Other Formats

4. Remove Trial Watermark

After registration, the registered full version program does not have any
limitations to use. So if you have any files that you worked on during the
trial period that have the trial watermark on them, reopen them in the
registered PDFelement for Mac, and the watermark will be removed

automatically. You can then save a clean copy of the file.
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@  Wondershare PDFelementPro  File Edit  View Tool Go Window Melp

G rortie-0dd o+ 5
M 8 @ o~ Edit Moarkup Form  Security Tool Batchv
T Elmsge (2 Link
se 0= e e
Thumbnail

e - No Page Quantity Limitation to Conveet
2 - . POF 1o Other Formats

Open PDF
How to Open Password Protected PDF on Mac

To secure sensitive data and information, some PDF file may have a
password as a protection. If you have received a password-protected PDF,

you just need to enter the password to view the file.
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| @ Wondershare PDFelementPro  File Edit View Tool Go Window Help

G accounting-protected x + = °

Please enter the password to unlock this

Some protected PDF files have other restrictions, and tools related to such
features, e.g., printing, editing, copying, etc., are dimmed. When you try to
print or edit such secured PDF file, you will be notified that "this document
has a permission password". You can click the "Enter Password" button in
the top blue highlighted notice to enter the permission password to unlock

it.

15
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| @ Wondershare PDFelement Pro  File Edit View Tool Go Window Help

Please enter the password to unlock this

How to Open PDF File on Mac from File Menu

You can also open PDFs in PDFelement for Mac in other different ways.

« After opening PDFelement for Mac, please drag and drop your PDF

file in the product window, then the PDF file will open.

16



B Wondershare PDFelement

@ Finder File Edit View Go Window Help

G + e (2]

iC]

Tools ©®
A Home SRy
= )i _5_ s

o ®ee < PDF » Q  ocrpoF Convert PDF Compare PDF Batch POF

Favorites °
a % AirDrop = =3

@ Recents 3 D::;L

4 Applications -

) Desktop Architect.pdf

[ Documents =

@ Downloads = h L = °

B Movies = 1 : i

1 Music contract.pdf edit-copy.pdf POF2

Gal Pictures -

Q ws = -‘Tﬁ

& iCloud Drive Invoice.paf proposai.pdf R

Locations =271

£ Macintosh HD E

£ Wondershare PD... &

£ Wondershare PD... & B M > BEE ;:‘» B8 POF » & accounting.pdf

e Go to "File" > "Open” or "Open Recent’ on the Top Menu to open new

or recent PDF files.

™ thdeuhu.PDmethm Edit View Tool Go Window Help

ece OB + New > ® Q
New Tab
® CESETY
Toc Open Recent > @
A Home Open Cloud G s
=2 (V]
Close Tab v ( oy §
O Document Cloud Close Window Gaew 3PDF OCR PDF Convert PDF Compare PDF Batch PDF
Close All <
Q g Ret
Export To >
Protect >
Share >

or drop file here
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e Go to "File" > "Open Cloud" on the Top Menu, and then the
Wondershare Cloud window pops up. If you've already saved some
files in Wondershare Document Cloud, you can directly open the file

from there.

&  Wondershare PDFelement Pro  File Edt  View Tool Go Window Help

L Tools

. Recents User Profiling - POF Software pdt
(R

[ Downloads 2]

How to Open PDF on Mac from Homepage
You can open PDF files from the Homepage of the program.

o After opening PDFelement for Mac, click “Open” button or “Create
PDF” button in the Tool Tab and browse your computer to open a

PDF file, or select multiple PDF files to open them at once.

18
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®  Wondershare POFelement Pro  Fila Et  View Tool Go Window Help

a -+ n (=]
® Tools ®
A Home - - -

- B 8 = a
O o t Cloud Open Compress POF Merge POF Print POF POF 10 Word
R g Recents & n 8
e Wy @y m PoF e Q
N @ Recents
A Applications  + accounting.pdf i
() Desktop = Architect pdf =
[ Docusments « contract.pd! =
: « edit-copy.pdt et
@ R « inwoice.pal -
* proposal.pat
Aot @ Mok ~ science-copy.pd Sczounting
@ Photos

comract

Cancel

e You can choose a PDF file under the Recent List and open it directly.

@  Wondershare PDFelement Pro  Fée Edit View Tool Go Window Help

enve O + e e
=l Tools o
A Home - »

- | 8 = a

O Document Cloud Open Compress POF Create POF Merge POF Print POE POF to Word

A e

Aschitact contract Usar Profiing - POF
Software (1]
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If you have already saved files in Wondershare Cloud, you can open

files from the "Document Cloud" tab by clicking the file icon or the

"Open” option under the ".." button. Note: Please click the "Refresh’

button first to make sure you always open the latest version of the

document.

&  Wondershare PDFelement Pro e Edit  View  Too
ece O

Refresh (]
= Document Cloud

e contract.pdt

L]

If you have used tags to organize your PDFs, you can directly go to

Tag Tab to open them easily.
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@  Wondershare PDFelement Pro  File Edit  View Tool Go  Window Ip
ece 0O
ic]
QA Home B8 science-copy
O Document Cloud
KLl edit-copy
L IRE
V. I DI

How to Add Bookmarks to PDF on Mac

Bookmark is a helpful tool to navigate you to the specific page in the

document, which is the bookmark’s destination.

1. Add/Delete Bookmarks

e Open the Bookmarks Panel by clicking the Bookmarks Button on the left.
e Open the page to which you want to add the bookmark.
e Click the Add Bookmark Button, and type the name of the new bookmark.

21
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‘ Wondershare PDFelement Pro  File Edit View Tool Go Window Help
@00 [@ swececon « = (<]
o 8 100% ~ E.d_ilt Markup Form  Security Too! Batch v X seasth
Droxt EJmage D Link
- Plastic fray or fub
g e 8 ¢ - Dishwashing gloves
N g] - Safty goggles
science_dec_pgl
science_dec_pgd
science_doc_pg2
e
U
- Periodic Table
H Chemicel Formule e
J=
Ut H-0-0-H C N OF Ne
Na Mg P|s Ar
K|Ca| Sc Ti|V CrMn FeCo|Ni Se| Br | Kr
Rb/Sr| | Y Zr|Nb/Mo|Tc Ru|Rh|Pd Xe
Cs Ba |Lu|Hf|Ta|W Re|Os|Ir|Pt Rn
Fr'Ra Lt Rf[Db Sg|Bh Hs[mt|Ds = 09
La Ce|Pr Nd Pm Sm Eu|Gd|Tb Dy|Ho| Er|Tm Yb
és""."!_l. U |Np Pu|Am|Cm|Bk Cf| Es| H |Md|No
+ - F SaEsd x

e Alternatively, you can create a bookmark by right-clicking an existing bookmark
and selecting the Add Entry option.

@ Finder Fie Edit View Go Window Help
. O scocecopy x4+ ] e
M 8 B v~ Edit Makup Form  Security Tool  Batchv
D Bwmsge D unk
 Plashic fray or tub
8 @ 0s @ - Dishwashing gloves
Bookmarks +  Sahty goggles
[T
—
Page 3
S Delete Bookmark =1 aw=
© scionce_doc_pes | SetDestination B Uee
Sosmures | SR DEGETCE o Periodic Table
Page3
Bookmark-2 = L
i _— H Chemical Formula
u B H-0-0-H
Na Mg
K|Ca| Sc Ti V Cr|Mn Fe Co|Ni Cu Zn
Rb|Sr Y | Zr|Nb Mo|Tc |Ru Rh|Pd | Ag Cd
Cs Ba| |Lu|Hf|Ta|W [Re|0s|Ir |Pt|Au
Fr'Ra Lr Rf Db Sg|Bh Hs Mt|Ds|Rg Cn
'g@mmmwaynmwgmw
Ac|Th|Pa| U [Np|Pu|Am|cm|Bk | cf| Es| H |Md|No
¥ =1 F WS + x

Add Child option allows you to create a child bookmark underneath an existing

bookmark.
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e You can delete a bookmark by right-clicking it and selecting the Delete
Bookmark option.

2. Edit Bookmarks

In PDFelement for Mac, you can also change an existing bookmark’s

properties.

¢ Right-click a bookmark and select Set Destination to change its destination. In
the pop-up window, select the new destination to which you want to move the
bookmark, and click Save.

@ Finder Fllo Edit View Go Window Help

- o
g o

(RSO ST e

[P s

¢ Double-click an existing bookmark and edit its name to rename it. Alternatively,
you can rename a bookmark by right-clicking it and selecting the Rename
Bookmark option.

3. Change a Bookmark'’s Hierarchy

23
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You can create a nested bookmark hierarchy that specifies the relationship

between bookmarks.

Select the bookmark or range of bookmarks you want to move, then drag

the icon(s) until the indicator is under your desired bookmark heading.

Note:

While the bookmark is moved, the actual page remains in its original location in the
document.

® Wondershare PDFelement Pro  File Edit  View Tool Go Window Help

000 [ wircecomy « |4 ] @
M 8 @ 1%~ Edit Markup Form S ty To Batch v
Dt Bimge @ Link

* Plastic fray or tub v v
e 8 08 @ - Dishwashing gloves

Bookmarks + - Safty goggles "[‘009c
03

=1 e
B oas
- Penodlc Tab‘z
H Chemical Formula He
L |Be | H-0-0-H C N OF Ne
Na Mg afSil e s clar
K|Ca| Sc Ti|V Cr|Mn FelCo/Ni Cuzn| |Ga s_ogr»g’
RbSr| | Y Zr|NbMo|Te Ru|Rh|Pd|Agicd| |In|Sn 1%
Cs Bal lw"w Ta| W Re|Os|ir | Pt |AulHg| | Ti|Pb Bi PoAHRn
Fr'Ra Lr RfDb Sg Bh Hs/Mt|Ds'Rg'Cn| Nh FI Mc Lv Ts Og

|Lajce Pr | Nd |Pm Sm| Eu|Gd| Tb | Dy Ho| Er [Tm|Yb

Ac T Pa. U |Np | Pu|Am{Gm| Bk o | Es | H |MaNo
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How to Navigate PDF on Mac

In Wondershare PDFelement for Mac, you can navigate through the pages of

your current active document using the navigation buttons in the Toolbar:

@ Wondershare PDFelement Pro  File Edit  View Toolwlndow Help

ene D accounting-protected x + Up - e
Down
M 8 @ W% Edit M previous Page Tool Batchv
Next Page Z) P
First Page
Last Page
8 = 2 S Go to Page...
Thumbnails
[ . TP o o
m— Umbrella Acccounting

|

{

{
SERERET]

Cost Summary

freitiy

Initial Account Setup

&
Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01,2021 to Present $500.00
ProductionofQua * S % $800.00

e Click the "Go" > "Up" button to move up from the current place.

e Click the "Go" > "Down" button to move down from the current place.

e Click the "Go" > "Previous Page" button to move from the current
page to the previous page.

e Click the "Go" > "Next Page" button to move from the current page to
the next page.

e Click the "Go" > "First Page" button to jump from the current page to

the first page directly.

25
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e Click the "Go" > "Last Page" button to jump from the current page to
the last page directly.

o Click the "Go" > "Go to Page..", enter the page number, and press the
“enter” on the keyboard to jump to the destination page.

e You can also use the arrow keys on your keyboard to go up or down.
1. Display Navigation Panel

e After opening a PDF document in the program, you can find
Navigation Panel on the left. There are Thumbnail Panel, Comment

Panel, Bookmark Panel, Field Panel, and Attachments Panel here.

@  Wondershare PDFelement Pro  Fle Edit View Tool Go Window Help
eoe G sccounting + & 2]

M B @ teew~ Edit  Markus

(=]
2
()

B 2 0 8 ¢

Thumbnails

Umbrella Acccounting

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01,2021 to Present $500.00
Production of QuarterlyR + - Vi X $800.00
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« If the Navigation Panel doesn't pop up automatically, please click the

"Show Panel” button on the top left corner.

©

) @ 0 accounting X +

8 @ 125% v Edit Markup Form Security Too. Batch v

@ Text E)image (D Link

Umbrella Acccounting

Cost Summary

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01,2021 to Present $500.00
Production of Quarterly Reports $800.00

Ovibbasal s3,800.00
? J e X
o $00.00

e You can also click the "View" tab on the Top Menu and choose a

desired panel in the drop-down menu.
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oeve [ rorteronn x Singlo Page View
Enable Scroling

m 8 @ %~ Two Page View
Two Page Scroling

Add o Edit Comment
Add ot Edit Text

Add or Edit image
Add or Edit Link

Add or Edit POF Form
Mark for Redaction
Hand Mode

Zoom

1] Read Moda
Enter Full Screen
Slide Show

Ermvras

14

@  Wondershare PDFelement Pro  Fie  Edit ,Y!f,, Tool Go Window Help

.! Markup  Form Secunty Tool Batchv
Tet E)wmage (D Link
@LM.
>mmerce solutions
iSS
>
ain Street
A geles, CA, 92034
BILLEDTO INVOICE NUMBER
John Smith 000025
468 Grand Avenue
Pasadena, CA, 93496
DESCRIPTION HOURS
= 2 RIS
Consultation Fe. w~

DATE OF ISSUE
12/03/2021

AMOUNT

$1500
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2. Thumbnail Panel

The Thumbnail Panel allows you to quickly scroll through pages in your

document by using the mouse wheel or dragging the slider in the panel.

o Organize the page order: by dragging the thumbnails in the

“Thumbnail Panel’, you can reset the order for your pages as needed.

o Edt View Tool Go Window Help

M8 @B an- Edit  Mark

EC@LM.

e-commerce solutions

ADDRESS

1234 Main Street
Los Angeles, CA, 92034

B taichbematiiey BILLEDTO INVOICE NUMBER DATE OF ISSUE
John Smith 000025 12/03/2021
468 Grand Avenue

Pasadena, CA, 93496

DESCRIPTION HOURS AMOUNT

1~ Consultation Few ) s ) $1500

3. Comment Panel

The Comment Panel enables you to find all the comments added to the PDF
file. If you need to delete a comment, click on the comment in the right
panel, and then press the Delete key on your keyboard or right-click it to

find the "Delete" button.
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@ Wondershare PDFelementPro  File Edit View Tool Go Window Help

- [ G accounting X science-copy * + - 0
m 83 125% v Edit Markup Form  Securit Tool Batchv

B8 As Aa As Aa ¢ @ T D BE® 0e & P @

= LE=Re Conversion from Angular Systems Inc, to HH Wellington Co, $2,500,00 Tt Callout
Comments Ly Time period covered: JAN 01, 2021 to Present $500.00 1 A
PDFelement F
Page 1 a4 A
i Production of Quarterly Reports $800.00
Aa  Canyersion from Angular,
Systems lnc. o HH. Subtotal $3800.00 ore
Wellington Co.
Discount $00.00
Regular 12pt
Producti !
Q’unr‘::n: r;:mns Tax $00.00
Total $3,800.00
T optimize the font Aa Aa Aa Aa Aa
i Border Color
o TS Ongoing Monthly Expenses i
Name  optimize the font Pric
i iliati . & u o~
Daily Account Reconciliation : /.1.00000 0@ o0
Bi-Monthly Payroll Services sdoublecheck _ *—*  $600.00
Subtotal $1,600.00
P
W i $00.00

4. Bookmark Panel

A bookmark is a link to the specific text within a document. Use the
bookmarks to go to different pages in the document. PDFelement for Mac
allows you to navigate through the bookmarks by simply going to the
Bookmark Panel and clicking on a specific bookmark to jump to that
location. If you want to create bookmarks, you can click "+" at the top of the

Bookmark panel and set the bookmark accordingly.
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&  Wondershare PDFelementPro  Fle Edit View Tool Go Window Hoip
onve [ scencecon x |+ [ (2]

oD 8 m 149% v Edit  Markug Securit

B 8 08 @
Bockmarks +

science_doc_pg)

schnce_doc_p93 -

science_doc_pg2 —

Science Class

. Volcanic Experiment

5. Field Panel

All the fillable fields in the PDF document are summarized in this panel. Click
a field in the panel, and a blue box will appear around the form field on the

PDF page.
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@  Wondershare PDFelement Pro  Fila  Edit View Tool Go Window Halp
eoe [ scenceconr X NewTed X balance.shest.template-11 + 3 Q
m 8 M s Edit  Moarkup  Form Security Tool Batchv
Tt EJwmege (D Link
(D) 14 encumens contama nieractve eom ness
a 8 0 8 @
Page 1 w2 -
S Cash (v 1 Balance Sheet for [Business Name]
. i BALANCE SHEET (vesr1) | (vesr2l | (esr3] | [veord)
Z Current assets $0 s0 $0 so 0
&3 Cash [Year 3] Cash 10
D Cash [Yow 4] Petty cash
Inventory
@ Cash [Vowr 5} Pre-paid expenses
£J Petty cash [Year 1] Fixed assets $0 s0 $0 $0 $0
Leasehold
) Petty cash [Your 2] Property & land
1 Petty cash [Youe 3| Renovations/improvements
Fumiture & fitout
£ Petty cash [Year 4] Vehicles
. E Equipment/tools
=) petty cash [Your ) Computer equipment
£ twentcey [Yoar 1) More...
Total assets $0 $0 $0 $0 $0
B imantory preec 2l Current/short-term liabllities %0 s0 30 30 s0
) wentary [Year 3) Credit cards payable
Accounts payable
1 bwentory (Your 4) Interest payable
& wvantory [Year 5} ACCSLROSS
Income tax
) Pre-ped axpenses [Year 1] More.
£ Pre-peid expanses [Vase 2 Long-term liabilities 0 s0 s0 0 P
2 Pro-paid experes [Yase 2] ous
) Pro-paid experses [Your 3] More.
Total liabilities $0 $0 $0 $0 £0
%) Pro-pad expenses [Year 4]
<) Pro-pod axperses [Yaar 5] NET ASSETS (NET WORTH) $0 s0 $0 $0 $0
WORKING CAPITAL 3 $0 $0
1 Laasebeld [Yosr 1] + - i EirR i
Assumptions:

6. Attachment Panel

If your PDF file has any attachments, they will be displayed in such panel.
Right-click an attachment, and more editing options will appear in the drop-

down menu.
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@  Wondershare PDFelement Pro  File  Edit View Tool Go Window Help
eoe [ scmocon x B P P
D 8 @ 1w~ Edit Markup Form  Security

58 &8 0 8B @

Attachmaents

+ batanca-shen..plate-1-1.pdt
Open attachment file | "=
Attachment file save as | |
Cd description
Delate attachment

Science Class

._ Volcanic Experiment
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How to Read PDF with PDFelement for Mac
1. Document Layout

Viewing and navigating PDF files are very intuitive with PDFelement for Mac.

The most commonly used options are under the "View" tab in the Top Menu.

@  Wondershare PDFelementPro  Fle Edit View Tool Go Window Help

eve 0 sccounieg Single Page View 6 o)
Enable Scrolling
D8 @ Two Page View R Markur
Two Page Scrolling (3], T~ [ o
Thumbnails
v ] @ Q = 5 Bookmarks

Attachments
Thumbnails Comments
Falds
Search
Add or Edit Comment
Add o Edit Text -
Add or Edit image \“4 \ O, l 7
s Jlla Acccounting
Add or Edit POF Form
Mark far Redaction
Hand Mode

Forinnig

by,

Zoom

f [ Summary

Slide Show

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of QuarterlyR + - 1 X $800.00

o Single Page View: View one page in the document pane at a time.

e Enable Scrolling: Arrange pages in the document pane in a
continuous vertical column with scrolling enabled.

o Two Page View: Arrange pages side by side, displaying two pages at a

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

vertical column with scrolling enabled.

You can also use click the "View" button on the top left corner to find these

options.

@ Wondershare PDFelementPro  Fie Edit View Tool Go Window Help

eve [ wcoumms x +
Single Page View Dren Bmsge 2 Link
v Enable Scrofing
Two Page View
Two Page Scroling
Fields

Umbrella Acccounting

. Cost Summary

No form fields found in the
document,

Initial Account Setup

Name

Conversion from Angular Systems Inc. to HH Wellington Co.

Time period covered: JAN 01, 2021 to Present

Production of QuarterlyR + - 110

2.Zoom

Price
$2,500.00
$500.00

$800.00

With the zoom tool, you can enlarge or shrink the view of a PDF to see more

details. You can zoom in to a minimum of 20% and zoom out to a maximum

of 6400%.
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o Set the magnification level for PDF documents at the left-top corner.
You can also click the "Zoom In" or "Zoom Out" options under the

"View" button in the Top Menu.

[ @ a accounting X +

E (2]
M 88 @ Edit Markup Form  Security Tool Batchv
25% Text [3)image (2 Link
50%
Bl ol
100%
Thumbnails 125%
150%
— . 200%
| 300% Umbrella Acccounting
CostSummary Actual Size
" FitWidth
Eli~y Cost Summa
j: Fit Page u w
Initial Account Setup
Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00
Cribtasol $3,800.00
+ - 2B ] X
U $00.00

3. Page Layout

You can also get the page layout options under "View" > "Zoom", which

include "Actual Size", "Fit Width", "Fit Height", and "Fit Page”.
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@ Wondershare PDFelement Pro  File EditTool Go Window Help

8

0 M

8 8 0 28 €

Thumbnails

® G accounting-protected

142% v

Cost Summary

Frelntiy

Preitiy

Single Page View
Enable Scrolling
Two Page View
Two Page Scrolling

Thumbnails
Bookmarks
Attachments
Comments
Fields
Search

Add or Edit Comment
Add or Edit Text

Add or Edit Image
Add or Edit Link

Add or Edit PDF Form
Mark for Redaction
Hand Mode

Read Mode
Enter Full Screen

Slide Show
LA LS LA L

Conversion from Angular Systems Inc. to HH Wellington Co.
Time period covered: JAN 01,2021 to Present

Productionof Qua

curity Too

le (2 Link

[>:]

| Batch v

counting

mmary

Actual Size
Fit Width
Fit Height
Fit Page
Zoom In
Zoom Out

Price

$2,500.00
$500.00
$800.00

1 /1 X

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

o Fit Width: To resize the page to fit the width of the window. Part of

the page may be out of view.

o Fit Height: To resize the page to fit the height of the window. Part of

the page may be out of view.

o Fit Page: To resize the page to fit entirely in the document pane.

4. Multi-Windows Viewing

PDFelement for Mac allows you to open as many documents as needed in

different application windows. This allows you to keep all of your

documents readily available to work with, or review as needed.
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&  Wondershare POFelementPro  Fie ESt View Tool Go Widow Help

0 sccowane
Mo M e
B o

a e A= @

' Thumbnats

Qi

Budget
Proposal
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Create PDF

How to Convert Scanned Document to PDF on Mac
PDFelement for Mac supports creating a new PDF file from the scanner.

o Click the "File"> "New" > "PDF from Scanner” button on the Top Menu

to convert a scanned document to PDF.

- wuau-nmvnsmmmvvosm View Tool Go Window Help
000 [ wcomng [(hew ] > | POF from Fie.

New Tab POF from Images.
D 8 @ w6 Open. PDF from Windaw Cagture
Open Recent > PDF from Selection Capture
v @2 0 8 ¢ Open Cloud
>
Thumbnails Close Tab
PDF from Scanner
Close Window
Close All Blank Document
Save As.
ol Save as Other > 1 l . ll \ *
= 8 / ., », l
: oo ;» Umbrella Acccounting
<3 Protect >
Show in Find
- Share >

— = 2ost Summary

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00

Subtotal $3,800.00

How to Create a PDF on Mac from Any File

You can create a PDF from image, web, and text files.

e Click "File" > "New" > "PDF from File...".
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@ Wondershare PDFelement Pro

ece 0O
®

A Home
O Document Cloud

[ Tag

+

|_New
New Tab
Open...

T

o Open Recent

Open Cloud

Close Tab
Close Window
Close All

Re:

Export To

Protect

Share

[ Fie | edit view

Tool Go

Window Help

pd || POF from File...

PDF from Window Capture
PDF from Selection Capture

> PDF from Screen Capture
PDF from Clipboard

PDF from Scanner

Blank Document

Convert PDF

Compare PDF Batch PDF

&

1]
b

¢ Navigate the file you want to create to PDF in the popup window and click

"Open’.

@ Wondershare PDFelement Pro  File  Edit

ic]

A Home

O Document Cloud

A Teg

+

Tools

o

Open

@ Recents
XK

View

Tool Go

)=

Compress PDF

B8
<
]
<

D

= Desktop
[3 Documents
® Downloads
B3 Movies

17 Music

Gal Pictures
@ ws

) iCloud Drive

| 2 cover letter

o

"

"

v

»

resume

PDF Documents
accounting...otected.pdf
accounting.pdf
Architect.pdf
contract.pdf
edit-copy.pdf
invoice.pdf

proposal.pdf

Window Help

=2
OCR PDF Convert PDF
3 PDF e

cover letter
Microsoft Word document (.docx) - 146 KB

Batch PDF

Compare PDF

ol
w|
82

“ science-copy.pdf Information
‘,:3 h-llac;ntosh... Created Today, 5:39 PM
£ Wonde... = P
S Monda, -

e After opening a file in PDFelement for Mac, you can view and edit it as needed,
then click "Save" to save it as a PDF file into your preferred destination folder.
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Note:

If you select multiple files to create, the program will open each file in a separate tab so
that you can save each as a separate PDF file.

How to Create Blank PDF on Mac
PDFelement for Mac supports creation of a blank document.

e Click "File" > "New" > "Blank Document”.

.' Wondershare PDFelement Pro| File | Edit View Tool Go Window Help

oo e G + |_New PDF from File... = g
New Tab PDF from Window Capture
1] T Open... PDF from Selection Capture B
ot ©
Open Recent > PDF from Screen Capture b
A Home Open Cloud PDF from Clipboard
PDF from Scanner ﬂs
Close Tab
& ‘Document Cloud Close Window Blank Document #N Convert PDF Compare PDF Batch PDF
Close All
0 Teg Rel & = &8
Export To >
Sciance Class
canic
Share > ==

e In the pop-up window, enter the name of the blank PDF file and set
its location. Click "Save’, and a blank document is created

successfully.
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i Wondershare PDFelementPro  File Edit View Tool Go Window Help

G +

® Tools
A Home ot P
- )= = s
Open Compress PDF OrR PNE Camart DDF Camnare PDF Batch PDF
O Document Cloud Save
[ Tag Recents Save As [ Blank Document.pdf ] A =
Tog
CreatePDF_cover let edit-copy accounting sclence-copy accounting-protecte

o After creation, the blank PDF will open automatically.

@ Wondershare PDFelement Pro  File Edit View Tool Go Window Help

eoe [@ senkoocument x - =
m 8 141% ~ Edit Markup Form  Security Tool Batchv

Text [ Image é) Link

B @ 0 8 ¢

Thumbnails

e You can easily edit the blank PDF like Word.
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@ Wondershare PDFelementPro  File Edit View Tool Go Window Help
@0 e @ siank bocument X + = (2]
M 8 @ 141% v Edit  Markug Form  Security Tool Batchv

@ rext E)image (2 Link

8 ® o = @ Text

Thumbnails
PDFelement

*Initial Account Setup

How to Create PDF from Capture on Mac

PDFelement for Mac supports the creation of a new PDF file from different
capture options. Before capturing your screen, make sure PDFelement for

Mac has permission to record your screen content.

e Open System Preferences Panel on your Mac, click Screen Recording,
and grand Wondershare PDFelement to get access to this

application.
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@ SystemPreferences Edit View Window Help

Q + s (2]
® < i Security & Privacy Q
© Tools (O]
PS General  FileVault  Firewall Privacy
Home o
i -
Allow the apps below to record the contents of your
— £
O Document Cloud Open [ Files and Folders screen, even while using other apps. stch PO
Screen Recording
@ * Microsoft Teams B = =8

Recents

[ Tag
Media & Apple Music —_—
v T wWondershare PDFelement
-—

{J Homekit =
* vane E_
— a Bluetooth
sa
User Availability
a Automation b
edit-cop) _cover let
r
m Apple Advertising
PDFelement V9
Click here for feedback g Analytics & Improvements
: ] ¢
_ [ Click the lock to prevent further changes. Advanced... ?

accounting-protecte
d

o Click the "File" Button on the Top Menu, select "New" on the drop-
down menu, and then more options will be available:

e PDF from Window Capture: Create PDF from any window you have

opened on the desktop.

o PDF from Selection Capture: Use selection tools to create a PDF from

an area that is defined by you.

o PDF from Screen Capture: Create a PDF using the full-screen

information.
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&  Wondershare mrcumm Edit View Tool Go Windaw Help
ece 0O + > | POF from File. &
New Tab
) en.
o= Toc
Open Recent >
" Open Cloud POF from Clipboard R
= -
POF from Scanner -
Closa Tab &)
O Document Cloud Close Window Blank Document PCR POF Batch POF POF to image
Close ANl
0 m Rog 8 a8

o
Export To > —

Protect >

Share >

Annotate PDF

How to Draw on a PDF on Mac

The shape tools in PDFelement for Mac help you create shapes, like an
arrow, line, rectangle, or oval on the PDF page to illustrate your annotations.

Here are the steps for using shape tools.

Index

01 Add Drawing Shapes to PDF
02 Pencil and Eraser Tools

1. Add Drawing Shapes to PDF

e Click the "Markup’ button on the Main Toolbar, select the rectangle icon, and
more shapes will be available on the right-side panel. You can choose anyone
you need.
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e Click the PDF page where you wish to add a drawing markup and drag the
cursor to add a shape.

.' Wondershare PDFelementPro File Edit View Tool Go Window Help
'E R @ sccounting x + o

f0 8 m 125% v Edit Form  Security Tool Batchv

A8 Aa Aa Aa  Aa & 0 T 3 ® @@ & 154 [ e

2]

.3 @ D = @ lectangle
Thumbnails
O
. Umbrella Acccounting —
Cost Summary i Q\ O O / 7
O C S L&
- Initial Account Setup
= 769 O
) Name Pric —
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00 P ®e
Time period covered: JAN 01,2021 to Present $500.00
Production of Q‘u/aCedyRepons $800.00 ® ® P
- Subtotal $3,800.00
Discount $00.00
Note:

To draw a square or circle, or a line or an arrow that is horizontal or vertical, press the
Shift key while drawing. After adding the shape you want, double-click the shape to
change the properties.

2. Pencil and Eraser Tools

The Pencil and Eraser tools allow you to draw free-form shapes or lines in

the document and revise them as needed.

e Go to the "Markup’ menu in the Main Toolbar, and select the "Pencil” tool.

e Click and drag the pointer on the PDF to create the image you need.

e If you need to modify the shape after drawing it, click on the "Eraser” tool to
erase the section that needs adjustment.
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@ Wondershare PDFelementPro  File Edit View Tool Go Window Help

@o@® [ sccounting X + o = (2]
Ad Aa Aa Aa Aa 0 i i) ® 0O e & ﬁ (O o
2 Discount $00.00
82 A 8 ¢ Pencil
Tax $00.00
Thumbnails
Total $3,800.00 s r—

Cost Summa . ° Thickness
— 0ngomg-'-£xpenses =

Name Pric|
o m - Daily Account Reconciliation $1,000.00 V{ymv e
= - = Bi-Monthly Payroll Services $60000 [
< Subtotal $1,600.00| @ @ o0
n Discount $00.00
Tax $00.00
Total $1,600.00
How to Mark up PDF on Mac

O1Highlight: to mark important texts with a fluorescent marker for memory
retention or later reference.

02 Strikethrough: by using the "Strikethrough" option, you indicate that the

text is to be ignored or deleted.

03 Underline: to show an emphasis on the critical through an underline.

04 Squiggly: to emphasize some vital information through a squiggly.

05 Insert: by adding a remark to the PDF files, you can express your opinion
on a feature.

1. Highlight PDF Text
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« After opening your PDF file in the program, please click the "Markup” >
"Highlight" button.

o Select the text you want to mark up, and it will be highlighted
immediately.

e You can modify the highlight color on the right Highlight Property

panel.

.‘ Wondershare PDFelement Pro  File Edit View Tool Go Window Help

a accounting X + H e
(D 88 @ 125%v :»:;no,m Batch v
AaAaAaAn & © T 3 @ 0Oe & p <@ e
2
®m @ 0 =8 Highlight
Comments 3 >
PDFelement
Page 1 3 A
s Productionst Quinaty Umbrella Acccounting
Reports "
)

An

Conversion from-Anguiar
Systenva ine. to-HH Welngton
Ge

Time period cavered: JAN 01,
2021 to Present

Cost Summary

Initial Account Setup

Name

Time period covered: JAN 01, 2021 to Present
Production of Quarterly Reports
Subtotal

Discount

«

$RGB IEC61966-2.1

2. Add Strikethrough/Underline/Squiggly to PDF Text

The Pencil and Eraser tools allow you to draw free-form shapes or lines in

the document and revise them as needed.

o After opening the PDF file in the program, please click the "Markup’

on the Main Toolbar to get more tools.
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e Then click the "Strikethrough”, "Underline” or "Squiggly” button, select
the text you want to mark up, and the operation will be applied
immediately.

e You can modify the color of the line on the right panel.

" Wondershare PDFelementPro  File Edit View Tool Go Window Help

eoe B eccounting X + o & (2]
m 8 125% v 2 Edit Form  Security Tool Batchv
Bl o mn 660 TEBFE® 00 &P ©
& = a = . Strikethrough {&4S) Strikethrough
Comments qC
PDFelement
Page 1 3 A
Ao Produstion o Quaracy Umbrella Acccounting
Reports
L JOICN N X

" R Cost Summary

Time period covered: JAN 01,

a0zt e Initial Account Setup
Name Pric
| , p $2,500.00
Time period covered: JAN 01,2021 to Present $500.00
Production of Quarterly Reports $800.00
Subtotal $3,800.00
Discount $00.00

3. Insert Text Markup to PDF

The Pencil and Eraser tools allow you to draw free-form shapes or lines in

the document and revise them as needed.

o After opening the PDF file in the program, please click the "Markup’
on the Main Toolbar to get more tools.
o Then click the "Insert” button, select the text after which you want to

insert text, and type the text you want to add.
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e You can modify the color of the text you inserted on the right panel.

‘ Wondershare POFelement Pro  File Edit View Tool Go Window Help
. (r | [ < |+ 1 ]
M| 60 T EBPE 0@ &P o
- ™ vu------u-,
B @ 0 S e Rount
o tial Account Setup POgsament
Page 1
e Price
on from Angular Systems Inc. to HH Wellington Co. $2,500.00 00600960
period covered: JAN 07, 2021 to Present $500.00
oduction of Quarterly Reports $800.00
Subtotal $3,800.00
Discount $00.00
Tax $00.00
Total $3,800.00
Ongoing Monthly Expenses
Name Price
Daily Account Reconciliation $1,000.00
BiMonthly Payroll Services $600.00
Subtotal $1,600.00
Discount $00.00
Tav $00.00
2 BTN
$1,600.00

Adjust Comment Properties

Index

01 Change comment properties

02 Change the name used for comments

Change comment properties

You might want to change the appearance of comments or markups before
or after creating them. After selecting a comment tool, you can set the color
and/or text font of the comments in the right panel before creating them.

Alternatively, you can update the look of a comment after creating it. Select
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the comment you want to adjust in the Comment Panel, and then change

its appearance in the right panel.

@  Wondershare PDFelement Pro  Fde Edit View Tool Go Window Help
eve [0 woe <+ = ()
D 8 @ ax~ Edit Markup Form  Securty Tool  Batchv
B e o 60 T EODPB® D &P <
8 @ 0 8 @ Text Callout
Comments 26 -
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7 Customéey
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1 " Rrommes g Comment
Aa A
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Total New e
[ LN J
o, Backgrowa Cone
, 65% o esee
[ e TotarNew
Customers
As roduct
+ - i 311 x

Change the name used for comments

PDFelement for Mac uses the username on your Mac for author’s name. To
change the name used for comments, click Wondershare
PDFelement Panel > Preferences, then change the name of the Author in

the Commenting Tab.
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& | Wondershare PDFelement Pro Edit View Tool Go Window Help

®  About Wondershare PDFelement
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Hide/Remove Annotations from PDF on Mac

Index

01 Hide annotations from PDF files

02 Remove annotations from PDF files

Hide annotations from PDF files

You might want to hide your comments or markups temporarily for your
convenient reading when there are too many annotations on your PDF file.
Click the "Hide Annotations" button to hide the markups from view and
expose the original page. Click it again to display all the annotations in the

document.
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&  Wondershare PDFelement Pro  Fle Edit View Tool Go Window Halp
evse [0 v x | * = 2]
M 8 @ %~ Edl Markuy F

maemmm 60 TEB® 00 &2 [o

Customers evceee

65%
Total New
Customers

Remove annotations from PDF files

After adding annotations to your PDF or opening a PDF file with annotations
therein, you can delete the markup or comment by selecting the same in
the Comments Panel and clicking the Delete Key, right-clicking it to choose
“Delete”, or selecting the "Delete” option in the drop-down menu under the
"Edit" button on the Top Menu. You might group select multiple comments

and delete them altogether rather than deleting each one individually.
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@  Wondershare POFelement Pro  File Edit View Toal Go Window Help

000 [ ww < L & @
DB @ au dit Markup Form  Securlty T ich ~
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Total New
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How to Add Attachments to PDF on Mac

Adding attachments is one of the best ways to supplement your current file

content, so here is a step-by-step guide for adding attachments to PDF.

« After opening a PDF file, click the "Markup” button on the Main
Toolbar, then select the "Paperclip” icon.

e There are four icons — "Paperclip’, "Graph’, "Attachment”, and "Tag" in

the right panel. You can select one of them as desired.

54




E Wondershare PDFelement

@  Wondershare PDFelement Pro  Fle Edit View Tool Go Window Help

000 [ wcoumng x =+ 1
Edit m Form  Security

B A A A A & @ T @3 ® 0O

T W % ™ S WEE § BN N Swms J

D 8 @ wwv

Tool  Batch

2 2
ék)@

Commes 2.8 Initial Account Setup
Name Price
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e Put the icon to your desired location, and upload the attachment file

in the pop-up window. Moreover, you can also change the color of

the attachment icon on the right panel.
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e Then please go to the "Attachments” panel on the left to check the
inserted attachment. You can also open, save, and delete
attachments, and edit their descriptions by right-clicking the
attachment icon and selecting the corresponding options available in

the drop-down menu.

.’ Wondershare PDFelement Pro File Edit View Tool Go Window Help

enve u accounting X + = 9
M0 8 @B 125% v Edit Markup Form  Security Tool Batchv
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Subtotal $3,800.00
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Discount $00.00
Attachments
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& proposal.pdf
: Total $3,800.00
Open file
Attachment file save as
Edit description -
ey Ongoing Monthly Expenses
Name Price
Daily Account Reconciliation $1,000.00
Bi-Monthly Payroll Services $600.00
Subtotal $1,600.00
Discount $00.00
Tax $00.00
Total $1,600.00

+ Add Attachment
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How to Add Comments to PDF on Mac

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

move the comments in Wondershare PDFelement for Mac.
Index

01 Add Text Comment/Text Box/Callout/Sticky Notes

02 Edit Comments

03 Delete Comments

1. Add Text Comment/Text Box/Callout/Sticky Notes

After opening a PDF file in the program, please click the "Markup” button on
the Main Toolbar, select your desired tool from the Secondary Toolbar, and

then choose the location in the PDF file that you need to add this comment.
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: Cost Summary
Initial Account Setup
Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01,2021 to Present $500.00
Production of QuarterlyR + - v x $800.00

¢ Text Comment

You can leave a Text Comment to indicate content modification or

suggestion. Text font, size, and color can be changed in the right panel.
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@  Wondershare PDFelement Pro  File Edit View Tool Go Window Help
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Thumbnails
PDFelement

Initial Account Setup

Name Price (US dokar) ¢ Helvetica

Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00 Regular 12pt
Time period covered: JAN 01,2021 to Present $500.00 T oibe
Production of Quarterly Reports $800.00 Aa Aa Aa Aa A
Subtotal $3,800.00
Discount $00.00
Tax $00.00
Total $3,800.00

Ongoing Monthly Expenses

Name Price
Daily Account Reconciliation $1,000.00
Bi-Monthly Payroll Services $600.00

Subtotal $1,600.00

= $00.00
+ - T x

1ax $00.00

¢ TextBox

The "Text box" option allows you to add an always visible box of text, to
bring readers’ attention to important texts in the PDF. You can position it
anywhere on the PDF page and adjust it to any size. Text font, size, and
color, and the colors of the border and background, can be modified in the

right panel.
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Ongoing Monthly Expenses

Name Price
Daily Account Reconciliation $1,000.00
Bi-Monthly Payroll Services $600.00

Subtotal $1,600.00
$00.00

111 X
1ax $00.00

o Text Callout

It is often used to add a note to a PDF page, indicate an important aspect of
the document, or give information about a feature. Next, select the "Text
Callout” tool in the Secondary Toolbar, click once to set the location of the
ending point of the arrow, and then click again to set the location of the text

box. Adjust the properties of the text properties and the box in the right

panel.
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‘ Wondershare PDFelement Pro  File Edit  View Tool Go Window Help
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Conversion from Angular Systems Inc. to HH Welington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00 Aa Aa As Aa As
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Daily Account Reconciliation $1,000.00
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o Sticky Note

To leave your comments or instructions on the page, you can use the "Add
Sticky Note" function, which can help direct the readers to a specific text
area. Select the "Sticky Note" tool in the Secondary Toolbar, and click once

to set the location where you want to place the note.
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2. Edit Comments

After adding one comment to the PDF, you can change its properties. Select
the comment in the "Comments” panel on the left or directly click the

comment on the PDF page, and adjust its appearance on the right panel.
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3. Delete Comments

e Select the comment by clicking the comment on the PDF page, and

then press the Delete key to delete it, or right-click it and select

"Delete".
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Conversion from Angular Systems Inc. to HH Wellington Co.
Time period covered: JAN 01, 2021 to Present
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e You can also select the comment by clicking the comment on the

PDF page on the left "Comments” panel, and then press the Delete

key to delete it, or right-click it and select "Delete".
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Initial Account Setup

Conversion from Angular Systems Inc. to HH Wellington Co.

Time period covered: JAN 01, 2021 to Present
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$2,500.00
$500.00
$800.00
$3,800.00
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e Alternatively, you can delete the comment by clicking the "Delete’
option under the "Edit" button on the Top Menu after selecting the

comment.

.' Wondershare PDFelement Pro  File Edit View Tool Go Window Help
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How to Add Stamps in PDF on Mac

Stamp annotations help indicate the status of PDF pages. There are some
built-in stamps available in PDFelement for Mac, and you can also create
your signature or use images as the stamps. Moreover, PDFelement allows

you to customize your stamp.
Index
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01 Create Built-in Stamp

02 Create Custom Stamp

03 Create Signature

1. Create Built-in Stamp

e Clicking the "Markup" button on the Main Toolbar, and more tools will

be available. Click the "Stamps” option, and then you can select a

built-in stamp to add to any desired location on the PDF page.

.' Wondershare PDFelement Pro  File Edit View Tool Go Window

G accounting X +

@ 125%v

o 8
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Thumbnails

Help

(<]

Stamp

Stamps Custom

s Umbrella Acccounting
S Initial Account Setup

Name Pric
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00

Time period covered: JAN 01,2021 to Present $500.00

Production of Quarterly Reports $800.00

Subtotal $3,800.00

Discount $00.00

e You can drag a corner handle to resize a stamp. To move a stamp,

drag it to a new location, or use the arrow keys for precise

movements.
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2. Create Custom Stamp

e Under the "Markup” tab, click the "Stamps” icon, and then select the
"Custom’” option. Next, you can click the "Create” button to customize

a new stamp, or click "Import" to upload an image of the stamp you've

already created.
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D Subtotal $1,600.00
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Import

e If you choose to create a stamp, you can customize it in the pop-up
"Create Stamp” window. Then, enter the text in the "Sample Text" box,
and at the same time, you can preview the stamp you created in the
"PREVIEW" window. In addition, you can also change the shape and
color of the stamp, and customize the format of the Date and Time.

Finally, click "Done" and put the created stamp on your desired

location.
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3. Create Signature

o PDFelement for Mac allows you to create your signature as the
stamp to add to the PDF file. Clicking "Markup” > "Signature” > "Create

Signature”.

69



B Wondershare PDFelement

.' Wondershare PDFelementPro  File Edit View Tool Go Window Help

® [ ] G accounting X contract X - - e

o 8 125% v Edit Form  Security Tool Batchv Q e
Bwnnon (@ TEBE 0o aldg
)

Subtotal Signature (3%¢~)

a8 2] o 2 @ Signature
Discount $00.00
Thumbnails
Tax $00.00
T — Total $3,800.00
Cost Summary

Ongoing Monthly Expenses

«-_----m-- Name Pric: i@
it $1,000.00

Daily Account Reconciliation

freittiy

I
Pl

Bi-Monthly Payroll Services $600.00
Subtotal $1,600.00
Discount $00.00
Dean Gallowav ::; 5 :.oo
1,600.00 o

Create Signature

e Add your signature in the pop-up window by uploading an image of
your signature, or drawing your signature in the field with the mouse

or on the trackpad.
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Edit PDF
How to Add Header & Footer to PDF on Mac

The headers and footers tool allows you to add specific illustrations such as
date, origin, and page number to your PDF pages and makes the pages
formal and professional. Wondershare PDFelement for Mac supports adding

the headers and footers to your PDF files easily with just a few simple clicks.
Index

01 Add Headers & Footers

02 Edit Headers & Footers

03 Delete Headers & Footers

04 Batch to Add and Remove Headers & Footers

1. Add Headers & Footers

e Go tothe "Tool" > "Header & Footer" > "Add Header & Footer" button
in the toolbar.
e Alternatively, you can click the "Tool" > "Add or Edit Header & Footer"

button on the Top Menu.
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o Click the "Add Header & Footer” button in the pop-up window, and
hit the "+" icon on the right-side panel. You can change "Layout’,
"Format’, or "Content”.

» After getting what you need, click the "Save" button.

o Click "Apply" to apply the Header & Footer to your file.

@ Finder File Edt View Go Window Help

@ sccoumting x4+ Q

Croate Header & Footer Template

Lartt Hoadar Text

@ Umbrella Acecounting

Cost Summa .

2. Edit Headers & Footers

o To edit the existing headers & footers of a file, click the "Header &
Footer" button, and hit the "Edit" icon on the right-side panel. In the

pop-up window, change the settings as needed.

3. Delete Headers & Footers
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e Click the "Remove Header & Footer” button. Select the Header &
Footer you set in the right column, and click the "Delete” button

below to remove it.

o Click "Yes" in the pop-up window to remove the Header & Footer

from your file.

‘ Wondershare PDFelement Pro  File Edit  View Tool Go Window Help

4.Batch to Add and Remove Headers & Footers

o To batch to add the Header & Footer, you can click the "Batch” > "Add
Header & Footer”, load all files you need to add the same Header &
Footer, and click the "+" button at the right side to add headers and
footers. Finally, click the "Apply” button and choose an output folder

to proceed with the action.
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Initial

Name
Conversion fro
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00
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o To batch to delete the Header & Footer, you need to click the
"‘Batch” > "Batch Remove’, load all files you need to remove their
headers & footers, click "Header & Footer” on the right side, and click
the "Apply” button, choose an output folder to proceed to remove

Header & Footer.
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How to Add Watermark to PDF on Mac

Adding watermarks to PDF pages is a great way to declare your ownership.
With the help of PDFelement for Mac, you can easily add/update/remove
watermarks from PDF pages. What's more, PDFelement supports tiling

watermarks.
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Thumbnails

Choice of Law

Contract Terms

This agreement is set based on contractual terms and shall be
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 Systems Inc. and
HH Wellington Co. None of the terms within this business contract shall
be amended, except in writing and signed by both parties.

1. Add Watermark to a Single PDF

o After opening a PDF file in the program, click the "Tool" > "Watermark”,
and select "Add Watermark" in the pop-up window.
o Click the "+" button in the right-side panel and create a watermark by

adding "Text", "Image’, or "PDF".
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Create Watermark Template

Text Image PDF

PREVIEW

APPEARANCE

Rotation: 45° Opacity: 100%

Scale relative to target page

Appear on top of page

POSITION

Inches

. Vertical Distance:

Horizontal Distance:

o Text: Click the "Text" tab in the pop-up dialog and enter the text in
the text box as the watermark. You can also modify its font type, size,
color, position, etc., and then the created watermark will appear on

the page.
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"Save”. You can also change its appearance and position.

s o

|| Page Range

Add Watermark

Close

Image: Select the "Image” tab in the pop-up dialog and click the "..."

button to choose an image on your Mac as the watermark, and click



E Wondershare PDFelement

| @ Wondershare PDFelementPro  File Edit View Tool Go Window Help

Create Watermark Template

Text image PDF

IMAGE PREVIEW

watermark.png

APPEARANCE

Rotation: 45° Opacity: 100% _

9 Scale relative to target page 70%

Appear behind page

POSITION

Picas

. Vertical Distance:

Horizontal Distance:

o PDF: Select the "PDF" tab in the pop-up dialog, and click the "...
button to select a PDF file. Next, enter the page number to select a
specific page as watermark. You can also change its appearance and

position.
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2. Delete Watermark on PDF Pages

e Click "Tool" > "Watermark” > "Remove Watermark". Select the
watermark(s) you want to delete in the right panel, and click "Delete".

o Click "Yes" in the pop-up window to remove the watermark(s).

@ Wondershare PDFelementPro  File Edit View Tool Go Window Help

@o® [ accounting % contract x o+ g (2]
< + Add Watermark ¢ Edit Watermark [§] Remove Watermark
Remove Watermark
Select All
Lmbrelka \ecoomnting
ry R
Initlal Account Setup P
Name Price 2
o e A By v 0144 W Ca T
Trve e ot 4053, 3001 0 P wam
ot of Oy et s
P
Owart e
- "
Tt mm
Ongoing Monthly Expenses
Name Price
Oy Accars Socercaunen e
L p— s
[y s
Oncmet e
- o
T o

Close

3. Batch Watermark Process

Batch to add watermark:

« After opening one file in the program, click "Batch” > "Add Watermark'".

81



G Wondershare PDFelement

" Wondershare PDFelementPro File Edit View Tool Go Window Help
® @ D accounting X contract X +

m 8 125% v Edit Markup Form  Security Tool |Batchv
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) OCR Text Recognition
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Thumbnails
[E Bates Numbering

(] Add Watermark
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et Senp [© Add Header & Footer
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@ Batch Encrypt

= Cost Sur ==

PR — @ Batch Remove

(2 Data Extraction

Initial Account Set @ Print PDF

i
{
Pty

D Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00
Subtotal $3,800.00
Discount $00.00

Tax $00.00

e Add multiple PDF files in the program through drag-and-drop or
choosing the files from the finder.

« Choose existing watermark(s) on the right side, click the "+" button to
create a new watermark template to add to the PDF files, and click

"Apply”.

o Select the destination folder to save the output files.
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Batch to delete watermark:

o After opening one file in the program, click "Batch” > " Batch Remove".

o Add multiple PDF files in the program through drag-and-drop or
choosing the files from the finder.

e Choose "Watermark” on the right side, and click "Apply".

o Select the destination folder to save the output files. All watermarks

will be removed.
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How to Change Background Color in PDF on Mac

The Background function in PDFelement for Mac allows you to set a color

for the background or import an image to make your PDF pages more

attractive.

1. Add Background to PDF Pages

o Go to the "Tool" > "Background” > "Add Background” button in the

toolbar.
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e Alternatively, you can click the "Tool" > "Add or Edit Background®

button on the Top Menu.
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e Click the "Add Background” button in the pop-up window, and hit the
"+" icon on the right-side panel. Select the "Color”, “Image” or "PDF" in
the pop-up box.

e Color: Choose the color as you wish. You can set its appearance and
position.

o Image: Click the ".." button to select an image on your Mac and use it
as background. You can set its appearance and position.

o PDF: Click the ".." button to select a PDF on your Mac and choose a

specific page as the background. You can set its appearance and

position.

Click "Apply" after you finish editing to save the modification.

@  Wondershare POFelement Pro  Filo  Edit  Viow Tool Go Window Help
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2. Edit Background

o To edit the existing background of a file, click the "Edit Background ”
button, and hit the "Edit" icon on the right-side panel. In the pop-up

Edit Background window, change the settings as needed.

®  Wondershare PDFelement Pro  File Edt  View Tool Go Window Help

3. Remove Background

o Toremove the background, click the "Remove Background " button.
Put your cursor on the applied background on the right panel and

click the "Delete” button to remove it.
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4. Batch to Add and Remove Background

Remave Background

Select AD

To batch to add the background, you can click the "Batch” > "Add

88

output folder to proceed with the action.

Background"” button, load all files you need to add the same

background, choose one background or click "+" button on the right

side to create a new one, click the "Apply" button and choose an
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| @ Wondershare PDFelement Pro  File Edit View Tool Go Window Help
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Conversion fl'Omnlumu Y wnn gulon Lo, g, ——
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00
Subtotal $3,800.00

In order to batch to delete the background, you need to click the
"‘Batch” > "Batch Remove’, load all files you need to remove their
background, select the "Background” option on the right side, and
then click "Apply” button. Besides, choose an output folder and

proceed with the action.
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How to Edit Image in PDF on Mac

PDFelement for Mac supports adding, resizing, deleting,or replacing images

in a PDF document.
1. Add Image

An image file in jpg, jpeg, bmp, png, tiff, or gif format can be added to PDF

pages.

e Select the "Image” button under the "Edit" tab, and click the location

where you want to insert the image.
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Select an area on a page to add an
image.

e In the pop-up dialog box, browse your computer to open the desired

image file.
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e Click and hold on one of the eight small blue boxes on the edge to

resize the image.

« To move the image as needed, click and drag the image to the

location required, or use the arrow keys on the keyboard for precise

movements.
‘ Wondershare PDFelement Pro  File  Edit View Tool Go Window Help
eoe [ wenea s I L] o
D 8 @ 0% v Edit Markup Form Security Tool Batch ~
Dren  Elimags @ i
2 @8 0 28 ¢ Iage
Thumbnails —
=
Fopiace
4093 g 09
o
(20 ¢ B A
13 crop
G+ Extracting

2.Delete Image

e To delete an existing image, you can click on the image and press the
"Delete” key on your keyboard, or select the "Delete” option under the
"Edit" tab on the top menu. Alternatively, you can right-click the

image and select the "Delete” option in the drop-down menu.
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3. Copy/Paste Image

« If you want to duplicate one image in the file, you can right-click the
image to select the "Copy" button, and then right-click to "Paste” it in
the desired place. You can also use Command+C keys to copy any
image from other files or your clipboard, then press Command+V

keys to paste in the PDF file via our program.
4. Rotate/Replace/Extract/Crop Image

o Click the "Image” button at the Secondary Toolbar to start the editing
mode, then click the target image.
e You can directly edit the image on the right-side panel, or select the

corresponding options in the right-clicking drop-down menu.
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o Rotate: Change the orientation of the selected image. You can rotate
the selected image ninety degrees in the clockwise or

counterclockwise direction, and flip it vertically or horizontally.

e Replace: Select a new image as a substitution to the target one. Click
the "Replace” option in the right-clicking drop-down menu, and open

a new image in the pop-up dialog window to replace the existing one.
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« Extract: Take the target image out from the current PDF.

@ Wondershare PDFelementPro  File Edit View Tool Go Window Help
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e Crop: Adjust the image to only show the important aspects of the
document. Click the "Image” button at the Secondary Toolbar, select
the target image, and select the "Crop" option in the right panel or in

the right-clicking drop-down menu.
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How to Edit Link in PDF on Mac

Much like hyperlinks on the internet, using a "Link" in PDFelement for Mac will
allow you to jump to other pages in the same file or a website. This feature
allows for citing sources or easy access to important information in the

document.

1. Add Link
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e Click "Link" under the "Edit" tab in the Main Toolbar.

.' Wondershare PDFelementPro  File Edit View Tool Go Window Help

. (2] G accounting X contract X o+ = 0
M 8 @ 1% Edit Markup Form Security Tool Batchv
Text [ Image (Z) Link
c ST Choice of Law G
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This agreement is set based on contractual terms and shall b
S construed in accordance with the laws of the state of Califorr
Contract Terms
Notices
If to Angular Systems Inc. S,
If to HH Wellington Co. st
i
Enti re Ag reement Select an area ::ka page to add a

This sets forth the entire agreement between Angular Systerr
HH Wellington Co. None of the terms within this business cor
be amended, except in writing and signed by both parties.

« Drag arectangle where you want to add a link. This rectangle is the
area where the link is active.

e On the right-side panel, you can choose the action of the link.

« Link to a web page: After choosing this option, please enter the
website link in the box, right-click the link, and select "Preview" to

open it.
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o Go to a page view: After choosing this option, drag a rectangle to
select an area on a page to add a link. In the right panel, set the
desired page number and view magnification. Next, right-click the link

and select "Preview" to check the target page view.
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2. Edit Link

To edit the link, click the "Link" button in the Secondary Toolbar,

select the target link, and edit its properties and appearance in the

right-side panel.
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3. Delete Link

e Select the link you added, and click "Delete” in the drop-down menu
under the "Edit" tab to delete it. Alternatively, press the Delete key

directly, or right-click the target link to select the "delete” button.
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How to Edit Text in PDF on Mac

With PDFelement for Mac, you can edit, add, and remove texts, as well as

change text properties.

1. Edit Text

e Click the "Text" button on the Secondary Toolbar, then select the text you want
to edit. Type new text to replace the selected text, or press Delete to remove it.

+ Modify the font, size, layout, color, or other formatting options on the right-side
panel.
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Note:

If you experience a failure in editing the PDF, please run the OCR process to make the
text editable. If this is the case, you will see a blue highlighted notice informing you that
it needs to run this operation on the file. Please refer to the chapter of * OCR PDF on Mac”
for more instructions on how to perform OCR before editing a scanned PDF file.

2. Add Text

e You can add or insert new text into a PDF using the Text feature.

e Select the "Text" tool, and click the location where you wish to place the new
text. An input box will appear for adding text.

e You can change the font name, size, color, alignment, and other text properties
in the right panel.
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How to Add Bates Number to PDF on Mac

Bates numbering is a useful PDF tool for lawyers as it can help label and

account for the PDF page by creating a unique number for it. The Bates

Numbering function in Wondershare PDFelement for Mac allows you to add

Bates Numbers to the pages easily and quickly.

Index

01 Add Bates Numbering

02 Remove Bates Numbering

1. Add Bates Numbering

« Please go to "Batch” > "Bates Numbering’".
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e Click "+ Add..." to add the file you need to add bates Numbering and
click the "+" button on the right panel.

e In the pop-up window, please create bates numbering as needed.

Click "Save" after editing.
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2.Remove Bates Numbering

e After opening a PDF file with bates numbering in the program, please
click the "Batch” > "Batch Remove" button. Click "+Add..." to open the
file from which you want to remove bates numbering, and select
"Bates Numbering” on the right side. Next, click "Apply” and choose an

output folder to save the new file.
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Combine PDF

How to Combine PDF Files on Mac

o Start the "Merge PDF" tool from the Homepage, or click the "Batch

Process” > "Merge PDF" button after opening a PDF file.
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e Load all of the files that you need to combine.
e Click "Apply”, and the output folder will be opened automatically.
Choose the output folder and click "Save’, and your files will be

combined.

106



G Wondershare PDFelement

®  Wondershare PDFelement Pro  Fila Edit  View Tool Go  Window Halp

@ =coming x +
D 8 @ 196%-~
P e n s e
eve Morge POF
Thumbnail
umbnails + Combine POF fles it 8
=8 wingle POF

O PDF Comverter

1. contractpdf tsact o single PDF into
: e fies
& OCR Text Recognition 2. edit-copy.pdf
Umbg @ o
[ Add Watermark
[ Add Background
COS © Add Hoader & Footer
@& Bateh Encrypt
Ty ©  Botch Remove
Initial A
(Z Data Extraction
Name & Print POF
Conversion froms y Y meowne y vo. S VLPUVVU
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00
Subtotal $3,800.00

Organize PDF
How to Add Pages to a PDF on Mac

The program supports inserting pages from another PDF file or inserting

blank pages into your current PDF file.
Open one file and click the "Organize Page" button on the top left.

In the pop-up window, click the “Insert” button.
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Insert Blank Pages

Select "Insert Blank Page” on the right-side panel, and set the location of the

new blank pages. Click “Insert” to apply such action.
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Insert from File

Select "Insert from File" on the right-side panel, and browse to select
another PDF file that you want to insert. Please also set the location where
the new pages will be added, then click “Insert”. This action enables you to
insert all pages of the inserted files to your current PDF. You can delete the

pages you do not want later.
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How to Compress PDF on Mac

The compress function can help reduce the file size of a document to
facilitate transferring and saving in a local folder. With PDFelement for Mac,

you can use the compress function to optimize the file size and remove
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unwanted objects from your PDF files. Here are the steps for compressing

your PDF file.

@  Wondershare PDFelement Pro  File  Edit  View Tool Go Window Melp

POF document - 136 KB
Information
Crested

U Apiian

Alternatively, you can click the "File" button on the Top Menu and select

"Save as Other" > "Compress PDF..." from the drop-down menu.
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In the pop-up dialog window, choose a compression quality and save the

compressed file in a local folder.
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Compress PDF
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How to Crop PDF on Mac

You can use the Crop Pages Tool to adjust the visible page area, and quickly

resize pages.
Index

01 Crop pages tool

02 Crop page rectangle
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Crop pages tool

Click the Tool button on the Main Toolbar, and select "Crop Pages” on the

Secondary Toolbar.
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Crop page rectangle

Resize the rectangle by dragging the corner handles to crop the page. Click

Done to apply the settings. You can click Revert All to reset and crop again.
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How to Delete Pages from PDF on Mac

In PDFelement for Mac, it's effortless to delete pages from PDF files.

Open one file and click the "Organize Page" button on the top left.
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In the pop-up window, click the "Delete” button. Click a single page or hold
the Command key to select multiple pages at the same time, or select the

"Page Range" in the right-side panel.

Click the "Delete” button or press the Delete key on your keyboard to

remove the selected pages.
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Alternatively, you can go to the Thumbnail Panel, right-click a page you want

to remove, and select the "Delete” option in the drop-down menu.
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How to Extract Pages from PDF on Mac

PDfelement for Mac allows you to extract pages from a PDF to create a new

PDF easily.

Open one file and click the "Organize Page" button on the top left.

| - wmdalhv PDF“ m.nP Filo Edit View Tool Go Window Help ‘
|
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m @ o Edit  Mark s
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Thumbnails
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In the pop-up window, click the "Extract” button. Click a single page or hold
the Command key and click multiple pages at the same time, or select the

page range you want to extract on the right-side panel.

Click the "Extract” button to extract and select an output folder to save the

new file.
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How to Rotate a PDF on Mac

PDFelement for Mac enables you to rotate pages in a PDF document.

Open one file and click the "Organize Pages” icon on the top left.
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Click "Rotate " in the pop-up window. Click a single page or hold
the Command key and click multiple pages to be selected, or select the
pages you want to rotate in the right panel, and then choose the rotate

direction on the bottom.
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Alternatively, you can go to the Thumbnail Panel, right-click a page you want

to rotate, and select the "Rotate” option in the drop-down menu.
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How to Split PDF Pages on Mac

You can use the Split Pages Tool in PDFelement for Mac to separate one or
more PDF into multiple files by specifying the range, number or orientation

of pages, or top-level bookmarks.
Index

Step 10rganize pages button

Step 2 Split pages tool

Step 3 Set splitting criteria

Step 4 Set output locations
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Organize pages button

Click the Organize Pages Button on the top left.
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Split pages tool

Click the "Split" button on the toolbar.
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Set splitting criteria

In the pop-up pane on the right, specify if you want to separate the PDF file
by number of pages or top-level bookmarks. In addition, you can customize

the ranges by yourself in the “Custom Ranges” Tab.
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Set output locations

After set the splitting criteria, click “Split” button, then specify a target

folder for the output PDF files or create a new folder to save the split

documents.
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OCR PDF

Batch OCR on Mac

This program supports batch OCR for multiple scanned PDFs, allowing you
to edit texts and images in a scanned PDF. (The trial version can OCR the

scanned PDF to an editable PDF, but you cannot save the file.)

o Select the "Batch PDF" tool on the Homepage, or click the "Batch’
button after opening a scanned PDF in the program, and then select

"OCR Text Recognition’.
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e Add multiple scanned PDF files or image-based PDF files into the
pop-up window.

o Choose "Document Language” and modify other properties in the
"OCR SETTING" panel.

o Select the "Editable Text" or "Searchable Text Image" option for your
PDF files. "Searchable Text Image” will enable the PDF file to be
searchable so that you can search/copy/paste the text to other
documents. "Editable Text" will enable the PDF file to be editable.

o Click the "Apply" button, then select the destination folder where you

want to save the output PDF files.
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How to Download and Install OCR on Mac

(Only available in PDFelement Professional for Mac version)

OCR needs to be installed separately.

4

o After registering the full version of PDFelement Professional for Mac,

please click the "OCR PDF" tool on the Homepage and select

‘Download"” in the pop-up downloading window.".
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@  Wondershare PDFelement Pro  File Edit  View Tool Go Window Help
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e You can also open a PDF file first, click the "Tool" > "OCR Text

Recognition” button to open the OCR downloading window.
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e Alternatively, you can click "Wondershare PDFelement Pro” >

"Preferences..." > "Plugin” to install the OCR plugin.

®  Wondershare POFelement Pro  File Edit  View Tool Go Window Help
Q -+ =
®
= Tools
b/ Convert PDF
O Dotument Cloud P Plugin

0 e Recents

PDF Comvarter

........

OCR PDF on Mac

(Only available in PDFelement Professional for Mac version)

If you experience a failure to edit the PDF text after clicking the "Text"
button, or if the converted word file is non-editable, you may need to

perform OCR on these files first.

o Click "Tool" > "OCR Text Recognition” button. "
e Inthe pop-up window, set "‘Document language”, "Page Range’,

‘Downsample To", and "Type setting".
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e Click the "Perform OCR" button. You can edit the texts after the

process is finished.

@  Wondershare PDFelementPro  Fie  Edit Viw Tool Go  Window Help

Convert PDF

How to Convert PDF to Other Formats on Mac

PDFelement for Mac allows you to convert PDF to other formats. Please

follow the steps below:

Start the "Convert PDF" tool on the Homepage, or click the "File" > "Export To"

button in the Top Menu after opening the PDF file in the program.
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Choose "Word" or another output format as needed. The Converter Plugin
needs to download separately. If you have not installed this plugin, a pop-

up dialog will appear to remind you to download the PDF Converter first.

Choose the output folder where you want to save the file and start the

conversion.
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Supported Output Formats:

PDFelement Professional for Mac supports converting PDF files to many

other formats such as:

e PDF to Word: Convert PDF to Microsoft Word (.doc & .docx) file

e PDF to Excel: Convert PDF to Microsoft Excel (xls & xIsx) file
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« PDF to PowerPoint: Convert PDF to Microsoft PowerPoint (.pptx) file
« PDF to Pages: Convert PDF to Apple Pages (.pages) file

« PDF to Images: Convert PDF to image (jpg, .JEPG, .BMP, .TIFF, .GIF) file
o PDF to Epub: Convert PDF to Electrical Publication (.epub) file

e PDF to Text: Convert PDF to Text (.txt) file

e PDF to HTML: Convert PDF to Hyper Text Markup Language file

o PDF to RTF: Convert PDF to Rich Text (.rtf) file

How to Batch Convert PDF on Mac

Select the "Batch PDF" tool on the Homepage, or click the "Batch” button

after opening a PDF file in the program, and then select "PDF Converter".
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Add multiple PDF files into the pop-up window.

Choose "Format" and modify other properties on the right-side panel. If the

files are scanned PDFs, you can select OCR settings and choose a language..

Click the "Apply" button to start the process, then select the destination

folder where you want to save the output files.
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How to Convert PDF to Image on Mac

You can easily export or convert PDF pages into images with PDFelement

for Mac.

Click the Convert PDF Tool from the Tool Tab on the Homepage, and browse

your computer to select the PDF file you want to convert.

Note:

If the Convert PDF Tool doesn’t appear in the Tool Tab, click the Customize Tool Button
to add it to the Homepage Tool Bar.
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In the pop-up dialog, you can select convert “Each page as a separate
image” or "All pages into a single image” and set the name, tag, format, and

location of the output files. After completing your settings, click Convert.
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@  Wondershare PDFelement Pro  File Edit  View Tool Go Window  Help

Alternatively, you can convert PDF pages to one or multiple images by using
the Export Tool. Click File>Export To, select convert “Each page as a
separate image” or “All pages into a single image”, and manage the settings

of the output images as you like.
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How to Convert PDF to PDFA on Mac

(Only available in PDFelement Professional version)

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

user interface for reading embedded annotations.

o After editing or working with your PDF file in the program or creating

a PDF file in the program, please click the “File" tab on the Top Menu
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e« Choose "Save As Other" > "Archivable PDF(PDF/A-2b)"to save it
directly
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How to Convert Scanned PDF on Mac

There are two methods to convert the scanned PDFs or the image-based

PDFs to editable files.

Method 1

The first method is to perform OCR first. Please refer to the chapter "OCR
PDF on Mac" for more instructions on how to perform the OCR function.
After completing OCR, click the "File" > "Export To" button to convert the

newly-created editable PDF file to another format.
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Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00

Subtotal $3,800.00

Method 2

please do the following steps:

After opening the scanned PDF files in the program window, please click the

"Batch” > "PDF Converter" button, then choose the output format as needed.

Choose the "‘Document Language” and "OCR Range".

Click the "Apply" button and choose an output folder to start the

conversion.
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PDF Form Alignment on Mac

PDFelement for Mac supports selecting multiple form fields to help you

align and distribute the form fields effortlessly.

« After opening the PDF file with the interactive forms, please click the
"Align” button under the "Form” tab.

e Hold the Command key to click multiple fields to select them
simultaneously.

o Click the "Align” or "Distribute” options to align.
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Accounts payable
Interest payable
Accrued wages
Income tax
More
Long-term liabllities 0 $0 $0 $0 0
Loans
More.
Total liabilities $0 $0 $0 50 $0

(3] | [ears] | [vears) |

L Asgn Bottom

prewe

ge

$0 $0 $0
$o0 so so0

NET ASSETS (NET WORTH) $0
WORKING CAPITAL $0

$0 $0 $0
$0 so s0

-4

PDF Form Properties on Mac

After adding the form field, you can move it to a new location, or resize it by
dragging the edge of the box. You can also modify form fields' properties
that apply formatting, options, appearance, and actions on the right-side
panel. Different form fields or boxes have different properties. The following

example of Text Field is for your reference.

« Open a PDF file with interactive fields, select the text field you want
to edit, right-click it and choose Properties to open the right-side

properties panel.
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| & Wondershare PDFelementPro  File Edit View Tool Go Window Help

| @00 Q@ newns X balance-sheet-template-1-1 X 4 3 (2]

0 8 @

o 8 0 8 ¢

141% v Edit Makup Form Securlty To

Thumbnalls

Balance Sheet for [Business Name]

BALANCE SHEET | _[vear1] | ([vear2] | ([vear3] | [veard] | [Year 5]

Current assets 2 . $1 0 $0 30 $0
Cash . Properties..
Petty cash : i
Inventory Copy )]
Pre-paid expenses Delete s [YiPre-paid expenses [Year Pre-paid expenses [Year §

n Fixed assets $0 $0 0
Duplicate Across Pages
Leasehold =

Leasehold [Year 4
Tve 3 [vear AQPr p

Create Multipie Coples

Use Current Properties as New Default

Property & land

Fumiture & fitout
Vehicles
Equipment/tools
Computer equipment

Equipment/tools [Year 5]
omputer ‘ear &

More.
Total assets
Current/short-term liabilitics s0 $0 $0 0 $0

Credit cards payable

Accounts payable
Interest payable

Accrued wages . nd wages | s Yo »
Income tax income tax [Year 4)
More. Wore.. (vear 211 Il More... (Yeor 313
Long-term liabilities $0 30 $0 30 30
Loans
More.
Total liabilities $0 $0 $0 $0 $0
NET ASSETS (NET WORTH) $0 $0 $0 $0 $0
WORKING CAPITAL g " - $0 50
$ - & I Lox
Assumptions:

General: You can set the other common properties on each of the
available tabs as needed, including the following:

Name: Each form filed has a unique name.

Tooltip: Tooltip text appears when the mouse hovers over the form
field, which is used to give instructions on how to fill in the form field.
Form Field: Specify the visibility and editing permissions of the form
field.

Options: Set alignment and the default value of the filled-in text. You
can also set spelling check, multi-line, scroll long-text, rich text
formatting, or limit of characters available for that text field. Check
the "Comb of characters” to build a comb filed which is meant for

typing characters in independent boxes.
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&€  Wondershare PDFelement Pro  Fie Edit View Tool Go Window Help

ece [ reww % baissco-shoet-template-1-1 + [ 4 (2]
M 8 M s~ Edit  Markup Form  Security Tool Batchv
[} ® P = 8-
B " GBCUTEEE COCANA TITBFICTVR YOrM NalDN. [ oscin vighsor IS E]
GENERAL -
Thumbnails "
Balance Sheet for [Business Name] camvear )
et BALANCE SHEET [Year 1] [Year 2] [Year 3] [vear4] |  [vqiIEESH
5 Current assets . . $0 $0 0 $0 Cash [Year 1]
E = Cash O C o (veo ) IS
Petty cash g
——————— Inventory Inventory [Year 2
mx Pre-paid expenses Pre-paid axpenses [Yi Pre-paid expenses (Yi Pre-paid expenses (Yo Reas Dsty
Fixed assets $0 $0 $0 $0 Regured
Leasahald Leckeg
P Property & land Property & land [Year Property & land [Year Property & kand [Year Property & land [Year 4l Property 4
e - Renovations/Improvements v
= % Fumiture & fitout
ot Vehicles wn
Equipment/tools Setast vaiue
Computer equipment —
2 More...
Total assets

Current/short-term liabilities
Credit cards payable

Accounts payable 8 crect sonang
Interest payable
Accrued wages N
Income tax % 8 seret ieng tens
More... Ao et frmaing
Long-term liabilities $0 $0 $0 $0 Uit of O characteny
Loans toans (vear 1| | Loans (vear 2]
More... More_. [Year 12 More._ [Year 8] 2
Total liabllities $0 $0 $0 1
NET ASSETS (NET WORTH) $0 $0 $0 $0
WORKING CAPITAL rossem W $0. $0
+ - i SVRIER AR |

e Appearance: You can set the colors of the border and background,
the font/size/color of the filled-in text, text format, and the

calculations of the field.

&  Wondershare PDFelement Pro  Fllo Edit  View Tool Go Window Help

ece [ rwm X balince-sheet-template-1-1 X + 3 [2)
08 @ W Edit  Markup  Form Tool Batch v
2680 0P ® = 8-

(D) T socument contamn tmcactse ferm tatss

x I
5 @8 0 B ¢ —

[Jeatt] APPEARANCE v
Thumbnails —

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

B Current assets 2 % 30 L
| o=l cash . : [Cash [vear 4)] [Coxr
E Patty cash $ ooty caen [vor )]
—_— Inventory [rveniony [vear ) I envory [vear 2) Pl mvenvory [vear 3) i ventory [vear 3]} . —~
== Pre-paid expenses Pre-paid expenses [YiPre-paid expenses [ ¢
Fixed assets size ”
Leasehold
e e Property & land ' Suters
s . Renovations/improvements, Wi "ns
R Fumniture & fitout it e
Vehicies
Equipment/tools CORMAT v
Computer equipment
2 More. ane
Total assets
Current/short-term liabilities CALCULATE v
Credit cards payable ayable | Credit cards payable |Credit cards payable [Ye: Credit cards Vate I8 not calculated

Accounts payable
Interest payable [ t nterest payabie [Year Interest payable [Year nterest payabio [Yoor 4 intereat ool IR
Accrued wages ear 4l Accrued v}
Income tax meo 4]
More... Mo
Long-term liabilities $0 50 $0 $0
Loans [Loand
More... More... {Year 1] 2 ore... |} ) More... [Year 31 2 BllMore... [Year [more.. |
Total liabilities $0 0
NET ASSETS (NET WORTH) i 30 $0 $0
WORKING CAPITAL x - $0
+ - & EVEE2 CNEE T
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Actions: Specify the actions associated with the selected form field

and the trigger that initiates such action.

D8 @

@ Wondershare POFelement Pro  File Edt  View Tool Go Window Help

o0 [ wems % balince-sheet-template-11 . g Q

% - Edit Markup Form Secunty Tool Batchv

B 0E®PE®6 8-

(5) Tron dscmmant cxtar it ferm s

B 2 0= ¢ =
ACTIONS
Thumbnails
Balance Sheet for [Business Name]
Current assets 3 A so_ $o0 so0 so G510 8 page view +
o e Cash . cormm - Cash [voar 4]
: Petty cash 2 RPotty cash [Yoar 2]
s Inventory
Pre-paid expenses Pro-paid expenses [YiPre-paid expenses [Yi Pro-paid expenses [Yi Pre-paid expenses [Year
Fixed assets $0 $0 $0 $0
Leasehold
Property & land
At 3 Renovations/improvements.
Fumiture & fitout
Vehicles
Equipment/tools
Computer equipment
2 More...
Total assets g
Current/short-term liabilities $0 $0 $0 $0

Credit cards payable
Accounts payable

Interest payable

Accrued wages 3 [Year Ao o

Income tax : : ~

More. ore._{ ]

Long-term liabilities $0 $0 so
Loans Lours [vear

More.., More—Tvesr3) 2

Total liabilities 50 0 $0
NET ASSETS (NET WORTH) 30 $0 0 $0
WORKING CAPITAL o o $0 $0
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Extract Data from PDF on Mac

PDFelement for Mac allows you to extract data from fillable form fields to

CSV files, where you can collect and manage the extracted data.

Data Extraction feature is only available in the PDF Form Field Mode. If your
PDF file is the fillable form, you can click the "Batch" button after opening a
PDF file, or directly select the "Batch PDF" tool on the Homepage, then click
"Data Extraction”. If your PDF file does not contain the fillable form, please
refer to the chapters of "How to Turn PDF to Fillable Form Automatically on
Mac" and "How to Make a PDF Fillable on Mac Manually” to create the fillable
forms first. (If you have not installed the OCR plugin before performing "Data

Extraction”, it will ask you to download such plugin first.)

@  Wondershare PDFelementPro  Fila Ect  View Tool Go Window Help

e0e [@ roruecs ' - e
m 8 @ s K T
!

The Sea House Of °
Klan Architects Inc ;.
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Add a file(s) in the pop-up window, click the "Apply" button, select the
destination folder of the output file(s), and click "Save" to start the
extraction. After processing, the extracted .csv file will be created and

saved to your selected destination.

®  Wondershare PDFelementPro  Flo £t View Tool Go Window Help
@ rorte-0d0 x + [ Q

M B @ some Edit  Makup Form  Security Tool  Balch

a2 08 @

ece Data Extraction
Thumbnails |~
© Extract dota from POF form - |
=8 fields
G POF Converter B
EC@LM. I 1. balance-sheet-template-1-1.pdf 4 O Fom Pt oo |
e bt K ) OCR Text Recognition
- [ Bates Numbering
¥hon At '
5510000 (&) Add Watermark
1t rabes
9 O addBackground 3
suright|
) Add Header & Footer
1
& Batch Encrynt
han A
fembay ~E2 Merge POF
9 @ 83tch Remove
@ Print POF
2 —
cOmMmut - Ade i
e hoces.
4
14/ =
+ — | ¥ & B3Rz ‘

146



G Wondershare PDFelement

Fill PDF
How to Fill PDF on Mac

There are two kinds of PDF form files. One is a PDF file with fillable fields,
which enables you to fill in the form directly by clicking the form fields
without using other features. This is called an Interactive PDF Form. The
other is a plain PDF file with lines and texts, which should be filled with the
typewriter feature or by creating a fillable form in PDFelement. This is called

a Non-interactive PDF form.
1. Fill in interactive forms.

e Tofillin an interactive PDF form, open the form within PDFelement for
Mac.

e Click on the fillable fields or boxes to input text.

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

into a local folder.
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@  Wondershare PDFelement Pro  File  Edit View Tool Go  Window Help
000 [ vuscosmentomums. x4 = PY
oD 8 @ wme Edit Markup Form  Security Tool Batchv

Do Eimuge @ ik

(D 1 sscmant cnvams enacte e i [ cosie viovion.

B 8 Q0 8 ¢
Thumbaails
Balance Sheet for [Business Name]
& dime s s0 30 30 0

Current assets 30

©
s 2t ] Cash |
e Potty cash
;':; o - Inventory
= s Pre-paid expenses
@ Fixed assets $0 0 30 $0 30
Leasehold
Property & land
Renovations/Improvements
Fumniture & fitout
Vehicles
Equipment/tools
Computer equipment
2 More...
Total assets
Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More...
Long-term liabilities s0 so $0 0 s0
Loans
More...

Total liabilities %0 $0 $0 $0. $0

NET ASSETS (NET WORTH)

8
8
EE-1
8
£8

&8

Assumptions:

2. Fill in non-interactive forms.

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

clicking the "Form" > "Text Field" button to add text.

&  Wondershare PDFelement Pro  Fle Edit View Tool Go Window Help
000 [ tvocomerttompna x4 ; = ®
M 8 @ wuwm- Markup Security Yool Batchv
CFrBEF Fv 8
.3
8 8 0B @ —
GENERAL
Thumbnails rane
Balance Sheet for [Business Name] -
parsyramen [Year 1] [Year 2] [Year 3] [Year 4] rocit
U $0 $0 $0
& Visiele
——————— Inventory
= - Pre-paid expenses s dio J
[1] Fixed assets $0 $0 $0 $0 Mogutred
Leasehold Loches
Property & land
Renovations/improvements OPTIONS
Furniture & fitout P,
Vehicles Lt
Equipment/tools w——
Computer equipment
2 More...
Total assets $0 $0 50! $0
Current/short-term liabilities s0 s0 so 30
Credit cards payable
Accounts payable B8 couch seiien
Interest payable
Accrued wages oty
Income tax 190 fong taxt
More... Avom 10 et rmattiog
Long-term liabilities $0 0 so0 $0 Limit of O craracters
Loans
More._. -
Total liabilities 50 0 50 $0/
NET ASSETS (NET WORTH) = 50 $0 $0° $0
'WORKING CAPITAL o ks AR $0° $0
£ 112 TR
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How to Make a PDF Fillable on Mac Manually

PDFelement for Mac provides a complete form toolkit with various form
field options which are used to create specific field type. In order to create,
please click the "Form" button first, and then click the following buttons

below it to create form fields.

Text Field: Text filed is used for inputting information allowing for

both alpha and numeric values to be included.

e Check Box: Check boxes allow for multiple selections to be chosen
from a list of given options.

e Radio Button: Radio Buttons are also used for making selection,
except for that only one selection is allowed to be checked. Once
one of the radio buttons is selected, the remaining buttons will turn
to grey and be non-selectable.

e Dropdown: A Dropdown supplies a list that can be accessed by
clicking on the downward-facing arrow. You can choose a single item
among the expanded list to fill in the specific field.

« List Box: List Boxes provide multiple choices in the form of a scroll-

down list. You can press the Command key while selecting to choose

more than one options at the same time.
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o Button: Buttons are used for triggering an action, such as submitting
the form or resetting the form.

« Digital Signature: A digital signature can be used to authenticate the
identity of a user as well as the document content. It stores
information about the signer along with the date, time, and state of

the document when it was signed.
Index

01 Add text field

02 Add check box

03 Add radio button

04 Add a dropdown

05 Add a list box

06 Add a button

07 Add a digital signature

1. Add text field

Click the Organize Pages Button on the top left.

e Click the "Form" menu on the Main Toolbar.
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o Select the "Text Field" icon and then choose the location in the
document that you need to add a text field element. The text field

will be labeled as "Text" by default.

®  Wondershare PDFelement Pro  File  Edit View Tool Go Window Help

ene [ + [2]
1
0 8 @ wme~ 2 ocurt
BOFP@DE L - & D
e 2 0 8B @ R
GENERAL
Thumbnails
Balance Sheet for [Business Name] o3
P — [Year 2] | [veara] | _[V4
& Current assets s0 $0 . o
= Cash text [ Toxts | .
= Petty cash : o
e Inventory 0
= Pre-paid expenses e
n Fixed assets $0 30 $0 $0
Leasehoid
P eE— Property & fand {Bution |
R Renovations/improvements OPTIONS
P v ; Furniture & fitout [rouo]

et Vehicies v
; Equipment/toots .
Computer equipment
2 More.
Total assets 50
Current/short-term liabilities s0
Credit cards payable | Button2 |
Accounts payable
Interest payable
Accrued wages
Income tax

$0 $0
s0 s0

t8

More.

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

Total liabllities $0 $0 $0 $0

NET ASSETS (NET WORTH) $0
WORKING CAPITAL $0

$0 $0
$0

88
28

o Click on the text field or right-click the field and select “Properties” to
modify its properties on the right-side panel.

e Inthe "General” option, you are able to alter the name of the field.

e 'Options” allow you to set the alignment mode for the text, and also
add in a "Default Value® for the text box as needed. You can also set
spelling check, multi-line, scroll long-text, rich text formatting, limit of

characters, and comb of characters available for that text field.
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e If you need to alter the boxes appearance that can be completed
through the "Appearance” option on the top middle of right side.

o To format the text field, select a format category from the "Format”
tab in the right side.

« If the data in the text field is for calculation, check the calculate
option and define the existing fields in which the data will be
calculated by clicking the "..." button. For example, the following is the
property for Text6 on the PDF, and after settings this, it will calculate
Text6=Text2+Text3. When you input data in Text2 and Text3, Text6
will get the sum result automatically.

®  Wondershare PDFelement Pro  Filo  Edt View Tool Go  Window Help
000 [ twscerncettonpise + (2]
D 8 @ wm- E61 Makup  Form
BEeOFPBS =~ B8~ [ prwviem ]
Bl® 0= e . "
oo Balance Sheet for [Business Name]
—_— BaLAnce swEeT— — T~ (vear1) | fvear2) | (vear3) | [vearsl | IV} =
A ‘ Ct::r::‘nlnmu = $0 o 30 0 0
i Patty cash i A e
—_— Inventory .0 | Text6 | . Negas 2o
FIF::D:I:‘::: — s0 %0 0 50 o
Leasehold
R rosetyaland -
_: ’ ;::::Mwm oozt v
Equipment/tools PG
Computer equipment -
1:&‘::..-3 $0 50 $0 $0
Current/short-term liabilities s0 $0 s0 $0 CALCULATE
Credit cards payable (o)
Accounts payable
S
L::;f(erm liabilities $0 0 $0 $0
Total lsblities 50 0 $0 50
NET ASSETS (NET WORTH) $0 30 $0 $0
WORKING CAPITAL $0 $0 $0 $0
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e Choose the actions and triggering mode for the text field in the

"Actions” tab.

@ Wondershare POFelement Pro  File Edt  View Tool Go Window Help

o0 [ wm X balance-sheet-template-11 X + g Q
D 8 @ 1% - Edit  Markug Fo_v.m Security Tool Batchv
B0 P06 (o4 =~ 8~
szt e e
8B 8 0B ¢ —
ACTIONS
Thumbnails ect Toge
Balance Sheet for [Business Name] e
Current assets 3 A $0_ $o0 s0 s$o G 10 8 page view -
= et | Cash L Cosn [voar 1) Y
2 Petty cash g fPouy cash [Year 2] ]
= Inventory inventd
= Pre-paid expenses Pr
(1] Fixed assets
Leasehold
Property & land
Fumniture & fitout
s Vehicies
- Equipment/tools .
Computer equipment >
2 More.
Total assets
Current/short-term liabilities
Credit cards payable
Accounts payable

Interest payable {Interest od
Accrued wages o5 [Year Ac Year Accr ges
Income tax
More.
Long-term liabilities $0 $0 $0 $0
Loans Loans [Year 3
More...
Total liabilities 0 $0 $0
NET ASSETS (NET WORTH) 50 $0 $0 $0
WORKING CAPITAL o " $0 $0
+ - i b2 x ]

2. Add check box

Under the "Form" tab, click the "Check Box" icon, and drag the mouse

to the place that you require the check box.

e In the right-side panel, define its name and modify its appearance as
needed.

e Inthe "Options”, you can pick the check box style and modify the

export value.

e Choose the triggering actions for the check box in the "Action” tab.
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@  Wondershare PDFelementPro  File Edit  View Toot Go Window Help
00 @ [ bteunceseettompater- + e

DO 8 @ 1% - Form

oRlerad®e = w o)
x

GENERAL

Balance Sheet for [Business Name] Ee:
| [vear1] | [vear2] | ([vear3] | [veara] |  [V{ ~
Current assets $0 0 $0 $0

Cash text | Toxts |

Petty cash  Texta ] Vi
Inventary 0o ©m

Pre-paid expenses
Fixed assets $0 $0 $0 $0
Leasehold L 3 ¥
—_— Property & land (5.tton | B Choc o B

A Renovations/improvements » » . OPTIONS
T Fumniture & fitout m » o
e gt Vehicles v v [checki

Equipment/tools
Computer equipment
2 More
Total assets s0
Current/short-term liabilities s0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More
Long-term liabilities s0 30 s0 s0
Loans
More.
Total liabilities $0 $0 $0 $0

$0 50 Chect s i ehecksd by atis
0 so

L1

NET ASSETS (NET WORTH) s0
WORKING CAPITAL $0

$0
$0

te
ee

3. Add radio button

e To add a radio button, select the radio button icon under the "Form’,
click on the PDF page.

e In the right-side panel, define its name and modify its appearance as
needed.

o Select the button style under the "Options”. If you want all radio
buttons checked when one button is selected, check the option of
"Button with the same name and choice are selected in unison’.

Modify the actions for the radio button in the "Actions” tab.

154



G Wondershare PDFelement

&  Wondershare PDFelement Pro  File Edt View Tool Go Window Help
@00 [ beexesneertomsiater. + [2]
0O 8 M e Edis. M Foum R
moeosa s = B L ro
B @ QA 8 ¢ -
GENERAL
Thumbnails
Balance Sheet for [Business Name] oot
[ | | _[vear3] | [veard] | [V
Current asscts s0 30 $0 30
Cash text (22D Teat2
Petty cash
= - = - Inventory 0
Pre-paid expenses
n Fixed assets 50 0 $0 $0
Leasehold
Property & land o
Renovations/improvements “ e OPTIONS
SR Furniture & fitout 10 auso)

Vehicles e v List Box1 Y
Equipment/tools
Computer equipment

2 More
Total assets $0 $0 $0 $0
Current/short-term liabilities $0 s0 s0 30
Credit cards payable [Bution2]
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities $0 $0 $0 $0
Loans
More
Total liabilities $0 $0 0 $0
NET ASSETS (NET WORTH) $0 30 $0 $0
WORKING CAPITAL $0 $0 $0 $0
4. Add a dropdown

Under the "Form® tab, click the "Dropdown” icon. Drag your mouse
cursor to add a dropdown on the PDF page.

In the right-side panel, define its name and modify its appearance as
needed.

In the "Options” tab, add an item and enter an export value in the
"Export Value" text box. Repeat this step until you have all of the
items that you need.

Check the "Sort items” option if you want all the items stored by
alphabetical order. To manually reorder the items, choose the item,
and click the "Move Up" and "Move Down" buttons. If you want to

remove an item, select it and click the "Remove" button.
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o If you are looking to have the information submitted by the user,

check the "Allow user to enter custom text" option.

Wondershare POFelement Pro  File Edit  View Tool Go Window Help

eve 3 baunce sheet-tempiate-1-
i

M8 @ uw-

5. Add alist box

+

=28

Form

_ED @

B F-

Balance Sheet for [Business Name]

Current assets
Cash
Petty cash
Inventory
Pre-paid expenses

Fixed assets
Leasehold
Property & land
Renovations/Improvements
Furniture & fitout
Vehicies
Equipment/tools
Computer equipment
More.

Total assats

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

Long-term liabilities
Loans
More...

Total liabilities

NET ASSETS (NET WORTH)
WORKING CAPITAL

insert the list box.

| [vear1] | [vear2] | ([vear3] | [Yeard]l | [V
s0 $0 $0 $0

toxt

@

[rexta }

0

$0

$0
$0

88~

o
$0 $0
[oropaour Y
% 50
s0 $0
30 $0
5 50
50 50
50 $0

$0

$0
s0

30

$0

28

Q
<
GE! H[F_A‘)
tropon
e
..........

Find the list box icon from the "Form” tab, and click on the page to

e In the "Option” window, add the new item and include an export value

into the "Export Value® field.

e You can arrange the items by alphabetic order by clicking "Sort

items”.

« If you want the respondent to select multiple items at the same time,

check the "Multiple selection” option.
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o Create actions for the list box field in the "Action" tab.

[ & Wondershare PDFelement Pro  Fia

000 [J bumcesnetrempie
D8 @ ke

B 8 Q0 8 ¢
Thumbnails

6. Add a button

Edit View Tool Go Window Help
+

Bt ’ Form t T
B geor@m s - ®

Balance Sheet for [Business Name]
$0 30 $0

Current assets 30
Cash text
Petty cash
Inventory 0
Pre-paid expenses
Fixed assets 50 $0 30 $0
Leasehold

Property & land uticat]

Renovations/improvements
Fumniture & fitout @ 1 3
Vehicles v ¢ |List Soxi |
Equipment/tools . .
Computer equipment
Moare.
Total assets $0 $0
Current/short-term liabilities s0 s0
Credit cards payable | Button2 §
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities s0 $0 $0 $0
Loans
More.
Total liabilities $0 s0 $0 $0

$0
s0

58

NET ASSETS (NET WORTH)
WORKING CAPITAL

$0
$0

88
e
88

aaaaaaa

OPTIONS

o Click the "Button” icon under the "Form" tab. Drag your cursor to add

a button to the desired location.

e In the right-side panel, define its name and modify its appearance as

needed.

e Inthe "Options” part, you can define the button layout. Choose your

preferred icon from the local folder and give it a label in the "Label”

text box, and then select the button layout.

e Customize the actions for the button field in the "Actions” tab.
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@  Wondershare PDFelement Pro  Filo  Edit  View Tool Go Window Halp
000 [ vuecosnentongier_ x4
08 Wy E61  Markup Form  Securly Tool  Batch~

@00 Pa@es = B

e @8 n s @

Thumbnails
Balance Sheet for [Business Name]

— (BALANCE sHEET | [vear1] | [vear2] | ([vear3] | [vearal | __[v4
1 Current assets s0 s0 s0 so0
Cash text exi2 ]}
Petty cash  Text4 |
————— Inventory 0
Pre-paid expenses
n Fixed assets s0 $0 $0 s0
Leasehold . . .
Property & land B N
Renovations/improvements » * \-
Fumiture & fitout @
Vehicles v List Box1
Equipment/tools
Computer equipment
2 More...
Total assets S0 0 $0 $0
Current/short-term liabilities $0 0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities s0 $0 $0 s0
Loans
More...

Total liabilities $0 $0 $0 $0

INET ASSETS (NET WORTH)
WORKING CAPITAL

88
g8
ss
88

GENERAL

Buttont

OPTIONS

7. Add a digital signature

e You can use PDFelement Professional for Mac to create a digital

signature field by clicking the "Form" > "Digital Signatures” button,

then send the PDF file to others to add digital signatures.
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@  Wondershare POFelement Pro  File Edt  View Tool Go Window Help

ece [ btwocesserttompater. x4 e
D 8B m 141% v Edit Markup Form  Security Too Batch v
o0e0eoa[g] - 8 -

(7) Trx dso 4|n.y:u‘ » form Neas Digitsl Signan x =
e — — D :
22 08 ¢ HIFSAS e =

Pre-paid expenses GENERAL v

Thumbnails Fixed assets $0 $0 $0 $0
Leasehold
Property & land  Button |
B AT e e Renovations/improvements

=4 Fumiture & fitout @
= + e Vehicles D 1 Box1 arm tletd
= Equipment/tools Visow
[ ——— Computer equipment

— More...

1] Total assets E $01
Current/short-term liabilities 30

Credit cards payable l Bution2 |

Accounts payable

Interest payable

Accrued wages

Income tax

More...
2 Long-term liabilities $0 s0 30 0

Loans
More...

Total liabilities $0 $0 $00 $0

NET ASSETS (NET WORTH) $0 $0 $00 $0
WORKING CAPITAL 3 £l $0 $0.050 s0

Sigramarel

F0aa Orly

Aecured

28
s%
28

Laceg

Assumptions:
All figures are GST inclusive.

This Balance Sheet is intenZed as' 3 GUILE UNLY anc®DOES NOT constitute findncial advice,
please verify and discuss your financial statements with a qualified accountant, solicitor or financial advisor.

e Or you can use our program to add the digital signatures directly.
After adding a digital signature field, please click the "Preview" button,

then click the "Sign Here" symbol.

@  Wondershare PDFelement Pro  Fila  Edit  View Tool Go  Window Help
000 [ btweccoshontonpimer x + [2)
D 8B @ W~ Edit  Markup Form  Security Tool Batchv

@ [OlN" 3 (] [=~ 88~
T s i e
1 ocument AR AP e o Desable Highight
Pre-paid expenses o
Thumbnails Fixed assets $0 S0 $0 30 $0
Leasehold
Property & land
e Renovations/improvements
% Fumiture & fitout @n
B Vehicles -
Equipment/tools
[r—————— Computer equipment
i More...
Total assets 0 0 $0. 30 $0
Current/short-term liabilities 0 0 s0 30
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More..
2 Long-term liabilities $0 so so so0 $0
Loans
More...
Total liabilities %0 $0 40/ s0 30

B @& 0 s @

NET ASSETS (NET WORTH) $0 $0 $0

0 0
Asmmptions: fsicnaturen]
Al figures are GST Inclusive.

This Balance Sheet is intended as a GUIDE ONLY and DOES NOT constitute financial advice,
please verify and discuss yow financial statements with a qualifiad accountant, solicitor or financial advisar,

g8

50!
—

LIsina this Balance Sheet
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e In the pop-up window, choose a digital ID. If you do not have any ID

yet, please click the "Create” button to create one.

@&  Wondershare PDFelement Pro  Fie  Edit  View Tool Go Window Help

Sign Dy

Choose the Digital 1D that you want to use for signing

e In the pop-up windows, enter the Identity information to be used for

creating the self - signed Digital ID, an then click the "OK" button.
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&  Wondershare PDFeloment Pre  Filo  Edit  Viow Tool Go  Window  Help

Create a New Digital ID

e It will go back to the first "Sign Document” window and you can
preview your digital signature. You can also click the "Create” button
under the "Appearance” tab to change the style of your Digital

signature.
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@  Wondershare PDFelement Pro  Fila  Edit  View Tool Go Window Help

Sign Document
Choose the Digital 1D that you want 1o use for signing
e

Issued by Jangman@I0828 e
©20es:2022-07-31 130131 40900

Appearance
Stanaara Test

Di

Ws

o Click the "Sign" button and save your file, the digital signature will be

applied in it directly.

&  Wondershare PDFelementPro  Fllo  Edt  View Tool Go Window Help
000 [ cweceswortmpater. x4 e
m B8 1% - Edit Markup Form  Securty Tool Batchwv -,

Dren Bwmsge D Link

~ Dacuneat nax CUER OGNV, SE0G B iboct P X
] == Fixed assets 50 30 30 0
Leasehold

Dhenes Property & land  — —
Renovations/improvements

Furniture & fitout O

Vehicles -

Equipment/tools

Computer equipment

More...

Total assets
Current/short-term liabilities $0 30 $0 30 s0
Credit cards payable ]
Accounts payable
Interest payable
Accrued wages.
Income tax
More...
Long-term liabilities s0 0 $0 s0 so

All figures are GST inclusive.

This Balance Sheet Is intended as a GUIDE ONLY and constitute advice,
Pplease venify and discuss your financial statements with a qualified accountant, sabicitor or financial adviscr.

sing this Balance Sheet
This balance sheet contains a list nlwne_s_'tzd assets and Iinhﬂl'.leslmul bu!lneumhlv& You can edit these
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How to Turn PDF to Fillable Form Automatically on Mac

PDFelement Professional supports creating interactive forms automatically
with one click, which can dramatically improve your efficiency. If you have a
non-interactive PDF form containing blank lines and tables, the document is

not a fillable form and will not be useable.

e After opening it in our program, you can click the "Form" > "More" icon and select
the "Form Field Recognition” button to recognize the blanks and tables
automatically, then you will get the fillable fields.
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Note:

The form field recognition operation cannot be undone.

@  Wondershare PDFelement Pro  File  Edit View Tool Go Window Help
000 [ touncesmertemputer x4 3 - °

M 8 @ A~ Edt  Markup . Security  Tool

| B 2 O R » S

D@ Q0 8 ¢ 1 Show Tab Numbers

B Hide Name

Thumbnails
& Disable Hightight

Balance Sheet for [Business Name]
ooaem [ vesrs) | (veors) |

Currant assets $o $0 $o0
Cash
Petty cash

v ——— Inventory

_— Pre-paid expenses < ¥moort Data

Fixed assets so [ Export Data o 30 $0

Leasehold

Property & land

Renovations/improvements

Furmniture & fitout

Vehicles

Equipment/tools.

Computer equipment

2 More...

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

More..

Long-term liabllities
Loans
More...

Total liabilities

Form Feid Recognition |
e

88
s8
52
se

s

8
1
g
b

NET ASSETS (NET WORTH)
WORKING CAPITAL

* |8
ss
s8

Assumptions:

e All the corresponding types of form fields will be automatically named with the
text near the form fields.

@  Wondershare PDFelement Pro  Filo  Edt  View Tool Go Window Help
000 [ visceshostempmer x4 s ®

M 8 @ wm- Edit  Markup  Form

B0 eP6

Security Tool Batehv

v &8

0 8 0 8 ¢

Thumbnails

Balance Sheet for [Business Name]

—— Batancesweer | (vesrs] | [vesr2] | (vess] | (vewrs] | lvears) |
7 Current assets o0 so so0 so so
| ol ] Cash [Cash [veur 3]
= Petty cash foarty cosn [venr 3]
= i3z : Inventory [ieventory [¥ear 3] inventocy [Year 5]
Pre-paid expenses Pro-paid axpenses [ aid expenses [Yi Pro-paid expenses [YiPre-paid expenses [Year Pre-paid expenses [Year 5]
[1] Fixed assets
Leasehold
Property & land
Renovations/improvements
Fumiture & fitout
e PR Vehicles L
Equipment/tools [Yea
Computer equipment Compu ot C
2 vore... hiore(vesr T Viore.— [Vear 4
Total assets %0 0 $0 $0 %0

Current/short-term llabllities
Credit cards payable
Accounts payable

Interest payable
Accrued wages
Tcome
More.
Long-term liabilities $0
Loans
More... More._ [Year 3] 2
Total liabilities $0
NET ASSETS (NET WORTH) %0
+ - & BUNER X
Assumptions:
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e Click the "Hide Name" button, then place the cursor in the field that you wish to
fill in, and enter the information requested.

@  Wondershare PDFelement Pro  File Edit  View Tool Go Window Melp
000 [ bvimcotherttonpises + & (=)
M B M@ 1w~ Edit  Markup Form  Securit Tool Batchv

Bo0FPBE@E A - B

B8 08 @ L Show Tab Numbers

& Hide Name R
Thumbnalls [ ——]
¥ Disabie Fighignt

Balance Sheet for [Business Name]  * "™
BALANCE SHEET | [veari]l | [veafiait [| (veara] |  [vears] |
o

Current asscts s0 0 $0
Cash
Petty cash B0 it
Inventory [inventory § |
Pre-paid expenses G import Dta
@ Fixed assets $0 G Export Data o $0

Leasehold

$0
Leasehold [Year §
Property & land Property &

Fumiture & fitout

Vehicles
Equipment/tools
Computer equipment
2 More...
Total assets $0 s0 $0 s0
Current/short-term liabilities $0 $0 $0 $0 $0
Credit cards payable Y
Accounts payable
Interest payable
Accrued wages Accrued wages [Year Accrued wages [Year | Accrued wages [Year Accrued wages [Year &
Income tax
More. More_ [vear 211 Il More._ [vear 311
Long-term liabilities 30 $0 $0 30 $0
Loans
More. [More_ [vear 21 2
Total liabilities $0 $0 $0 $0 $0
NET ASSETS (NET WORTH) $0 $0 $0 $0 $0
WORKING CAPITAL B ” 5 % 50 $0
(g f X

Import/Export PDF Form Data on Mac

You can import or extract data from PDF files with interactive form fields.
1. Import form data on Mac.

In some working cases, you may receive an FDF file, a text document
generated by exporting data from the form fields of a PDF. You might need
to view the data in the complete PDF rather than the data-only file.

PDFelement for Mac enables you to import information into the original file.
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Open the PDF form into which you want to import data. Next, click Form on
the Main Toolbar, select More Tools in the Secondary Toolbar, and click

Import Data.

@  Wondershare POFelement Pro  File Edit  View Tool Go Window Help
ooe [ vecesmentfomtemo x4

D 8 @ 141% ~

o2 0 8 @ sy R e 3 Show Tab Numbers
A B Hide Name
Thumbnais Balance Sheet for [Business Name] ¢ ;..o
—— [T tvesrs) | (vears) |
Current assets s0 o 0 s0

Cash
Petty cash |
Inventory ® Form Fiald Recognition | inventory [Year 5]
Pre-paid expenses re-paid expenses [Year Pre-paid expenses [Year 5)

Fixed assets % 3 v ~
Leasehold Leasehold [Year 5
Property & land rty & land [Year 4l Property & land [Year 5]
Renovations/improvements

Furniture & fitout

Vehicies
Equipment/tools ipmenttools [Year 5]
Computer equipment
More...
2 Total assets
Current/short-term liabilities S0 $0 50 30 0

Credit cards payable
Accounts payable
Interest payable

Accrued wages 3
Income tax
More._.

Long-term liabilities $0 $0 $ $0 $0
Loans Losns [vea 1) Loans [vesr 3

More_.. More... [Year 1) 2 More... [Year 3] 2 Ml More_ [Year 4] 2 More... [Year 5] 2
Total liabllities $0 $0 $0 $0 $0
NET ASSETS (NET WORTH) $0 $0 $0 $0 $0
'WORKING CAPITAL $0 $0 $0 30 $0
Assumptions: + - 4 1 /2 4 x

All figures are GST inclusive.

In the pop-up dialog, browse your computer to open the FDF file and import

the data to the original PDF.
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&  Wondershare PDFelementPro  Fle Edit View Tool Go Window Help
0 teuncesheet-form-temol.. + e (<]
M8 @ ww- Edit  Mark Form  Security Tool Batch~
B 0eOFP@B@ |-~ 88~

nteracTem form hevas

M~ ®@~ [ Deskiop ] Q
Thumbnaits Balant @ recents

[IXTNTE & Avplcations accounting
Current &l () Desktop B baiance-shee...-tempiste fdf $0

[ Documents

Inventory @ Downloads

e —r—— ;’:‘”u 3 untitied folder
RS - & 15 untitied folder 2
[7] Leaseholf & Network
Property
Renovatif
Fumniture
Vehicles
Equi f:flanc.u-shn:‘ol-Vum-le-T‘pla.ulo.ldv
Compute MRt ‘
Hore.. bomton b o)
2 Total ass¢ Today, 720 P04 | 50
Current/s $0
Crditca concel (D
Accounts .._—————.—-———————.M, gable [Yesr 5) ]
Interest payable nteres able [Year interest payabie [Year nteres ablo Yoar interest payable [Yoar 4l interest payable [Year 5
Accrued wages Ac ages [Year Ac Year | Accri ar Accru s (Year 4l Accrued wages [Year 5]
Income tax Income tax [Year 4)
More...
Long-term liabilities $0 $0 $0 $0 $0
Loans.
More..
Total labllities $0 $0 $0 $0 $0
NET ASSETS (NET WORTH) $0 0 $0 $0 $0
WORKING CAPITAL $0 $0 $0 $0 $0
Assumptions: - 142 %X

Al figures are GST inclusive.

2. Export form data on Mac.

You can only save the data in a PDF file as a separate file in much less space
than the original PDF. The data can be imported to the original PDF again or

reused in another form containing the same fields.

Open the PDF form from which you want to export data. Next, click Form on
the Main Toolbar, select More Tools in the Secondary Toolbar, and click

Export Data.
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Current/ short-term llabilities
Credit cards payable
Accounts payable
Interest payable

Credit cards payable | Credit cards payable | Credit cards payable | Credit cards payable [Yes

able [Ye: Accounts payable [

@  Wondershare PDFelement Pro  File EGt View Tool Go  Window Help
000 [ vescoserwmosnert x4 = ®
M 8 @ e~ Edt Security  Tool
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Thumbnails & Disable Highlght
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r Form
== BALANCE SHEET [T (Veor 4}
: Current assets s0 o $0 $0
FjiSenes BB Coch vear 1)
= Petty cash % Form Fed Recognion | ESSTEIENUZSTED
= Inventory J!rvventory [Year 1] [ inventory | [l ventory [Yoar 4)
Pre-paid expenses “ d expenses [Yesr Pro-paid expenses [Year 5
n Fixed assets $0 $0
Leasehold Leasahold [Year 4] Leasehold [Year 5]
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Renovations/iImprovements
Furniture & fitout
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Equipment/tools
Computer equipment
2 More.
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t payable [Year 5}
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Income tax Tocome tax [vear 71
Hore.: B e JRvore vewr 310 Viore— vear 513
Long-term liablilities 0 $0 $0 $0 $0
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NET ASSETS (NET WORTH) 0 $0 $0 s0 $0
WORKING CAPITAL s0 $0
+ - + 11 2 I *
Assumptions:

In the pop-up dialog, name the output FDF file and choose its location.
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2 More...
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Credit cards payable
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ar 5J
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\'umch:\ VE)‘ I
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omputer equipment [Year 5
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Accounts payable [Year 5]

Interest payable
Accrued wages Accrued wages [Year Accrued wages [Year ' Accrued wages {Year ges (Year 4l Accrued wages [Year 5
Income tax
More... B ore._ (Yeac 2] 1]
Long-term liabilities $0 $0 $0 30 $0
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i More... (Voar 1) 2 Jl More... [Year 2] 2 I More... [Year 3)_2 Ml More__. [Yoa 4] 2
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Protect & Sign
How to Password Protect a PDF on Mac

PDF security includes features like encryption and permission that ensure
data integrity. In addition, for security reasons, there may be limitations on
who is allowed to open, edit, or print a PDF document. Wondershare
PDFelement for Mac supports setting an open password or permission

password to your PDF files.
1. Encrypt with a password.

You can encrypt your PDF file with an Open Password or a Permission
Password. If you set the open password to your document, users can only
view your document by entering the correct password. If you set the
permission password to your document, users will be asked to input the

password before editing or changing this PDF document.

Open Password

e After opening the PDF file in the program, please click the "File" > "Protect” >
"Encrypt with Password" button.
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& Wondershare POFelement Prgel Filo | Edt View Tool Go Window Help
1
00 [ scwning Now > <
New Tab
D 8 @M 196%~ Opta St e ;
Open Recent > =
¢ Do @

Open Cloud

= @ Close Tab
Close Windaw
Thumbnails Close AL

Save

Save As...

Save as Other >
Export To >

S vyt with Psword, ,\ccc()un[mg
i 3 :

Security Properties

Cost Summary

Share

Properties.

Print,

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00

¢ In the pop-up Security Settings window, choose the security settings.

Note:

There is no way to recover or open the document if the password is lost/forgotten, please
make sure to remember it.

Permission Password

e Printing Allowed: Set permission for printing the document and the permitted
resolution quality.

¢ Changes Allowed: Customize permissions for the modifications that can be
made to the current PDF document. Steps to create a permission password are
as follows

e Enter the permission password. You can customize the Encryption Level by
adding complex password groups. The higher the encryption level, the more
difficult it is to crack the password.

e Click the "OK" button to set the password and save the document.
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Cancel

2. Remove secuirity.

e Open the "File" > "Protect” menu. Then click the "Remove Security” button.
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| - LOost Summa
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| Initial Account Setup

| Name Price
| Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
|

Time period covered: JAN 01, 2021 to Present $500.00

Production of Quarterly Reports $800.00

171



E Wondershare PDFelement

e There will be a pop-up window asking you to enter the permission password.
Without that password, you will not be able to remove the security. Therefore,
make sure to remember the password.

e Click the "Save" button.

3. Check PDF permissions.

You can click the "File" > "Protect” > "Security Properties” button to check the

permission details.

@  Wondershare PDFelementPro  Fie  Edit View Tool Ga Window Halp

4.Batch encrypt.

You can add the same password to a batch of PDF files by clicking the
"Tool" > "Batch” button and selecting the "Batch Encrypt” option. Next, load

multiple PDF files in the program, set the open password or the permission

172



G Wondershare PDFelement

password as needed, click the "Apply” button, and choose the output

location to save your files.
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Production of Quarterly Reports $800.00
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How to Redact a PDF on Mac

PDFelement for Mac has the "Redact” tool to help remove or redact

sensitive text, images, and pages visible in PDF files.

e Open the PDF that you want to protect through redacting in the
program. Click "Security” > "Redact’, and a pop-up dialog appears,
informing you that the redaction is a process of permanently

blacking out and removing sensitive contents.
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@  Wondershare POFelement Pro  Fila  Edit  View Tool Go Window Help

Redaction allows you to
permanently black out and remove
sensitive content.

Redaction roquires two steps:
1 Mark for Redaction

2. Apply Redactions (Note: Redsctions we
ot appied permanentty wntd you select
Apply Redactons.)

» Toredact text and images, you can click on the "Text & Image” button
on the right-side panel and drag the cursor to highlight the desired
text or images. Once you release your mouse, the item will be

automatically blacked out.
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To redact pages, you can click on the "Pages” button on the right
panel, select the page range you want to redact, the color to be used

in the redaction mark, and click the "+" button.
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You can also modify the appearance of an existing redaction mark by

selecting it and choosing a new color in the pop-up menu.

@  Wondershare PDFelement Pro  File  Edit  View Tool Go Window Halp

eoe [ rorneon - [ Q
D 8 M son~ it Marky Security 7
T Redact & encrypt Q) Remove Securmy
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‘////////;./".;,/ “,
> 74 1////. I o Page
7 Redact o}
s 00 L w o0 000
&
The New Work Of ectricity ond passive bulkding desians 10 reaulah
Klan Architects Inc. TR e A ) - (4]

The New Work Of
Klan Architects Inc.

After selecting the content that you want to redact, click the "Apply”
button, and a dialog will pop up to remind you that the redaction is
permanent. Please click "OK" if you are sure to remove the
information. Then the selected content will be blacked out

permanently.
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®  Wondershare PDFelement Pro  Fle Edit View Tool Go  Window Help

Are you sure you want to continue?
Yew are about 15 permanently remave all

How to Sign PDF on Mac

With PDFelement for Mac, you can sign a document to protect or approve
its content with four kinds of signatures: image signature, handwritten

signature, electronic signature, and digital signature.

1. Image signature.

You can sign a document by adding an image signature to your PDF
document. Click Markup button on the Main Toolbar, select Signature on the
Secondary Toolbar, click Create Signature on the right pane, and upload the

image signature file.
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@  Wondershare PDFelement Pro  File  Edit  View Tool Go Window Help

Sign &0 2 white paper.

Cancel

In the pop-up window, browse your computer to select the signature image

and use it to sign your PDF.

@  Wondershare POFelement Pro  File  Edit  View Tool Go Window Help

B untitied folder
15 untitied folder 2

signature.jpg
JPEG image - 6 K8

2. Handwritten signature.
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You can create your handwritten signature to sign your PDF file. After
clicking Markup>Signature>Create Signature, create your signature with the

mouse to sign your PDF.

@  Wondershare PDFelement Pro  File  Edit  View Tool Go Window Help

3. Electronic signature.

It's easy to create electronic signature to sign your PDF. After clicking
Markup>Signature>Create Signature, creating your signature with the

trackpad.
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i Wondershare PDFelement Pro  File Edit View Tool Go Window Help

a accounting % contract X + - e
M 88 125% v Edit Markup Form  Security Tool Batchv
B o a am 6 @O T EDEODBO® 0 &P <
Subtotal $3,800.00
8 2 n =2 © Signature
Discount $00.00
Thumbnails
- Annonn
z Image Mouse Trackpad
Cost Summary @ . . @ 30pt -~
e v tonp
=_ = Ongoing
= = ° < &
pr—— Name _@
N Daily Account
- Bi-Monthly Pay
Dea

Sign your name on the trackpad

clear Concel
Create Signature

4. Add digital signature.

e You can use our PDFelement Professional for Mac to create a digital
signature field by clicking the "Form" > "Digital Signatures” button,
then send the PDF file to others to add digital signatures, and change

the signature settings on the right pane.
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&  Wondershare POFelement Pro
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GENERAL

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

Total liabilities

Sigramarel

Visiole

F0aa Orly

Aecured

t8

$0
30

s%
28

Laceg

3
B

NET ASSETS (NET WORTH)

s0
$0

Assumptions:
All figures are GST inclusive.

This Balance Sheet is intenZed as' 3 GUILE UNLY anc®DOES NOT constitute findncial advice,
please verify and discuss your financial statements with a qualified accountant, solicitor or financial advisor.

Or you can also use our program to let others add the digital

signatures. After adding a digital signature field, click the "Preview"

button and click the "Sign Here" symbol on the page.
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Pre-paid expenses

Fixed assets
Leasehold
Property & land
Renovations/improvements
Fumiture & fitout
Vehicles
Equipment/tools
Computer equipment
More...

Total assets.

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

Long-term liabilities
Loans
More...

Total liabilities

$0

s8
28
88
t-3-1

$0

%0

This Balance Sheet is intended as a GUIDE ONLY and DOES NOT constitute financial advice,
please verify and discuss yow financial statements with a qualifiad accountant, solicitor or financial advisar,

NET ASSETS (NET WORTH)
WORKING CAPITAL

0

88
g8

Assumptions:
Al figures are GST Inclusive.

$0
[signaturet]

LIsina this Balance Sheet
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e In the pop-up window, choose a digital ID as you want to sign. If you

do not have any ID yet, please click the "Create” button to create one.

@&  Wondershare PDFelement Pro  Fie  Edit  View Tool Go Window Help

Sign Dy

Choose the Digital 1D that you want to use for signing

e In the pop-up windows, enter the Identity information to be used for

creating the self - signed Digital ID, then click OK.
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@  Wondershare PDFslement Pre  Filo  Edit  Wiew Tool Go  Window  Halp

Create a New Digital ID

7 InSarmatian b B usest Tor Creating the seiT-signed Diges! D

e It will go back to the first "Sign Document” window and you can
preview your digital signature. You can also click the "Create” button

under the Appearance to change the style of your Digital signature.

@  Wondershare POFelement Pro  Filo  Edit  View Tool Go Window Help

Sign Document
Chooss the Digital 1D that you want 10 use tor signing

ws

jitally signed by: Ws
"Date: 2022-07-07

Ws uﬁﬁem +0800
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e Click the "Sign" button and save your file, the digital signature will be

applied directly.

&  Wondershare PDFelementPro  Fillo Edit  View Tool Go Window Help

000 [@ bsuncesmotiompuien + Q
M 8B @ Edit  Mark v T
Dren Emwe At
0@ Q= @ Fixed assels 30 30 30 30 30
. Leasehold
o property 8 ond —
Renovations/improvements
———— Furniture & fitout O
28 £ Vehicles -

Equipment/tools
Computer equipment
= o More...
e Total assets $0
Current/short-term liabilities $0
Credit cards payable
Accounts payable
Interest payable
ietltss Accrued wages
? o Income tax
More.
Long-term liabilities 0 s0 o0 s0 s0
Loans
More.
Total liabilities $0 $0 $0 $0 $0

. $0 $0
$0 $0 $0

s8
8

NET ASSETS (NET WORTH) $0 30 $0 $0 $0
WORKING CAPITAL $0 30 $0 $0

Assumptions: W n:;n 5gned by Ws.
Al figures are GST inclusive. s o 07.07 115630 42800

This Balance Sheet Is intended as a GUIDE ONLY and DOES NOT constitute financial advice,
please verify and discuss your financial statements with a qualified accountant, solicitor or financial advisor.

Using this Balance Sheet

This balance sheet contains a list of suggested assets and liabilities a typical business may have. You can edit these

Print PDF

How to Print PDF on Mac

o Click the "File" > "Print" button on the toolbar or hit "Command + P" on
the keyboards to activate the print command window.

e In the pop-up Print window, choose the printer, set the copies you
need to print and customize the pages. You can preview the printed

document in the preview window.
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[ @ Wondershare POFelement Pra_| Fie | Edit  View Tool Go  Window  Help
|ece [ scoming New >
New Tab
D 8 @ 106% v Open Edit  Markug F T Ba&:h-

Opan Recant >
8 @8 0 8 ¢ Open Cloud

Thumbnails Close Tab
Close Window
Close All

Save
Save As.
Save a5 Other >

e ; Umbrella Acccounting

Protect >

Share >

— e==—35/0ost Summary

Enii;

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00

Subtotal $3,800.00

e In"Show details" at the bottom, you can choose the paper size,
orientation, boarder, etc.

o After the settings, click "Print’, and then you will get the paper copy.

If you experience a failure to edit the PDF text after clicking the "Text"
button, or if the converted word file is non-editable, you may need to

perform OCR on these files first.

185



G Wondershare PDFelement

®  System Preferences Edit View Window Help

E 1 Print A Print tod
1
el Al
From: 1 1

f s =

i\ — 7

It -

N ? Show Detalls POF Cance Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00

Subtotal $3,800.00

PDF Print Settings on Mac

To access more settings for printing PDF documents, click the "Show

Details" button on the Print window.

Printer: Choose the printer that is connected to your Mac.

e Presets: Choose the settings.

e Copies: Enter the number of copies of the output documents.

e Pages: Choose "All" or customize the page range.

« Page Size: Select the appropriate page size for the current PDF files,
like A4, A5, or US Letter, etc.

e Orientation: Choose to print in Portrait or Landscape.

e Scale: Select the scale percentage as needed.

186



E Wondershare PDFelement

e Layout: Set the layout of pages

@  Wondershare PDFelement Pro  Filo  Edt  View Tool Go ‘Windaw Halp

Printer: & No Printer Selected
Presots:  Default Settings
Copes: 1

Pages: O ANl
 From: 1 to: 1
Paper Size: US Letter 8.60 by 1100 inches

Orientation: © +[& Portrait  +H Landscape
Scale: [100%°

If
TR
Tredtdy Beebndy

e |

[

Lot @

::::%s I|MHNI

Two-Sided: °
Reverse page ofientation
Flip horizontally

Print Multiple PDFs at Once on Mac

When handling multiple PDF files at the same time, batch printing may be a
perfect feature for you to ease your work. PDFelement for Mac enables you

to print multiple PDFs at once.

Select Print PDF option after clicking Batch button on the Main Toolbar.
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d Wondershare POFelement Pro  File Edit  View Tool Go Window Help
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Total $1,600.00
o
+ - W &5 X

In the pop-up window, click Print PDF tab, then add the PDF files you wan to

print. You can change the print settings on the right pane.

®  Wondershare POFelement Pro  Filo  Edt  View Tool Go  Window Help
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Alternatively, you can start the batch print function on the Homepage by

clicking Batch PDF button.

Edt View Tool Go Window Help
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Share PDF

Airdrop PDF from Mac

Go to "File" > "Share" > "AirDrop” on the Top Menu. You can share your

file with someone using a Mac or iPhone through AirDrop.
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| & mnuthle.hmmlF} Edit View Tool Go Window Halp
000 [ scoums New >

New Tab

0B @ wen- s Edit Makup Form Security Tool Batchv
Open Recent >

v @ 08 @ Open Cloud

Thumbrails Close Tab
Close Window
Close All

Save
Save As.
Save a3 Other

s ; Umbrella Acccounting

Protect >

Show in Findor

Q- "1 ow
Properties.. _J Messages
— .c=® Summary
—  Notes
Wondershare Cloud
@ More,

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00

Subtotal $3,800.00

Send PDF to Email on Mac

» Please click to the "File" > "Share” > "Mail" button. Then log in to your
email account.
e The current file will be attached to an email draft.

e You can then send your PDF file via email within the application.
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@  Wondershare PDFelement Pra | Fie | Edit View Tool Go  Window Help
1
eoe [ wcxouming ew > Q
New Tab
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8 @8 Q0 8 @ Open Cloud
Thumbnails Close Tab
Close Window
Close All
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Cost Summary s
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@ Wondershare
@ More..

Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01,2021 to Present $500.00
Production of Quarterly Reports $800.00

Subtotal $3,800.00

Share PDF to Note

o Go to "File" > "Share” > "Notes" on the Top Menu, you can save your file

to Notes.
‘ ‘Wondershare PDFelement Edit View Tool Go Window Help
eoe [ scwnin w 4 Q
New Tab
DB @ eew oo Edt Makup Form  Securty Tool  Batchv
Open Recent >
[+ ] 2 0 B8 @ Open Cloud
Thumbnails Close Tab
Close Window
Close Al
Save
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wme > Umbrella Acccounting
Protect >
- Show In Finder
= GE] > Qwa
. Properties... U Messages
- e ummary
7] — e ]
© Wondarshare Cloud
Initial Account Setup
Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00
Subtotal $3,800.00
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Share PDF via Messages on Mac

e Go to "File" > "Share" > "Messages" on the top menu, you can share

your file with others via messages.

®  Wondershare POFelement Pigl File | Edit  View Tool Go Window Help
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Initial Account Setup

Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00

Subtotal $3,800.00

Upload PDF to Cloud on Mac

Wondershare Cloud allows you to transfer documents across devices. For
example, you can upload a file to Wondershare Cloud from your Mac at
your office, keep your files in sync, and access it from your mobile phone at
home. With PDFelement for Mac, you can collaborate files smoothly and

manage your work efficiently.
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1. Share from the File Menu.

e Go to "File" > "Share” > "Wondershare Cloud” on the Top Menu to

upload the file to this platform.

&  Wondershare PDFelement Edit View Tool Go Window Halp
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© More...
Initial Account Setup
Name Price
Conversion from Angular Systems Inc. to HH Wellington Co. $2,500.00
Time period covered: JAN 01, 2021 to Present $500.00
Production of Quarterly Reports $800.00
Subtotal $3,800.00

e And then click the "Upload"” button in the pop-up window.
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&  Wondershare PDFelementPro  Fle Edit View Tool Go Window Help

e Once the file is uploaded, click "OK" to complete.

2. Upload PDF to cloud from the Homepage.

e Oryou can also share a PDF document to Wondershare Cloud on the
Homepage. Find the PDF file you want to upload in the Recent List,
click the ".." button on the bottom right side, and select the "Upload

to Document Cloud"” option.
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e The Transfer List will pop up to display the uploading progress.
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3. Upload PDF to cloud from the Document Cloud tab.
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Alternatively, you can go to the Document Cloud tab on the
Homepage to upload files by clicking the "Upload File" button, the
"Upload” icon on the top right corner, or drag-and-drop directly.
You can also create a new folder within the Cloud and upload a PDF

file to the folder.

&  Wondershare PDFelement Pro  File Edit  View Tool Go Window Help

® °

®

@ Home

[
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2]

Document Cloud E] 0 E] -
2 7

Upload New Folder

After uploading files to Wondershare Cloud, you can share them with

others by creating a file link. Click the "..." button on the file icon and
select the "Share by Link" option in the drop-down menu. Share this

link with others, and they can directly open the shared PDFs in an

internet browser.
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@  Wondershare POFelement Pro  Fie  Edit  View Tool Go Window  Help
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Document Cloud

You can also remove an uploaded file from the Cloud as needed.
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