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Get Started with PDFelement

Brief introduction to PDFelement

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

e Open, save, print and markup PDFs;

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

e Secure your PDFs with password protection;

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

o Create interactive form field and recognize form field automatically;

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

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

e Approve and sign documents digitally;

e Unlock text within images using OCR;

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

e Batch process to convert, create, optimize, data extract, bates number, and
watermark.

A good way to get up to speed in using PDFelement is by familiarizing yourself with its
workspace. PDFelement provides an intuitive user interface with a menu bar, a toolbar, a
navigation panel, and work area.
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The toolbar displays different tabs with different tools. This is the toolbar on the center of
the screen. What's more, you can search some certain tools through the "Search” feature
to directly find the tool.
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To quickly find out the tool you need, you can enter the tool name or keyword in the
Search box, and then click your needed feature in the search results. After that, the
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corresponding tool will be activated directly. That's quite fast and easy to complete some
operations in PDFelement.

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

1. File Properties

Go to "File > Properties > Description”, you can check the file properties, you can also edit
the data of "Title", "Subject”, "Keywords" and "Author" that are marked by the pencil
symbol.

Q User Guide
| ri|:.| o 3 Hame £dit Camment Convert Wiew Cganize Toals Farm Protect Share

= o® S 0O Aran- [Taddton | Tock  [dcop | ) Seach @) Marex @ i Assistant -

2. File Preferences

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

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

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

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

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

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

e Proxy: You can select the proxy settings.

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

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

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

7



B Wondershare PDFelement

o Blank PDF: You can create a blank PDF and apply it to use.
e Shortcut: You can find shortcuts for main functions.
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Cancel

Check the version of PDFelement

Once you have opened the program, click on the three-dot icon in the top right
corner to access more settings. Then click the About option.
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The About window will be opened and show you the current version information
of PDFelement.

PDFelement

Version: 11.0.0

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

Visit Wondershare and Wondershare PDFelement to learn more.

W

wondershare

Copyright © 2024 Wondershare. All rights reserved

Download and install PDFelement
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1. System Requirement
If you want to install PDFelement, the minimum required specifications to run
Wondershare PDFelement Professional are as follows:

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

e RAM: 512 MB RAM or above

e Available Hard Drive Space: 500 MB or above

Note:
See more details please visit: https://pdf.wondershare.com/tech-spec.html

2. Download PDFelement on Windows Computer

e Visit https://pdf.wondershare.com/ to download the trial version of PDFelement.
e Double click the executable installation file and follow the on-screen instructions to
finish the installation.

3. Change a Theme Color
After PDFelement is downloaded and installed, you can change its theme color if you like.
There are three theme colors to choose from: Light, Dark, Classic.

e Select three-dot icon on the top right corner of the home interface.
e Select Theme Color and pick a color of your choice.

m Quick Toels + Sysiem Theme
ight
= Dark
Create FOF ~ Edit PDF B Convert POF Gl occreoe B combine POF: o Bach Pl g
(o !
U Stamed ks @ summarize FOF @ rempiate
&7 o

Recent Files a —————
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Register and get PDFelement full version

1. Trial Version Limitations
After downloading and installing, you will receive the trial version of PDFelement. The trial
version does contain the following limitations:

Watermark: Places a watermark on your PDF files when you save after editing or
commenting on the file. (It is recommended that you click the "Save As" button in
"File" menu to save it to a new copy with the watermark, then it will not affect your
original PDF.) When using the batch process to add a watermark or bates number,
it will process all the files you load but will still add the trial watermark in each file.
Convert: Will only convert 3 pages at most. All files together must not exceed 20
MB.

Batch: When using the batch process to extract data, it will process two files only.
Combine: The trial version can merge up to 3 files. All files together must not
exceed 20MB.

Templates: Limited free templates available to edit and download.

File compression is not available on the trial version.

2. Purchase PDFelement
To get the full version of Wondershare PDFelement, you need to purchase the license to
activate it. Please follow the below steps to purchase the license:

Note:

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

Store purchase page.

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

The process of how to activate the software will be displayed on the website after
paying successfully. And please go to your email inbox to find the download link
and activation process.

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

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

3. Register PDFelement

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

11
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version even though you have paid for it. Here is how to register PDFelement after you
have purchased the product.

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

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

If you do not have an account, click "Create account" under the "Next" button.

- e
Edit Combine PDFs Batch PDFs
Editte and ¥mag Combine multiple Batch convert, creste,
| @ Recent Files sty / § Wondershare essiprsigo o 2 o orint. OCR PDF=, etc
PDFelement y =8
=) O= L=
Login to your
CR Recent Files Wondershare ID
O Document Cloud G Google £ ¥
B oot file-sample.pdf
[} bvalance-sheet-template-1.paf
B oalance-sheet-template-1.paf

Don't have a Wondershare ID? Create a

Shortcut keys

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

F1: Open online help page
Alt + Shift + F11: Prompt product version pop-up
Ctrl + O: Prompt document pop-up
Ctrl + Tab: Switch to the next document
Ctrl + Shift + Tab: Switch to the previous document
Ctrl + W/Ctrl + F4: Close the current document
Ctrl + S: Save the current document
Ctrl + Shift + S: Save as current document
12
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e Ctrl + D: Open the document properties dialog box
e Ctrl + K: Open the preferences dialog box

e Ctrl + F: Search panel pop-up

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

o Ctrl + P: Print

o Ctrl + Z: Undo last change

e Ctrl +Y: Redo last change

e Ctrl + Shift + I: Insert from the file

o Ctrl + Shift + T: Insert blank page

e Ctrl + Shift + D: Delete the page

o Ctrl + Shift + K: Tile horizontally

e Ctrl + Shift + L: Tile vertically

e Ctrl + N: Convert the document to PDF

e Alt + 7: Screenshots

e Alt + 3: Switch to text hand mode

e Ctrl + E: Switch to text editing mode

e Alt + 6: Switch to select mode

e Ctrl + F10: Window maximization

e Ctrl + 1: The actual size

e Ctrl + 0O: Fit page to window

e Ctrl + 3: Fit height

o Ctrl + 2: Fit width

o F8: Fold functional area

e Ctrl + +: Zoom into page

e Ctrl + -: Zoom out of page

e F11: Enter or exit full screen mode

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

e F6: Switch to the next Ribbon Tab

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

e End: The last page

e «:Scroll to the left

e —:Scroll to the right

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

e Alt + «:Jump to the previous view

e Alt + —:Jump to the next view

13
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T: Scroll up

e | /Space: Scroll down

e Ctrl + 4: Continuous mode

e Ctrl + 5: Single page view

o Ctrl + 6: Two pages view

e Ctrl + 7: Two pages continuous

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

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

e Esc: Exit temporary editing status

e Ctrl + B: Add bookmark

e F2: Rename the selected bookmark

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

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

o F12: Batch Processing

e Ctrl + B: Make the selected text bold

e Ctrl + 1: Italicize the selected text

e Ctrl + ]: Increase font size

e Ctrl + [: Decrease font size

Open PDF

Open PDF from homepage

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

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

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

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

e Open PDF from “Recent Folders".

14
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e Open PDF from “"PDFelement Cloud".

Q +

I Recent Files

Starred Files

< Cloud Drive

18.37 M8 £ 100 GB

(1) oo G

Quick Tools

Edit

Recent Files
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n ppt fle-sample.pdt

B et file-sample_2023_09_04 15:47:33.pdf

B oot file-sample.pat
n screenshoot- 2.pdf

B2 untitled (1).paf

BN

md

OCR POF

Carnpare PDFs
Compare the differences
between two files,

Request eSign
Serdl a et 1

Sean

Scam and create a nevw

POF file

o

Ternplate
POF templates

Open PDF from File menu

If you have already opened one PDF in PDFelement, you will see the “File” menu on the
top left. Here we present how to open pdf file from the “File” menu.

e Tap "File” button and then "Open” or “Open Recent” option to select the PDF files
from File Explorer.
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e Click on "File > Open Cloud”, you will see many cloud options including Dropbox,
Google Drive, Wondershare Cloud, OneDrive, Box and Library. You may need to
sing in your cloud account and complete access authorization, then you can open
PDF files from "Open Cloud".
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Open a protected PDF
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To ensure the security of data, some PDF's will have a password to protect it. How
to open protected PDFs? If you have received a PDF that is protected with a
password, you just need to enter the correct password to view the file.

B v Guice Bo.71ssse 200t
File Home Edit  Commen t  Comvert  View  Organize  Tosks  Ferm  Protect Share

= @ S O Aema- [Taddien | Floce [doop | O seach Mo @) A Assistant -

A

9 ¢

o g @

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

View PDF

How to navigate PDF

1. Page navigation.
You can navigate PDF through the pages of your active document in the "View" tab or in
the bottom floating bar.
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e Click the "Previous Page" button to navigate to the previous page of the current
document.

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

e Enter the page number and press Enter key to navigate to the page immediately.

2. Thumbnail panel

The Thumbnail Panel allows you to quickly scroll through pages in your document using
the mouse wheel, or by dragging the slider in the panel. Right-click on a page in the
thumbnail panel, and you can adjust the size of the thumbnails by choosing “Enlarge Page
Thumbnails” as well as “Reduce Page Thumbnails”.
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3. Bookmark panel.

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

If you've annotated the PDF documents, you can find all the annotations list here. The
annotations can be sorted by pages, date, author, and type. You can navigate to a specific
page by clicking on the annotation.
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5. Search panel

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

e Click the Search Panel in the left navigation column to enter the keyword in the
box and press Enter key to start the search process.
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e Click "Home > Search” and enter a keyword in the search box and press Enter key
to start the search process.
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6. Attachment panel.

If you need to open a PDF with attachments, the Attachment Panel can navigate to where
the files are stored. You can directly open these attached files, add more attachment files,
edit description, delete or save them.
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View multiple PDFs in different windows

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

e Open multiple PDF files in the program first, then click the "View" > "Tile" button.
e Choose to tile the windows Horizontally or Vertically.
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o Alternatively, you can open multiple PDFs first, and reduce the window size, then
drag the tab of the file to create other windows for each file directly, then adjust
the window size as you want by dragging the edge of the window again.
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o After tiling to multiple windows, drag the tab of the file back to one window one by

one, you will get all the opened files back into one window.
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Add bookmarks to PDF

1. Auto Bookmarks.

e PDFelement is able to generate bookmarks automatically according to the heading
styles in your PDF. Click the "Auto Bookmarks" button under the "View" tab. Thus,

the bookmarks will be created automatically.
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e You can head to the Bookmark Panel on the left side, expand and check the auto-
generated bookmarks.
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o If your PDF file has already got bookmarks. You will receive the following message
after clicking the "Auto Bookmarks" button. Then, you can choose to write the
existing bookmarks or add new bookmarks to the end.
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Please apply different text formatting styles to your PDF file for each level of heading. It
will make PDFelement generate auto bookmarks precisely and easily.

2. Add Bookmarks.

o Navigate to the page in which you want to insert a bookmark. Then click the
Bookmark panel and select the "Add" button to insert the bookmark.

e Open one file and click the "Bookmark" button at the left side panel, and it will
open the Bookmark panel to create the bookmark for the current page directly.
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3. Edit Bookmarks.

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

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

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

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

e Right-click "Collapse All Bookmarks" to collapse the child bookmark.
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4. Create a Content Page from Bookmarks.
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PDFelement enables users to effortlessly create a content page based on existing
bookmarks, providing a convenient way to navigate through their PDF files.

e Open your PDF in PDFelement and go to the left bookmark panel.
e Right-click on a bookmark and select "Create a Content Page from Bookmarks."
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Take a screenshot of a PDF page
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To create a screenshot of your PDF file, click on the "Tool" > "Screenshot" button and then
you will want to click and drag the mouse to the desired area. Once you release the mouse
button, the following options will appear:

02

Key Features Support

Creats, s5t, OCR & oot

O R eBET & &

* You can annotate the screenshots with rectangle, lines, pencil, marker, eraser,
Mosaic, or add text.

e Click
e Click
o Click
e Click -
e Click
e Click ©
e Click
e Click ~

- to undo the annotations on the screenshot.
to redo the annotations on the screenshot.

to save the screenshot on your computer.

to exit the screenshot.
" to capture scrolling screenshot.
to save the screenshot image as a PDF.
to pin the screenshot image to the current PDF.
to copy the screenshot, you can paste it somewhere else.
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View PDF with rulers & grids

There are crucial times when you must put every piece of your content in the right place.
With PDFelement, you can precisely arrange the texts and objects in your documents with
PDF Ruler and PDF Grid. Set "View > Rulers&Grids"” to show or hide rulers or grids.

e Grid: When you click and turn on the “Grid"” button, the grid will show up all over
the PDF document. You can click the “Grid” button again to turn off this mode.
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o Ruler: Click on the "View > Rulers & Grids > Ruler” button, a horizontal and a
vertical ruler will appear to help you evaluate size of the elements in your PDF files.
o Guides: You can drag lines parallel to the rulers to any place in the page. To delete
the guide lines, just select them and press the Delete key.
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Word count and page count in PDF

PDFelement simplifies the process of counting words and pages in your PDF document
with just one click.

e Open your target PDF file in PDFelement on your device.

e Click the "File" button and choose the "Properties" option from the drop-down list.

‘ArchitectsInc| [= = [= |

‘3| Save As Cther

[} Savein Recent Folder

(75 Saveto Cloud

[ ExportTo

|©_Propesties

i Preferences

0§

10193 x 47.87 em a Iy 1 > D B G+ Q =-—e @ % - "

r 1 ppt file-ssmple pat x |+ ® B8 : — 3
& B ¥ Home Edit Comment Convert View Organize Tools Form Protect

(2] Open @ A Teols S® Q search = More
ROpeohacnt 40 50 60 70 80 90 100
&S Open Cloud

= ‘@
[F1 Create

JAbout Khan = B
) saveas O O

Word Count in PDF

e In the popup Properties window, go to the "Description” tab.
e Locate the "Word" option and click "Count."
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Properties

Drescription

Initial View

Security

Fonts

ppt file-sample.pdf

Ot~ Company Doc~PDFelement ~Articlesh 2024 Q1 read-only pdf202407 -how to edit a read...

File Size:

Page Size:
Mumber of Pages:
Words:

Title:

Subject:

Keywords:

Author
Created:

Last Modified:

PDF Producer:
PDF Version:

Application:

2.3 MB

101.93 x 47.87 cm

wWE

8/9/2022 2:57 PM
1/31/2024 5:42 PM

Weondershare PDFelement
1.7

Wondershare PDFelement

Cancel

o PDFelement will swiftly calculate the number of words in your PDF document.
e If you make any changes to the text in the PDF and want to re-perform word count,
click the "Count" button again.

Properties

Description

Initial View

Security

Fonts

ppt file-sample.pdf

D~ Company Doc\~PDFelement\~Articles’\ 2024 Q1\vread-only pdf202401-how to edit a read...

File Size:

Page Size:
Mumber of Pages:
Words:

Title:

Subject:

Keywords:

Authorn
Created:

Last Modified:

PDF Producern:
PDF Version:

Application:

2.3 MB
101.93 x 47.87 cm
4

cou nt

[140tamgs.407]

WS
8/9/2022 2:57 PM
1/31,/2024 5:42 PM

Wondershare PDFelement
1.7

Wondershare PDFelement

Cancel
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Page Count in PDF

. . . n n .
e In the same Properties window, find the "Page" option.
e The number of pages will be displayed here.
Properties X
[P ppt file-sample.pdf
D\~ Company Doc\~PDFelement’,~Articles\2024 Q1\read-only pdfi202401-how to edit a read...
Initial View
. File Size: 23MB
Security
Page Size: 101.93 x 47.87 cm
(s Mumber of Pages:
Words:
Title:
Subject:
Keywords:
Author ws
Created: 8/9/2022 2:57 PM
Last Modified: 1/31/2024 5:42 PM
PDF Producer ‘Wondershare PDFelement
PDF Version: 17
Application: ‘Wondershare PDFelement
Cancel
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How to use Split View

Split View is a feature that lets you view a PDF in two different panels. You can use this to
view information from two non-consecutive pages at once. Scrolling on one panel will not
affect the display on the other panel.

e Open a PDF, then click "View"> the "Reading Mode" button between "Zoom" and
"Background.”

e Guide 50507155542 pa! }
File Home Edit Comment Cono Organite Tools Form Protect DPare
A ® 0 & | DA madMode (YhotateViews [ Auto Bookmarks [ Rulors Grids + @ Al Assistant -

N Key Features Support
Create, edit, OCR & convert

The New Work Of I‘I"ho New Waork Of

Kian Archifests inc. Klan Architects Inc, |
‘
an T
A o !
- I»n ‘ 4
AR A i
R e

e Click "Split View" and select between "Split Vertically" and "Split Horizontally."

36



E Wondershare PDFelement

B vercuseso sansssuper x4

Filo Home  Edit  Comment  Convert View  Organire  Tools  Form  Protect Pare a8 6
Q@& & B & EBDaredMod (Yrowteviews [ Autobookmars [T Rulers Grids - @ A Assistant -
[E) S poge view
0 (B sngieoge scoting g M
fa} Eﬁ Two Page View
B 1o mage sarciing o
a £l 30 Reaa pose B
) B sepwns Coner Page &
a O T 10
=2
Key Features Support
Create, edit, OCR & convert
o - ©
x¥Tem SR R AR 3 9 B —_— wr ~ 3 Q
e If you choose "Split Vertically," one panel will be on the right and one on the left.
Test by pointing your cursor on one panel and then scrolling down. The other
panel should not move.
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@ @ G- Q- Q~ Al Read Mode nknl.m\hwn mhulouoo&maltﬁ ﬁkulm Grids ~ OAlAmﬂam-
D ) e
& ]
) . .
: Efficient Al Solution
- All-in-one solution for work & study.
Key Features Support
Creale, edit, OCR & convert | Sy s b N ~.
Briat ntroducton ta FOFeament. - °

[heNewworkof
KhnArchhochlnc.l

<

Ax207on 4

Translate & Proofread
Translate your Glffentdocument into multiple languages. Elevate precision

n v @ @ =— @

o

>

37




B Wondershare PDFelement

e If you choose "Split Horizontally," one panel will be at the top and one at the
bottom. Test by pointing your cursor on one panel and then scrolling down. The
other panel should not move.

0 v =
File Home Edit Comment Cowert View Organite  Tools Form  Protect Dure
QA @ R B- & EamadMods (7 Rotate View- (™ Auto Bookmaris [ Rulers Grids - @ Al Assistant -

: 0 1 n
9]

Work Anytime & Anywhere

Start to work with flexibility

o o

STONER

03

Efficient Al Solution

All-in-one solution for work & study

] 2 H O v —

Create a screen recording of a PDF

Follow these steps to create a screen recording of your PDF documents using PDFelement:
Go to the "Tools" tab and click the "Screenshot" button.

From the dropdown menu, select "Screen Recording."
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A dialog box will appear, prompting you to download a plugin. Click "Download"” to initiate
the download and installation of the plugin. Once downloaded, click "Launch."
@ v cude tociceat =
Fie = Heme Edit Comemint Canvert Wierwt Cingamize ﬁ Form Protect e
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Edit & Comment
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A crosshair will appear on your screen. Use your mouse cursor to drag and select the area
you want to record.
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After selecting the area, two floating bars will appear. The top bar allows you to adjust the
aspect ratio of the recording area or choose to record the entire screen. The bottom bar
provides various options, including:

e Cursor: move the recording area

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

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

e Object Erase: erase the drawings you added

e Undo: undo the previous action

e Redo: redo the previous action

e Recording: start the recording

e Sound: enable or disable system sound

e Microphone: select a microphone

o Exit: exit the recording
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Key Features Support

Creale, edil, OCR & convert
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bl o searchabsle et with our CCT leatuny

Click the "Recording" button to start recording. You can add marks or drawings during the
recording. To stop the recording, click "Exit."
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A window will appear with the option to "Open Folder." Click this to access and review the
recorded file.
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Read PDF files

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

1. View PDF in full screen.

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

0 e Gudeoonsat =
Flo Home Edit Comment Conver t o,mnu Tools Form Protect SNve
A @ me '~ [EB) w1 Raad Moge () Rotate View (™ Auto Bockmarts [T Rusers Grids © A Assistant
- Comments (1] Actunsze
0 a
]
Paged
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o Create, edit, OCR & convert
e
Mo 9 -~ o
The New Work Of The New Work Of
Kian Arohiteocts ino. " Klan Architects Inc. |
1 o
A &
PDF Generation
Create a PDF from scrat m the T 1d, scal
ert from different fo 2n from you ipt
Effortless OCR
¥ WTem S —p

2. Adjust viewing themes.

There are several backgrounds for you to choose from when viewing FDFs. With "Edit >
Background"”, you can easily adjust the Default background to Day, Eye Protection, Night,
or Parchment background for your preference.
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3. Change page orientation.
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Click on “View > Rotate View", you can change your PDF orientation to “Clockwise” or

“"Counter Clockwise”.
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Create, edit, OCR & convert.

PDF Generation
Create a PDF from scratch, upload from the Template Mall or Cloud, scan,

convert from different formats, or open from your clipboard.

Effortless OCR
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4. Document layout.

You can find some settings about the layout of your PDF document under the "View" tab
option. Or you can select the page view mode in the bottom floating bar that
automatically appears when you move your cursor to the bottom.

a User Guede Booipd!
Fie e Home Edit Commnt Convert @ Olglﬂil. Teols Foam Protect e
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Create, edit, OCR & convert
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- 2 - | t
The MewWerk Of .. The Mew Work Of
Klan Architects Inc. " Klan Architects Im'l‘
|b I
PDF Generation
C a PDF from scratch, sm the Template Mall or Cloud, scan,
t from different forma 1 from your clipboard
Effortless OCR
e MTem A R 3 i o T oY

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

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

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

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

5. Zoom.
With the zoom tool, you can enlarge the view of a PDF to see more details. You can zoom
in to a minimum of 1% and a maximum of 6400%.
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6. Page layout.
You can find the settings to change the page layout of the pages in the "View" tab too.
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e Actual Size: To resize the page to its actual size of 100% zoom level.
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o Fit Width: To resize the page to fit the width of the window. Part of the page may

be out of the view.

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

may be out of the view.

o Fit Window: To resize the page to fit entirely in the document panel.
e Full Screen: Arrange the pages to fill the entire screen, with Menu Bar, Toolbar,
Status Bar, and Thumbnail panel hidden behind. Press Esc or F11 key to exit full-

screen mode.

7. Viewing preference.

To assist in keeping all of your PDFs in the same viewing format, you can set a viewing
preference from the PDFelement software file menu. To do this, please click on
"File>Preferences>General" and set the "Default Page Layout" and "Default Zoom" as
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Create a PDF from scratch, upload from the Template Mall or Cloud, scan,
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8. Initial view.

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

settings you have chosen.
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« Navigation tab: You can set whether to open the bookmark panel and thumbnail

panel automatically when you open this document to view.
e Layout: You can set the layout mode to view this document.
e View: You can set the view mode for this document.

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

set to open page 2, then it will open page 2 automatically when you open this

document every time.

9. Al Read Mode

Discover a seamless and intelligent reading experience with PDFelement's "Al Read Mode."
This feature empowers you to not only read PDFs but also engage in a range of actions
like summarizing, proofreading, rewriting, and asking questions, all within the same

interface.

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

feature.
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e When you're in Al Read Mode, your PDF content will fill the screen, giving you a
clean reading environment. You'll see a toolbar for reading and making notes. You
can move the toolbar around by dragging and dropping it where you want.
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firm based in Colitornic, USA. Our axceptionally
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Look for the "Al" icon on the toolbar. Click it to open Lumi, the Al reading assistant.

You can chat with Lumi and ask general questions or ask about the PDF you're
reading by checking the "Ask PDF" option at the bottom.

£ Sidetu

AN
ARCRITECTS ING

o o e

éfAbout Khan
“Architects Inc|

The Sea House Of
Klan Architects Inc

Ko Architects e creerted

nydnmtavesotWed T O 0 O W ' >

“istorce Mhemusves from wocil tiresces

o, 9 Lurre, your A1 powstant. How
o | ouattant you taty!

10 (SN §181, VW0 §3 kv 10 B OGS 1) The

Use Lumi's commands in the sidebar to get help. Ask for summaries, proofreading,
rewrites, and explanations. You can even check if a text is written by Al or ask about

code snippets.
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e For a quick access to the Al tools, select the text you want to work with. Look for
the "Al" icon in the floating toolbar that appears. Click the "Al" icon to reveal a
drop-down list and choose the Al tool you need from the list.
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e Besides Al help, you can also make notes. Use the tools in the toolbar to add
comments and marks on the PDF. Pick from different tools like text, highlight,
pencil, and eraser. This can help you remember and understand what you're

reading.
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10. 3D Read Mode
Unlock an engaging reading experience with PDFelement's 3D Read Mode, offering a
lifelike page-flipping effect for a more immersive encounter.

e Head to the "View" tab, click the "Page View" icon, and select the "3D Read Mode"
option.

a Employment Contract.pdf % + 1 w = : —s (o]
File @ 2 a4 Home Edit Comment Conver Organize Tools Form Protect G
@ @ C\] Y Q v AlRead Mode (T Rotate View v E] Auto Bookmarks [13 Rulers Grids ~

4 2 E Single Page View 6 & 10 12 14 16 18 20 22 24 26

D = ;
@ Single Page Scrolling it contains interactive form fields, Highlight Fields

Two Page Scrolling

O MPLOYMENT CONTRACT
m 3D Read Mode
=
2 mﬂ Separate Cover Page
Q = BE IT KNOWN , that this AGREEMENT s entered Into on
between , referred to as
the “Employer), located at ,
and
= (hereafter referred to as the “Employee’) residing at
@
IN WITNESS THEREOF  , the above parties wish to enter into this Agreement and
express the need to define and set forth within this instrument the terms and conditions of
= employment of the above named employee by e
THEREFORE,  in of the mutual and agreed upon stipulations set
forth below, it is hereby solemnly agreed upon and thus legally binding by the Employer and the
= Employee as follows.
EMPLOYMENT
— . @ at
_ does hereby employ in the position
of ., and the does hereby agree 1o serve in such capacdity,
@) = beginning ________ and ending at such date and time the Employee’s
R may be in with below listed Termination of Agreement
cause.
PERFORMANCEOFDUTIES
)
21x 297 em o Y -3 1 ) > | D) — *) 75%

(o

m E]E] Two Page View B 0

e Then the software will display the PDF in a two-page view.

e Navigate to the next page effortlessly by pressing the down key on your keyboard.
Experience the enchanting world of 3D reading as pages come to life with realistic
flipping effects.
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Create PDF Files

Create PDF from any file

How to create PDF files with PDFelement? Efficient methods are listed below.

1. Create PDF from file explorer.
You can use PDFelement to create a PDF from any type of printable files.

e Open the PDFelement on your desktop, and you will see the homepage. Then click
on Create a PDF > From File.

I FEate -

o Edit POF B Convert POF Gl ocreor B combine POFs 5 Batch PDFs B compress Por

<] From
i B summarize PO g Template

Recent Files a

e If you have opened a PDF, go to File > Create > From File.
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2. Create PDF by drag and drop.
Simply drag the file into the program window if it is open, or convert quickly from within
Windows Explorer.
e Drag the document you want to convert on to the PDFelement desktop icon n
o If the PDFelement is open, drag the file directly into the application window.
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3. Create PDF by right click.

PDFelement is compatible with the Windows system and enables users to create PDF files
directly by right-clicking the other formats of documents, including Word, Excel,
PowerPoint, text, and images.

e Right click the target document.
e Click the "Convert to PDF with Wondershare PDFelement" button on the menu.

= T Guide - [N]
Horme Share view (7]
& cut Dl 2 x -I ) Mew item = | fWopen ~  HH selea s
% Copy path 4] Easy access = — 1 Edit Select none
* . B Move Copy Delete Rename  Mew Properties = 5
[f] Paste shortcur 7 CF 2 folder T pHisory (7 wert selection
Chpboard Organize New Open Select
« - 1 » This PC » Desktop » Guide Open uide ¥y
Edit
Name
# CQuick access — L=
l_ﬂ- What is a Non-Disclosure ﬂgneemﬂ Print 1 KB
& OneDrive - Personal o © Share with Skype
Apps 7-Zip ;
Documents |&f Edit with Motepad++
Pictures Ea Scan with Microsoft Defender...
=4
= This PC Ly S
¥ 30 Objects & Norton Security Ultra ;
Open with
B8 Desktop
[ Documents | & Convert to PDF with Wondershare PDFelement [e
& Downloads @ Combine files with Wondershare PDFelement
B Music Give accessto >
= Pictures Restore previous versions
B\ videos Send to >
& Acer (C)
= Cut
¥ MNetwork Copy
Create shorteut ;
Titem 1 item selected 620 KB Delete B =

e This will start the creation process. Within a few seconds, the document will be
created to PDF format.
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r 3 B
|
Create PDF « . T
J @ et por ) Convert POE @l ocreor Batch PDFs B compress por
Edit 1t and imases in Sl Comaart POt Weoed, Excel, PRT Conwart scanned fikes 8o [ xate. print. OCR Rduce FOF file size
& Recent Files - !
W Starred Files @ summarize POF a Template
A e T PO owbeeie, (41 great FOF o
3 ke e
&5 POFch Gloud . e e ~
Recent Files Q B2
@ Agreement Creating PDF
—
12%
Cancel

Theesa aren't any recent fles.

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

4. Create PDF in Microsoft Office.
PDFelement also enables you to create PDF files in in Microsoft Office software like
Word/Excel/PPT.

e Open a Word/Excel/PPT file. There is a “PDFelement” button on the menu.
o Click on " PDFelement > Create PDF " button to quickly create a PDF document.
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Create blank PDF

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

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

Open POF Quick Tools
S o fapor 3 comert Fo Gl ocaror B combine Pofs o8 Baich PoFs B compress pos

%] Froms HTM Summarize PIDF g Template
= /Doists, e 5, POrLe
id

Recent Files

n User Guide Book - Copy 20240607 155542 3 pdl

o If a PDF is already open, you can go to “File > Create > Blank PDF" button to create

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

After you create a blank pdf, you can click the "Edit > Add Text" button or "Comment >
Type Writer" button to add text on the page, or click other buttons to do what you want to
this PDF. Click the "File > Save" button to save it on your computer.
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B e rsa
File o Home Cammment Carvert Wisw Owganize Teols Form Pratect Share
AL udenl- | |[T) Add Text | (&) Add Image (20 Add Link | {A)) Watermark - Backgraund - (2] Header & Faater- (& More~ | (@) Al Assistant -
| cotvenn . @
0 B :
0 Choose a Type
&
Q
= Prompt Examples:
& 0. Flease give me 3 ideas about how
E Q
n om Iz 1 — 1007

®

e

Convert multiple files to PDF

You can convert multiple files to pdf from Office files, email, a website, or from any files
that are printable. Here are two ways to create:

1. Create PDF from multiple files.
You can easily combine files of different formats into one single PDF file with “Combine”
function in PDFelement.

e Launch PDFelement and click the "Combine" button in Quick Tools.
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Create POF - @ eaieroe 1B conwen Por Gl ocrroe B combine poFs ®8 Baten poEs
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B Agreement B Swke-Perormance-Review- Template pdf [ 1kB
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B =ampie wora docpdt fasier T
B scence-subject-for- middie- school - Tth-grade-sirth-and-its-crganisme. paf Eaier ME
B sample weed doc321_Translise pt Esrier s2kp
Cloud Dy
e B sampie word doci2 1.pdf Easier 4 K8
923 MB / %00 GB
v " M n .
e You can drag and drop files to the border area, or use "Add Files” option to select
multiple files you want to combine or drag these files into this window directly.
a a)
| Create PDF - B wnee andeshars POFsiement
Estmtinds  Combine PDF kel o remw tabsle of She content page
© Recans Files geeeeied From bastmaria
File Name
o st Recent Fil i =
3 Raecant Folden Heme it Fkder
O F Youd B user e Save to dowee elder -
Bl Agresme: B smoien a 1
B smpe g 2kD
B scences e
B sampte w X8
B scencen .
B sample word doc32 1_Translaze paf Eaiur KB
B sampie wees doc3z 1 par Eseier 21K8

e You can add more files by clicking “Add file”, and choosing the specific pages in

“Page Range”, or delete the doc you have added.
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e Click the "Apply" button, the final created single PDF file will be opened in the
application window. If you want to change the page order, you can drag the page
on the left Thumbnail panel to move the page up or down, then you can click the
"File" > "Save As" button to save again.
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2. Create PDF files from a batch.

PDFelement allows you to create PDFs from a batch at once.
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e Click on "Tool > Batch Process” button on the Home menu.

e Then a window pops up, select the "Create" option, and you can add the files that
you need.

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

PDFelement printer works like a standard printer, so you can use it to print your files from
any Windows applications (such as Notepad, Outlook Express, and Internet Explorer) to
PDFs as if you would print with a real printer.

e Open the file in its authoring application.

e Click the "File" > "Print" button in the file.

e Select the printer named Wondershare PDFelement, and click the "Print" button.

e The file will be opened in our application window. Click the "File" > "Save" button
to save it to a PDF file on your computer.
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Turn scanned document to PDF

PDFelement Professional supports creating PDF files from scanners or your mobile devices

directly.

After opening the program, click the "Create PDF" > "From Scanner" button.

Open POE Quick Tools .
| Create PDF - o Edit POF B convert POF Gl ocreor O combine PoFs "8 Baich POFs B compress por

From File |
I‘:: From Scanner o
Y From HTML

=] From Cliptoard
@ summarize POF 8 remplate

Y Blask POF
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& PDFelement Cloud X
Recent Files

Theve aren't any recent fles
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e Select your scanner or your device, and click the "Scan" button to start creating.

| crestepor - | Eit PDF B convert © * s o5 Batch POFs B compress por
e I E— +ch comeert create, pein, OF 3 s
& R !
Pesse seiect 3 5

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

e The created PDF file will be opened in the program directly; you can start to work
with it or save it on your computer.

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

e After opening the program, click the "Create PDF" > "From Clipboard" button.
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e Then the content form clipboard will be created as a PDF, and then you can
process it with PDFelement, and finally click "Save" icon to save the created PDF
file.

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

e On the homepage of PDFelement, click "Open PDF" to open a PDF file.
e Then, click the "File > Create > PDF Portfolio" button to create a PDF Portfolio.
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e Open a file from the Portfolio to view or edit.
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e Open the folder in PDFelement by clicking the folder and tap on the "Open" button
to view the PDF files.
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e Add new Files and Folders to PDF Portfolio by clicking the "+" icon and then

choose the objects as you needed.
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e Click the "Extract" icon or "Delete" icon to extract or delete files from PDF Portfolio.
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Create PDF from templates

You can create pdf from templates with PDFelement, just click on “Create a PDF>PDF
Template” button and you will enter the Template Mall.
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There are massive materials in the Template Mall for you to choose from. The themes
include PDF, Business, Resume, Poster, Letter, Planner, Invitation, Card, Invoice, To-do List,
Valentine's Day, Education, Mother's Day, and more.
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Tips:

PDFelement paid users will enjoy massive advanced templates of different themes.
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Annotate PDF Files

Add comments to a PDF

A comment is a written note intended as an opinion, an example, an illustration, or a
statement of fact or opinion, especially a remark that expresses a personal reaction or
attitude. You can also edit, delete, and move the comments with ease. Now, let's see how
to add comments to a PDF.

1. Note/Type Writer/Text Box/Callout/Area Highlight.

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

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

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

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

Area Highlight: To highlight an area, please click the "Comment>Area Highlight"
button, drag the mouse click to select the area to highlight.
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2. Customize text in comments.
You can change the font, font size, color, and alignment of the text in comments. You can
also bold, italic and underline, strikeout text or add a superscript or subscript. To do that,
select the text in a typewriter, text box, callout comment, and make changes as per your
liking in the popup window or in the Properties sidebar.
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3. Add comments continuously.

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

4. Move/Copy/Paste comments.

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

Note:

The Stick Notes/Text Box/Typewriter/Callout comment can only be moved, copied, and
pasted within the same page, you cannot do this across different pages.
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5. Lock comments.
If you need to lock your comments, you can right-click the comment to open the

Properties Panel, and then click the "Lock" icon. Once locked the comment, others cannot
modify the comment.
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6. Search or filter comments.

If you need to quickly locate a comment, click “"Comment List” panel to unfold all
comments. Then you can either search the comments by keywords in the search bar, or
click "Filter” button to filter comments by author, type and color.
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7. Export only pages with comments.

If you want to save or export the pages with comments, you can click on
“Comment>Create Notes”, then you will create a new file containing only annotated pages
of the current document.
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8. Export or import comments.

If you need to move comments from one PDF to another, you can export and import
comments in a PDF. To do that, open the Comments list panel on the left, right click and
select Export/Import Comments.
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Mark up a PDF

How to mark up a PDF with PDFelement? You can go to the "Comment" tab to find the
text markup tools, you will see "Highlight", "Area Highlight", “Pencil”, “Eraser”, “Underline",

and many other tools there for your quick access. Holding the Alt key, or holding the
mouse button, allows you to select a region of text to work with.
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Highlight T : To mark important passages of text with a fluorescent marker as a
means of memory retention or for later reference.

Area Highlight ji;': To mark a certain area you like.

Underline 7 : To draw a line under to indicate emphasis.

L
Strikeout I
deleted.

: To draw a line to cross out text, making others know the text is

T
Squiggly ~ :To draw a squiggly line under.

Caret L : A proofreading symbol used to indicate where something is to be
inserted in a line.

If you want to change the color of the text markups, please select the markups you make,
then right-click the highlight or underline to choose "Properties". In the right-side
Properties panel, you can change the color and opacity in "Appearance” options.
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Draw on a PDF
Drawing tools allow you to add different graphic elements into your PDF, such as
rectangles, polygons, ovals, and other images. It is useful when you need to use an image
to bring attention to a section of your document.
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e Rectangle [ : A proofreading symbol used to indicate where something is to be
inserted in a line.

e Oval O : To draw an oval or a circle with pressing the Shift key.
e Cloud O : To draw cloud shapes.

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

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

e Line : To mark with a line.

e Arrow /I : To draw something, such as a direction symbol, that is similar to an
arrow in form or function.

e Pencil §:To draw free-form shapes.
o FEraser &

markings.

: To erase the pencil markups only, it cannot be used to erase other

Add stamp in PDF

The Stamp tools in PDFelement are a group of advanced tools that enable you to stamp
content into a PDF document. PDFelement supports image stamps with various image
formats (jpeg, png, bmp, etc). You can either use our predefined stamps or create your
own stamps. Stamping PDF files is a very useful feature especially when you need to give
reviews or explain the document’s status or sensitivity.

1. Stamp a PDF.
Click the "Comment" > "Stamps" button, and click one predefined stamp from the types of

"Standard Business", "Sign Here", "Dynamic”, and "Digital stamps", then click on the
position where you want to place it.
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2. Create/manage stamps.
You can create custom image stamps, and manage all your created stamps.
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e Click the "Comment" > "Create Stamps" button, click the "Select File" button to
browse the picture as you want to, you can also name the stamp. Then click the
"OK" button, it will be added in the Custom type under the "Stamp" button.
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e Then you can select the stamps to "Create", "Edit" and "Delete".

PDF measuring tool

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

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

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

completed" option while drawing the endpoint.

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

cancel" option.

Tip:

If the display of the measurement result covered your original drawing, you can single click

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

Note:

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

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

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

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

shape and drag it to the desired place.
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Area Tool

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

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

shape and drag it to the desired place.
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2. View measurement results.
As you are drawn with the measurement tool, four different ways can be utilized to
observe the readings of the measurements.

e Hover the cursor across the drawn measurement and suspend the cursor to allow
the results to be displayed.

e You can double click the shape, and the measurement result will be shown in the
pop-up Note.

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

e Open the "Properties” of the measurement and observe the measurement result on
the right-handed panel.
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3. Measurement settings.

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

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

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

« Snap to Intersections: Snap measurement relevant to the intersections of
multiple lines.
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PDFelement also provides you the opportunity to set an appearance for the
measurements. This can be done by moving into the "Properties” and selecting the
optimal appearances, including style, color, and other qualities.
4. Delete measurement result.
If you need to delete the measurement result, you can right-click the measured object and
click "Delete" to remove the result.
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Add attachments to PDF

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

an attachment, the reader must have an application installed that can open the

attachment.

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

add this comment.
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e A pop-up dialog will open, and you can browse to select a file to attach.
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You can change the icon style/color/opacity in its properties.
The attachment comment will also be listed in the Attachment panel. Click one of

the attachments in the panel, and it will lead you to that page.

88




B Wondershare PDFelement

r] s 54
File Haome Edit Camment Carvert View Drganize Tools Form Protect Share
S F &2 ¢ U- T T 1B o B H- & D &§ B @ @ # Assiseant -
0 Attachments X Properties
[mi a Type
B What & a Non-Discdosur... Attachment [
I"I 13/06/2024 1052 am &30 KB
- In Page 2 5 e
0 1 * -
e —)
° Sty At
= Work Anytime & Anywhere o
Start to work with flexibility.
wito
[~ J— L] 1
STOHER ‘
Hlgg] Soterder ;l_
1
-] = -’:
Desktop
2 " & — 0

@ & @

Hide / remove annotations from PDF

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

Delete: After adding annotations, or if you open a PDF document with annotations in it,
please move your cursor to the bottom of the page, and then click the "Select" button in
the floating bar to go into select mode, then right-click the annotation to choose "Delete".
Alternatively, click the annotation and press the Delete key on your keyboard. Another
option is to click the Annotation panel on the left side, right-click the annotation to choose
"Delete".
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Hide: If there are too many annotations on your PDF page to affect the reading of your
text content, you can go to the "Comment" tools to cancel the “Show Comment”, then you
can hide annotations for current PDF reading. You can then click the "Show Comment "
button again to display all the annotations in the document again.
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Display changes for annotations will not be saved and when you re-open the page, they
will display as normal again.
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Adjust comment properties

You can change the appearance of all the comments. Click the "Select" button to go into
the select mode, right-click the comment to choose "Properties”, then the "Properties”
panel on the right side will be opened. You can change its "Info", "Appearance" or "Font"
settings. You can also click the "Set as Default" button to set the properties as default
when you add this type of comment again. For example, it shows the Text Box properties
as follows:
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Tips:

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

Edit PDF Files

Edit text in PDF

91



B Wondershare PDFelement

It's known to all that we can edit the text in Microsoft Office like Word, Excel, or
PowerPoint. But can we edit the text in PDF and how to edit the text in PDF?

1. Edit with different modes.
With PDFelement, you can edit texts in a paragraph as well as change the font, font size,
and color. To edit texts in a paragraph, please follow the lead:

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

Qo de Bockpdt*
7 : Home  Edit  Comment Comwei  Wiew  Orgamize  Took  Form  Prokect Share
% Edit Image [¥) mde T[] Acd image  (# Add Linik (&) watermack - %] Backgrouna~ (2] Header & Footer- (25 More @ 2 assstant
i) ] a 2 ] ] : ] 8 1% 1 u 18 i) 2 24 8 '
0 (2)
0 SRS ——
Gemara
o -
Fart
OCR
C Uit B G
=
o e an PDFeherment launch
= Preay
— check | Cuntmm Dictionary
Redac
= St
gratare o)
Tt Manage: " bermats
Bk POF
Shosn
Apply Cancel
Edii & Comment
PDF Enhancement
e WTem A R 3 L T+ [ —_—

e Select the "Edit>Edit Mode". There are two modes for you to edit the text:
"Paragraph Mode" and "Line Mode". When you use the "Paragraph Mode", the
whole text will appear in one complete block. When you use "Line Mode", each line
of the text will be a separate block. Then you can edit the desired text to start
editing by typing new text and deleting text.
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e Click the "Edit>Add Text" button to add new text to the position that you want.
e Choosing the text will allow you to change its font, font size, bold, italic and color,
line spacing and paragraph spacing, etc., as you like.
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2. Edit only text, image, or link.

When we edit a PDF, we can edit all objects in the file. However, if there are too many
objects, it can be annoying if you mistakenly select other elements while editing the text or
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other specific elements. Don't worry, click on “Edit>Edit All", PDFelement offers to edit only
text, images or links now!
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3. Create and edit superscript and subscript text.
The program allows you to create and edit your superscript or subscript text now.

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

o Select the text and click the "Superscript” or "Subscript" button, then the text will
change to be superscript or subscript.

4. Find and replace.
The program can help you find the keyword in your document, and also supports
replacing any word with another one at one time.

o After opening the PDF file in the program, press Ctrl+F keys to open the window,
and enter the keyword that you want to find.
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Edit image in PDF
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PDFelement is equipped with many useful functions, and this page will guide you on how
to edit images in PDF.

When reading a PDF, you may also need to edit an image, shape, or other objects in the
PDF file. With PDFelement, you can add and edit the objects as well as text content. To edit
an image, please do the following:

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

Tips:
After clicking the "Edit" button on the top-right corner, you can copy/paste an image from
your clipboard into the PDF directly.
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PDF Generation
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e Then click the image or object to select, then you can drag it to move. When
moving the object, you will also notice there is an alignment grid line, to allow you
to keep your documents alignment set. Alternatively, you can click the object and
press the arrow keys on your keyboard to move it to the desired location.
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e A small toolbar will appear next to the image, and it allows you to “Crop”, “Rotate
Right”, "Rotate Left”, “"Replace image”, or “Edit image”. You can rotate the image as
you want, hover the mouse click over the green round button, hold the mouse click
to rotate at any degree.

" M M " ['-\. .-'] .

e You can select the “Edit image” button ( ™ ) or you can also select the image
and right click to wake up the shortcut menu. Then you will easily move image,
align image or adjust image transparency.
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Edit link in PDF

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

1. Add link.
To add a link, please choose the "Edit>Add Link" button, then there are three options of

link action you can select. After clicking one of them, position the cursor on the place you
want to add the link, hold and drag your mouse button to draw a rectangle. It will pop up
a dialog box for you to set the link action and appearance.
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Appearance

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

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

o Color: The border color of the rectangle.

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

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

Options
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e Jump to a page view: After selecting the option “Go to a page view”, please click
on the “Set Link” button which will bring up the following message. Follow the
message to scroll through the pages in the work area, or in the thumbnail panel to
select the target page. Once you have selected the target page, click the “Set Link”
button to complete the action.

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

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

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

2. Edit link.

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

Discover a hassle-free way to enhance the navigation of your PDF documents by adding
page numbers using PDFelement.
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1. Add Page Number

e Open the "Edit" tab, then click on "More," followed by "Page Number," and select
"Add Page Number."
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e In the subsequent "Page Number" window, tailor your page numbers by
configuring the style, position, and page range. A real-time preview of the layout is
provided on the right side.

e You can even save these settings as a template for future use by checking the "Add
to template” option. Once satisfied, click "Apply" to implement your selections.
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2. Update Page Number

e For edits, simply click the "Update Page Number" button.

o g @

[ e
e (B & 5 Heme Comment  Comvert  Wiew  Orgamize  Tools  Foeme  Probect Shave

a]
. (#) Butsithermber ¢ ) add From Templee
.

oy 0 ! [0l Remeve Page Mumber

s}
&
Key Features Support

Q Create, edit, OCR & convert
= = ¥

= i}

ETET=] =1
= Tha Mow Work Of I-momwmor =] +

o
Lo Klen Arctitects ne. |
|

ﬁ A

PDF Generation

Croate & POF from s
convert from

har Tarmplatn Mall of Cloud, soan,
ur clipbgard,

= Effortiess OCR
Transtorm images into edtable or searchable bext with our OCR feature
Edit & Comment
g Use edit kool or comment ool to mody the content
<
POF Enhancemant
2% BT em = ] 3 &l - & 1 — 2 | Ms

e Inthe "Page Number" section, modify your preferences and instantly preview the
changes in the "Preview" segment.
o After refining, confirm your updates by clicking "Apply."
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3. Remove Page Number

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

button.
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e In the subsequent confirmation dialog, affirm the deletion by selecting "Yes.
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Add watermark to PDF

1. Add a watermark for a single PDF.
After opening your PDF file in the program, please click the "Edit" > "Watermark" > "Add
Watermark" button.
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In the "Add Watermark" window, you can input the text as the watermark and choose the
font, size, color, and position.
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You can add an image as the watermark from your computer via clicking the "File” and
select an image from your computer. If you choose another file as the watermark, you can
set the "Absolute scale" of the watermark. In this way, the watermark size will not change
no matter what is the size of your PDF page.
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e Inthe "Setting" option, you can set the rotation degree and opacity by clicking the
"<>" button. If you choose "behind text", the page content will obstruct your view
of some part of the watermark. If you choose "In front of text", the watermark will
cover some content, however, you can adjust it via the setting of the opacity of the
watermark.

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

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

e Click the "Save" button to save a watermark template for your future use. Next
time, you can click the "Add Watermark" button to choose the one you want to
apply directly without setting again.

104




B Wondershare PDFelement

G teerGudetocipar B2 ;
e B & Home  Edit Comewset  Comwt  View  Orgasize  Tosls  Foem  Protect Shane
A b [Tl ace e [of) addimage #Fadaune | [&) wWatermarc- (%] Baskground~ 2] Heacer & Footer~ =) Maore QD A assistant -
D 14 1 11 ) 1] 4 - - - - - o o o o o 24 % e in Ers M L] "
g . B
R - -
) ; 02 -
Koy Fasatures Support
= Page s
a E]::mn-mrtnluls .
. Abtckpe e ':j‘:-- e
i LR —
Sty .
. 45" [ 3 o&' ame 1
“ -
B Edit & Comment
) POF Enhancemant '
e BTom = ] =] - & —_— ¥
2. Add/remove watermark for a batch.
PDFelement supports adding the same watermark into multiple PDF documents at the
same time. Also, it supports removing watermarks from PDFs in batches.
e After opening the program, please click the "Tool" > "Batch Process" button.
e Click on the "Watermark" tab to drag and drop the selected PDF files for the
operation.
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o If you have not saved any watermark template yet, you cannot do the batch
process. So, you can click the " + " button on the bottom of the pop-up window to
set and save one template first. On the other hand, if you want to remove the
watermarks, you can click the "Remove Watermark" option.

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

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

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

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

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

e Choose the page range to display the background. You can select all pages or
specify the page range. You can also add backgrounds in batches.

106




B Wondershare PDFelement

Fie Home Comeent  Canver e
i 1 [T aceren  [a) Ao image (P A = = [ YT
0
A o
m]
Celox
o 03
Cument inage
B Efficiect Al Souson
: Page
of pa
a pagy .
e freem
2 Fle -
~ Suriag
——
5 Or 4 —
—) 1 [I—
= Page hange A L
© i page:
i Pages
-
Extract & Summarize
m — ¢}

Add header or footer to PDF

You can add header and footer in PDF pages by clicking the "Edit" > "Header &
Footer" button. You can design your Header and Footer contents in “Content’ area,
or choose where to put them in the “Position” area. In the “More Setting” area, you
can select the date style, page number style or start page number. What's more,
you can add a header and footer in batch by clicking “All pages” in the "Page
Range” area.
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Add bates number to PDF
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Bates Number is used to label a page, allowing for easy searching and accounting for
pages in a PDF, which is a helpful tool usually used to handle legal documents. The Bates
numbering tool in PDFelement allows you to create a unique number for PDF pages,
including a number, a prefix, and suffix, assisting you in recognizing the subject of the
documents. In addition, you can remove the unwanted Bates numbers as you wish.

1. Add bates number for a single PDF.
After opening your PDF file in the program, please click the "Edit" > "Bates Number" >
"Add Bates Number" button.
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In the pop-up Add Bates Number window, you can set a Prefix, Start At, and Suffix for your
pages. Also, you can select the font, appearance, position, and page range to apply for the
Bates number. After modifying the settings, click "Apply".
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* Setting
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o Content: Set the number of digits and the start number of the Bates number. The
Prefix is the text appearing before the Bates number, while the Suffix is the text
after the Bates number. For example, the start number is 0001, the Prefix is FILE,
and the Suffix is 2022. Therefore, the Bates number of the first selected page will be
FILEO0012022.

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

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

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

2. Add bates numbers from a template.
Click the "Edit" > "Bates Number" > "Add From Template" button to easily add Bates
number from preset templates without adjusting the setting again.
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3. Edit bates number.
Click the "Edit" > "Bates Number" > "Edit Bates Number" button to modify the existing
Bates number. Click "Save" to apply the changes after adjusting the settings.
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4. Delete bates number.
Click the "Edit" > "Bates Number" > "Delete Bates Number" button to delete the Bates
number of the current file. A reminder will pop up to let you confirm the deletion.
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5. Add bates number for batch.
PDFelement supports adding Bates number to multiple PDF files at the same time.
o After opening your PDF file in the program, please click the "Tool" > "Batch
Process" button or directly click the "Batch Process" box on the start page.
o Click the "Bates Number" tab in the pop-up window.
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e Add multiple PDF files in the Bates Number window. First, select a template you
previously set. If you have not created any Bates number template yet, please click
"+" to add a new one first.

e Click the "Apply" button to begin the process.

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

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

e Remove Bates Number: Delete the existing Bates number of the selected files.
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PDF Enhancement

Flatten PDF

To flatten a PDF, you can find the "Flatten" button under the "Tool" tab. Click it and
the program will flatten the annotations, form fields, and layers in PDF. The
flattened PDF file will be automatically open in PDFelement and you can save it on
your computer.
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Combine PDF Files

How to combine PDF files

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

1. Combine PDFs.
Launch PDFelement, click the "Combine" box on the start page under the Quick Tool tab.
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In the new "Combine PDF" Window, drag and drop files or click the "Add Files" button to
import the PDF files from your computer. (Tip: To combine attached files from emails, you
can directly drag and drop the attachments to the "Combine" Window.)
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Alternatively, you can open a file you want to combine in the program first, click the
"Tool" > "Combine" button in the Toolbar to open the Combine PDF window. Next, click
"Add File" to import more other files.
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Click "..." to set an output folder for the combined PDF file. In addition, you can select the
"Add a new table of content page generated from bookmarks" option as needed.

Click the "Apply" button. PDFelement will combine the PDF files you add within a few
seconds. Besides, the combined PDF will be automatically open in PDFelement, and you
can now edit or manage it as you wish.

Furthermore, if you select to generate a new catalog page from bookmarks when
combining files, there will be a new catalog page in your combined PDF, helping you find
the target page quickly.
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2. Combine PDF from different format files.
You can easily combine files in different formats into a single PDF. The operation method
is the same as combining multiple PDF files into one, except you cannot set the Page
Range of files in other formats for combination. Therefore, please refer to the previous
section for detailed information.
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Combine PDF via right-clicking

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

Press the "Ctrl" key and select the documents you want to combine to PDF.

Right-click the selected documents and choose the "Combine files with
Wondershare PDFelement" option.
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Once you click the "Combine to PDF" option, the Combine PDF window will pop
up.

In this window, you can set the "Page Range" of the file(s) in .pdf format for
combination, while you cannot set the page range for the files in other formats.
Click the ".." button to select the output folder for the combined PDF file.

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

Split PDF file

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

119



B Wondershare PDFelement

O ercudesocienr < I —
Fie Home  Edit  Comment Comert  View Tools  Foam  Probect Bae
Q @ : W b W (3 et 20 1nsert T crop @ Rotate  [#] Sz () o
o
Welcome to 01 02 03 04
POFelement 10 o et - — el
o=
i B l} ﬁ
= S Type: o st L
'l' -t r ) Spit by number of pages :_:"---
" B | - 1 Page / Pertie
o
- Syt by File cire
D e
= -
Tips:

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

Replace page in PDF

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

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

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

e Click the "Page" menu first.

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

e Click the "File" > "Save" button to save it as a new PDF on the computer.
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Insert page in PDF

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

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

can drag and move the page.
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2. Insert from PDF.

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

select the location for the inserted pages.
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e If you have opened multiple PDF files in the application window, you can drag a
page from one PDF Thumbnail Panel and drop to the place where you want to
insert into another PDF's Thumbnail Panel.

Delete pages from PDF

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

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

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

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

It's quite easy to delete single pages by selecting them in the Thumbnail panel and delete
each page one by one. But what if there are many blank pages in the document? How to
delete blank pages from PDF in batch?
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e Click on "Page”, tap in "Page Input” box, select the “Blank Pages”, then all the blank
pages in the PDF will be selected at once.
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e After you choose “Blank Pages”, the “Page Input” box will show the page number
of all the blank pages.

e Right click on any selected blank page, choose “Delete” and you can delete the
blank pages from PDF in batch.
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e You can also try “Tool>Batch Process>Delete Blank Pages”, then you drag or drop
your files with blank sheets to the operating area, and PDFelement will quickly
delete all blank page in your files within seconds.
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Duplicate PDF page
There are two methods to duplicate the page(s) in the program.
e 1. In the left-side Thumbnail Panel, click the page or hold the Ctrl key and select

multiple pages at the same time, then press Ctrl+C and Ctrl+V to copy/paste the
selected page(s).
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pages at the same time, then press Ctrl+C and Ctrl+V to copy/paste the selected
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Resize PDF pages
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PDFelement allows you to efficiently resize your PDF pages to fit your specific needs.

e Click the "Organize" tab in the top menu bar and Select "Size" from the dropdown

menu.
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e A pop-up window titled "Page Size" will appear, displaying the current size of your
pages.
e Choose your desired resizing method:
o Standard Size: Select from the "Fixed size" dropdown menu (Letter, A4,
etc.).
o Custom Size: Choose "Custom" size and enter your desired width and
height values.
e In the Orientation section, choose between landscape and portrait orientation for
the page.
e Inthe Pages section, select the page range you want to resize (All pages or a
specific range).
o The Preview pane on the right will show you the resized page layout.
e Once satisfied, click "Apply."

128




B Wondershare PDFelement

0 e Guoetooczar +
Fio 3 Home  Edit  Commwet Convet  View  Oigaaize  Tools  Foem  Protect
A @ ad B W Gesa Fso-  )I[ tnsen [ cop (@ Rotate sz () Mo
Page Sce .

Ky Fusturs Suppon

"4

B

- ®
- s
O 4 pages
Custemn

AR Pages

Compare PDFs

PDFelement's "Compare PDFs" feature allows you to easily identify and analyze the
differences between two PDF documents.

Click on the "Compare PDFs" tab located on the homepage of PDFelement.
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e Inthe popup File Comparison window, add the "OlId File" and the "New File", and
click "Compare."
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e PDFelement will compare the two PDFs by displaying them side by side. Any
differences between the two PDFs will be highlighted, including deletions,
insertions, and modifications, each marked with a different color.

@ 8 o % [Compae Fiel_cokNewpdi® =+ B
Fie B & Hoee  Edit Comeeet  Convert  Wiew  Orgamize  Teols  Foom  Probect Share
S H O Aearma.  [T] add Tas E' o [ crop () sesech 60 More-
W Detions W isettions Modfications T PrecouiChangs . NestChangs Fite Sherw
e 0 2 4 5 8 0 12 i 1% ] Fii n 2 6 28 30 32 34 % 33 40
Changes List Dastbosrd
Total Chamges: 3 0 2 0 2
BN et et Live ¥ Key Features Support Key Features Support
[— B Create, edit, OCR & convert Create, edit, OCR & convert
Moy Weed - . - .
==] [=T=E] - =TE=] [=-T=]
© Tho New Work 1, 1 Maw Wark Of Tho Now Work O, [Tha Maw Work Of
Lo s Kian Architeats inG. Lo Kian Architeats nG.
3 . %
POF Ganaration POF Ganeration
& Create a POF from scratch, upiaad from the Template Mal or Cloud, scan Crwate 8 FOF f fich, upioad from (he Templae Mal Sysem
convart from diffonert formas, or apen from your clipbcard, (] S8, CONVBIT roum chrae Rorats, o7 9pAn o jowr
clipboand.
& Efforthess OCR Effortiess OCR
Transdonm ima o or seanchabln insd with cur GCR foaiure. Transiorm images ko « ih cur OER
Edit & Comment Edit & Comment
s s exdit 100d or commmnt tool 1o modify the content Use edit 106l or comment ool 1o modify the conbent
PDF Enhancement POF Enhancement
e ETom A& & 5 (=] B He O — SR s ]

130

D g @




B Wondershare PDFelement

e You can navigate through the changes using the "Previous Change" and "Next
Change" buttons, allowing you to review each modification individually.
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e Additionally, you can use the Filter option to selectively view changes only on text
or images, or choose to show or hide any changes as per your preference.
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e PDFelement also provides a changes list and dashboard on the left file comparison
pane, giving you an overview of all the modifications made between the two PDFs.
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PDF pages labels

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

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

Note:
Using the Page Labels tool affects only the page thumbnails on the Pages panel. You can
physically add new page numbers to a PDF using the Header&Footer feature.
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Click the "Page"> "More" button and select the "Page Label" option in the drop-
down menu.
Set the Page Range and Page Numbering style/prefix as you want in the pop-up

window.

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

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

e Alternatively, you can hit the "Page" button, enter the page number in the box to
select a page or click the page thumbnail directly, and then you can click the
button to rotate it clockwise or counterclockwise.

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

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

1. Crop pages.

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

accordingly.
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2. Page boxes

-
Cropped page sice 31x 5.7 em

You can adjust the visible page area using the Page Boxes tool and the Set Page Size

dialog. In addition, cropping pages can help you create consistency within a PDF

composed of pages of different sizes.

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

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

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

Note:

Cropping does not reduce file size because the information is merely hidden, not
discarded.
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Margin Control options in the Set Page Size dialog box
The Set Page Size dialog box contains options for cropping pages. The Margin Control
options are as follows:

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

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

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

e ArtBox: Defines the meaningful content of the page, including white space.
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Compress PDF

If you need to reduce the size of your PDF files, PDFelement provides a straightforward
compression feature. Follow these steps to optimize your PDFs effortlessly:

e Click on "Tool" and select the "Compress" button. Pick the desired level of
optimization for your PDF.

0 tserGude fuciear o 2 i
Fig Home  Edit  Comment  Comwrt  Wiew eaﬂi?r Foem  Frotect Share
[Flocs W) ocRamss W comses ] Compare ] Compress | i Fusten B saen POFs  (5) More @ 1 assistant
N i 12 1 8 [ 4 2 ] 2 . [ 18 18 2 2 En 3
U
=]
u} i
Compress Add e i Compress Cipsion
o He. | Hame Sirm Staten Action Hagh 10 Mediam Lo
; User Sude Book pdf 150D P——
Save to sowge foider
Q
o
=
om s 1 —l ¢}

e Click the Settings icon to access advanced customization options.

e In the Custom Settings window, adjust image resolution, select specific content for
compression or discard, and click "OK" to apply settings.
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PDF OCR

What is OCR?

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

Download and uninstall OCR
1. Download PDFelement OCR plugin.

e If you have not downloaded the Wondershare PDFelement OCR plugin yet, you will
get the following message to remind you to download OCR when clicking the
"Tool" > "OCR" button or the "Perform OCR" in the notice bar.
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e The progress bar will display the downloading status.
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Tip: What to do if PDF OCR plugin fail to download?
If you can't download the OCR plugin in PDFelement program, you can try these:

e Uninstall the PDFelement on your computer. Then download the program from
here and reinstall PDFelement.

e Download the OCR plugin separately from the following link: OCR plugin for
Windows.

e If you are using PDFelement for Mac, download PDFelement in the App Store,
because the version in the App Store contains the OCR plugin.

e If the OCR plugin still can't be downloaded after reinstalling the program,
please contact our support team.

2. Install OCR.

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

If you have already purchased the program PDFelement Professional, you will receive an
email with its download URL and registration code as well. After installing and registering
the program PDFelement Professional (Please refer to the Chapter of "How to Download
and Install PDFelement"), you just need to download and install the OCR plugin, and then
you can start to use it.
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If you purchased the program of PDFelement Standard version, which does not include the
OCR function, you can click the "Upgrade" button in the program to upgrade or go to the
link below to upgrade to PDFelement Professional version.
https://pdf.wondershare.com/upgrade.html.

Scan PDF with OCR

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

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

1. Editable OCR.

To edit or convert the scanned PDF files, perform the following steps:

e Click the "Tool>OCR" button in the Ribbon bar, select the "Scan to editable text"
mode. Then texts in PDF image can be edited after scanning.

Hame Edit Comment Corvert Wiew Organize Fadm Protect Share & 4§
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One-stop POF solution powered by Al Fast, affordable, s oo
and easy way to edit, convert, sign PDFs, and more -
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e Then click the "Change Language" button to choose the correct language of your
PDF content (PDFelement Professional supports over 20 OCR languages) from the
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OCR language list. You can also click "Range" to choose an individual page or a set

of pages for OCR.
u Waondershare PDOFslementpdf  x  + o B o X
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e Now click "Apply" to perform OCR. Here you will see a progress bar to indicate the
state of the operation, and let you know when it has completed.

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

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

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

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

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

142



B Wondershare PDFelement

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

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

scanning.

Check the "Properties” window on the right and select the language you need to

recognize.

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

and convert the contents into editable or searched texts.
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Batch OCR

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

After you open a file, go to “Tool>Batch Process>OCR". This function allows you to
turn scans into editable PDFs in batch.
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o After adding all files, set the OCR options, like converting to editable text or to
searchable text and image. You also need to click the language you need to

recognize.
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e Then tab "Apply” to start OCR scanning in batch, the finished file will be
automatically saved and the folder will pop up for you to check.

u Wandershare POFelement pdf *
File =

[ Batch BDFs - OCR

Drag and drop POF files here

Convert PDF Files

Convert PDF to other formats

PDFelement supports exporting PDF to MS Office, Image, HTML, RTF, and other format
files. Here are two methods for you to convert a single PDF file.

1 . View and convert.

e After opening your PDF file in PDFelement, click "Convert" > "To Word", "To Excel",
"To PPT", "To Image", etc. to convert the file to the format as needed.
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e You can also click the floating button on the top right corner to quickly start
converting PDF to Word, Excel, PPT, and image.
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e Inthe new dialog box, choose the output folder to save the converted file. Here
you will have another chance to change the output format by changing the "Save

as type" option.
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e After conversion, you can go to the output folder to find the converted file on your
computer or click the "Open" button in our dialog box, it will lead you to the
output folder directly
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2 . Convert Directly

e After opening the program PDFelement, you can click the "Convert" box under the
Quick Tools section on the start page.
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e In the second pop-up dialog window, please select the output folder where you

want to save the converted file and select the output format as you wish.
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e After conversion, you can go to the output folder to find the converted file on your
computer, or click the "Open" button in our dialog box, which will lead you to the

output folder directly.

3 . Right Click to Convert

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

¢ In the reviewed menu, choose "Convert file with Wondershare PDFelement."
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o After selecting the output format, hit the "Apply" button.

Mondershare PDFelement .

Batch PDFs > Convert Add file - i Output format

No. Name Size Status Action (PD 253 = ) @
TXT

RTF
HTML
XML
PDF/A

1 sample contract.pdf 504.7 KB

Image-based PDF
HWP
HWPX

Apply

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

Wondershare PDFelement x

Batch PDFs > Convert

No. Name Size Status Action

1 ppt file-sample.pdf 2.25M8 =

Cancel
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e Within a few seconds, the PDF file will be converted to other formats.

Convert PDF to image files

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

1. Convert each page as one image file.

e Click the "Convert" > To Image" or click "File" > "Export to" > "Image." Click the
"Settings” button to open the Setting dialog window. Under "Image Settings”,
select "Each page of the PDF as separate images”, and click "OK". You can also set
the other properties in the dialog, such as Image Quality, Zoom level, Border, and
Page Range. Click "apply" after adjusting the settings.
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Click "OK" to start the conversion.
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2. Convert all pages as one image file.

e Open the Setting dialog window under the "Convert" tab > "To Image," choose
"Adjoin all pages into one single image", adjust other settings as needed, and click

n n " n
OK" > "OK.
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e Next, click the "To Image" button in the Secondary Toolbar. Alternatively, you can
start the converter by clicking the "File" > "Export to" > "Image" button. In the
pop-up window, choose a location to save the output image and the output
format of the new image as needed. Therefore, you will get one long image if your
PDF file has multiple pages.

Convert PDF to PDF/A

PDF/A is an ISO-standardized version of the Portable Document Format (PDF) specialized
for use in archiving and long-term preservation of electronic documents. PDF/A differs
from PDF by prohibiting features ill-suited to long-term archiving, such as font linking (as
opposed to font embedding) and encryption. The ISO requirements for PDF/A file viewers
include color management guidelines, support for embedded fonts, and a user interface
for reading embedded annotations.
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o After editing or working with your PDF file in the program, please click the
"Convert" > "To PDF/A" button.

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

n s
File arver View Organize Toals Farm Pratect Share
B\'rnle’l’)[- E]T-n Ward E]':.l-ﬂ' rg]Tq PPT E]Tolrr.:gc &lem 'E') More B2 Batch Convert
- T PO, Prefiorm OCR, b make and aarchabie. m [ o —— "
1]
H o
] 1 o
&
o]
. Work Anytime & Anywhere
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Note:

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

Batch convert PDF

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

e After opening the program PDFelement, please click the "Batch PDFs" button. Next,
select the "Convert" option in the pop-up window.

e Load multiple PDF files, select the output format as needed, and choose the output
folder to save the converted files.
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e Click the "Apply" button to begin the process. After conversion, you can go to the
output folder to find the converted files.
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3 Cloud Drive:

The trial version can only batch proceed with up to 3 files with a total file size limit of 20
MB.

Convert scanned PDF

If your PDF file is scanned or image-based, you need to perform OCR first before
converting it to the editable word file (Please refer to the part of "Ocr Scan PDF" for
information). After opening your scanned or image-based PDF file in PDFelement, you will
get the highlighted notice to inform you to perform OCR.
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e You can directly click the "Perform OCR" button on the notice or the "Tool" >

"OCR" button or "Home" > "OCR" button in the toolbar to open the OCR window.
e Inthe OCR window, please click the "Language Recognition" button to select the
correct language of your PDF content in the list. If the PDF you are working with
contains many different languages, be sure to select all of the needed languages.
e Click the "Apply" button to start performing the OCR process. When it completes,
the newly created editable PDF file will be opened in the program automatically.
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B® Batch Convert

e Click the "Convert">"To Word" button or choose others formats to convert it.

Convert to an image-based PDF

Wondershare PDFelement can convert PDFs into image-based PDFs, which are non-

searchable and non-editable.

e Open a PDF and click "Convert" > "More" > "To image-based PDF."
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e Give the output file a File Name and a destination folder. Click "OK" to start the
conversion.
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Click Open Folder to preview the converted file.
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PDF conversion settings

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

1. PDF to Word.

e OCR Recognition: Set if you want to perform the OCR process and the range of
OCR during the conversion.

e Priority: If you don't want to change the format of the original PDF file, please tick
"Text layout priority" to ensure the converter keeps the original format as much as
possible. If you want the converter to recognize texts as accurately as possible,
please click "Text recognition priority".

e Language Recognition: Select the correct language of your PDF content in the list.
If the PDF you are working with contains many different languages, select all the
needed ones.

e Page Range: Select the pages that you want to convert.
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2. PDF to Excel.

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

o Combine all pages into a single Excel sheet: Tick this option, and all pages in your
PDF file will be converted into a single excel sheet.

e Language Recognition: Select the correct language(s) of your PDF content in the
list.
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3. PDF to PPT / PDF to Text / PDF to RTF / PDF to HTML.
e OCR Recognition: Set the range of the OCR process during the conversion.
e Language Recognition: Select your PDF content's language(s) in the list.
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4. PDF to Image.

e Image Quality: PDFelement recommends keeping the original DPI of your PDF file

during the conversion.

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

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

e Book Cover: You can choose to add a book cover to the output e-book. Browse
your computer by clicking the "“..." button to add a book cover.
e OCR Recognition: Set the range of the OCR process during the conversion.

e Language Recognition: Select the language(s) of your PDF content in the list.
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Fill PDF Form

How to fill PDF

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

1. Fill in interactive forms.
If a PDF form contains interactive form fields, you will see a blue highlighted notice appear
as follows. It informs you that this document contains fillable forms.

e Click on the fillable fields or boxes to input text.
e Click "File > Save" or press "Command + S" keys to save the form after filling.
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2. Fill in non-interactive forms.
If a PDF form contains non-interactive form fields, you can fill in the form directly by using
the tools under the "Form" tab. Otherwise, you can click the "Recognize Form" button
under the "Form" tab to convert it to interactive forms automatically first.
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Turn PDF to fillable form automatically

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

e After opening a non-interactive form in our program, you can click the "Form" >
"Recognize Form " button to recognize the blanks and tables automatically, and
then you will get the fillable fields created. All the corresponding types of form
fields will be automatically named with the text near the form fields.
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e Click the "Preview" button, then place the cursor in the field that you wish to fill in,
and enter the information requested.

Make fillable PDF form manually

If the file you are working with cannot be recognized automatically to create fillable fields,
PDFelement allows you to manually create a fillable form. PDFelement uses a group of
buttons to create and design fillable form fields. You can add text fields, check boxes, radio
buttons, combo boxes, list boxes, and buttons to create an interactive PDF form.

e Open the PDF file in PDFelement and click the tools under the "Form" tab.
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Select a desired location on the PDF page, and the text field or check box will be
added.
Click the "Preview" button to see the fields you added.
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There are basic buttons to create an interactive PDF form:

Text Field : Let the user type in a text, such as name, email address, phone number,
etc.

Check Box Field : Present yes-or-no choices for individual items. If the form
contains multiple check boxes, users can select what they want.

Radio Button Field : Present a group of choices from which the user can select only
one item in the same group.(To uncheck a selected radio button in a group, you
have to select another radio button.)

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

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

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

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

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

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

You can align the selected form fields left, right, top, bottom, vertically, or horizontally.
Please do the following steps to align the fields:

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

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

Click the "Alignment" option in the right-click drop-down list and choose the
alignment you want to apply to the selected fields.
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e Upon selecting at least three files, the "Distribute" option will be available. You can
distribute the selected fields horizontally or vertically. (Note: Please select at least
three fields, otherwise the distribute option will be disabled.)
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Extract data from PDF
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PDFelement can assist you in extracting data from fillable form fields and other kinds of

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

1. Extract data from PDF form fields.

o If your PDF file is the fillable form, you can click the "Form" > "Extract Data" button,

then select the option of "Extract data from form fields in PDF" and click the
"Apply" button. If your PDF file does not contain the fillable form, please refer to

the chapters of "How to Turn PDF to Fillable Form Automatically” or "How to Make

Fillable PDF Form Manually" to create the fillable forms first. (If you have not
installed the OCR plugin yet, when you click the "Extract Data" button, it will ask

you to download OCR first.)
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2. Extract data from selected PDF text.

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

e After opening your PDF file in the program, click the "Form
and choose "Extract data based on selection".
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e Click the "Apply" button, then use your mouse to select the area in the pages you
want to extract, and choose the language of your file in the "Languages
Recognition” tab.
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o After selecting all the areas you want to extract, please set the language of the

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

then save the .csv file in your local folder.
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3. Extract data for batch process.

The batch process is an excellent tool if you have a form that has been filled in multiple
times to collect different data, or if you have PDFs that you need to extract data from the
same area.

o After opening the program, please click the "Tool" > "Batch Process" > "Extract
Data" button.
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e In the Extract Data window, add multiple files whose data you want to collect.
Please note data extraction process is only supported on documents with form
fields. If you add non-interactive forms, there will be a " " mark in the document's
status. Click the "..." button to select the output folder. Next, click "Apply" to start
the process. After completing, you can open the extracted .csv file in the output
folder.
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Wondershare PDFelement

Batch PDFs > Extract Data Add file

=t Extract Data
) . Ext :dlf.PDFf.fIdI
MNo. Name Size Status Action | o aded il e )
Note: Data in POF from fields will be extracted inta
1 sample contract.pdf 1.2 MB a CsV file.
2 Extract data from marked PDF

Qutput Folder

Save to source folder -

Import/export PDF form data

Importing and exporting form data is only available in PDFs with interactive form fields. All
the options for importing and exporting form data will be unavailable when you open
ordinary PDFs or non-interactive forms.

Note:
The import and export data can only be Form Data Format (.FDF).
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1. Import form data.

B = sampecontactpet g ®
File o Hame Edit Camment Comvert View Ovganize Teols @ o Share
Aedital- Tadlet | B F @ B B B & @ @ | 5 fccgnucfom P bt Data mo
0 spact provided and o g ding ke B i [ purposes as ma * N?
. MECERTY, oL NS W Cost. L Lerming iion of the RENANCY OF Earligr, the Tengant will De entived 1o .
: rernove such equipment and restore the changes made, if any, to the eriginal state. -
H T Recover Detaus Data 4 ]
E ©
» ANNEXURE-I
The (Complete Address) of the Property, consisting (Number of Bedrooms) bedrooms, living /]
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IN WITNESS WHEREOF BOTH PARTIES AGREES AND SIGNS THIS AGREEMENT
ON THIS DAY AND YEAR
WITNESSES:
1. {Name of the Witness)
[Signature of the Witness)
(Address of the Witness)
2. [Name of the Witness)
[Signature of the Witness)
[Address of the Witness)
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e If you received a data-only file in .fdf format, you can use the data import feature
to view the data in the original file by importing the information in the PDF file.
e Click the "Form" > "More" > "Import Data " button to select the .fdf format file to
import its data to the corresponding PDF file.
2. Export PDF form data.
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e Click the "Form" > "More" > "Export Data" button to choose the folder to save the
export data and rename the file, and then it will export the data in a .fdf format,
which is a data-only file.

PDF form properties

When you add the text field, check box or radio button, etc.,, you can drag the edge of the
box to resize it or move it to another place. Press the Delete key to delete it. When you
open an interactive form in PDFelement, you can right-click a form field and select the
"Properties" option to change the settings of the field in the pop-up Properties dialog box.
For different fields or boxes, you will get different properties. Here is an example of the
Text Field Properties:

r ] am tractp
File ) Home  Edit  Comment  Comvert  View  Ovganize  Tesh  Form  Protect Share
2 Edit All - Add Text v (= PO %2 Recogrize Form P Betract Deta (55) More =
. o
= R A oo ————— -
WITNESSES:
0 8 3
1. {Name of the Witness) =
o [Signature of the Witness) ]
& [Address of the Witness)
(e} 2. [Name of the Witness)
. [Signature of the Witness)
(Address of the Witness)
- . .
— |
(2) Properties
(Signature of the Own 7, cut (Signature of the Tenant)
(Hame of the Owner [ copy [Name of the Tenant)
OWNER TENANT
Defiete
Sehect Al
of Fiekts
»
Hox 207 em 5 M ¥ = = —s T % - o

(Note: You can hold the Ctrl key and select multiple fields or boxes at the same time,
right-click one to choose Properties, and the common properties will be enabled to
change. Then the properties for all the selected fields or boxes will be changed)

e General: You can set the field name, tooltip, and common properties.
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e Appearance: You can set borders and colors, and the font/size/color of the filled-in
text.

e Options: You can set the alignment of the filled-in text and the default value of the
field. Set multi-line, scroll long-text, password, or limit the characters available for
that text field. It also has the spell check function of the filled-in text.
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Actions: You can set the field actions. For example, you can choose "Open a web

link" in the "Action", and click the "Add" button to enter the website link in the new
dialog box.

r] sample Contractpet
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Format: Set the format category for this field.

Validate: Set the value of this field.

Calculate: Set the calculation of the fields. Choose the calculation as you want, and
click the "Pick" button to pick the fields that you want to calculate. For example, the
following is the Cash [Year 1] properties, so it means Cash [Year 1] = Cash [Year 2]
+ Cash [Year 3].
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Set tab order.

You can set the tab order of the form field you created. The order number will show in the
top left corner of the form field. By default, the tab order is the order of creating these
fields and buttons. You can change to set the tab order as needed. The tab order will
decide the order of data when you try to extract data from the PDF form using

the Extract Data feature.

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

e The default order will show, then you can click the field or button one by one as
the new order you want. After setting, click the "Preview" button, and fill in the field
or button using the Tab key in the order you set.

Note:
You can only set a tab order within one page.

Recognize PDF form

In addition to recognizing text and images, PDFelement can also accurately
recognize PDF forms, helping users copy and edit the form contents.
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Click on "Form>Recognize”, then PDFelement will automatically recognize the form
fields in your PDF file.
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After the recognition process, the form turns out to be editable. You can tap texts
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or copy contents to fill in the form.
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room, family lounge, kitchen, servant room and inbuilt fittings & fixtures and inventory of |
Mumber of Fans), (Number of CFL Lights), (Number of Geyser), (Number of Mirrors).

IN WITNESS WHEREOF BOTH PARTIES AGREES AND SIGNS THIS AGREEMENT

ON THIS DAY AND YEAR
WITNESSES:

1. {Name of the Witness)
[Signature of the Witness)
[Address of the Witness)

2. [Narme of the Witness)
(Signature of the Witness)
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You can also tap "Extra Data” to deal with your form data. If you select "Extract data
from form fields in PDF”, then data in form fields will be extracted in a CSV. And if

you choose “Extract data based on selection”, you can select the texts to be
extracted.
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Protect & Sign PDF

Password protect PDF

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

copying, etc.

1. Check PDF permissions.

To review the permissions that have been listed on the file, click the "File" > "Properties" >

"Security" button.
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2. Add open/permission password.

You can add a password to a PDF document to limit access and restrict certain features,
such as printing, copying, and editing. There are two kinds of passwords that could be
applied to a PDF file: Open Password and Permission Password. When you set the Open
Password, anyone who tries to open the PDF file must type in the password that you
specified. When you set a Permission Password, anyone who wants to change the
restrictions must type the Permission Password. Please note that if a PDF is secured with
both types of passwords, it can be opened with either password.

Tip:

There is no way to recover a password from the PDF if you forget it. We recommend that
you keep a backup of the passwords that you have used to protect your PDFs. Click the
"Protect” > "Encrypt" button to set the Open password or Permission password. In the new
dialog box, you will get:
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Open Password settings:

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

Permission Password settings:

e Password—type the password that users must type to change the permission
settings. If the file is opened in PDFelement, the user can view the file but must
enter the permissions password to change the file's security and permissions
settings.

e Printing Permission—specify the printing resolution in which users are allowed for
the PDF document.

e Changes Permission—define which editing actions are allowed in the document.

e Enable copying of text, image and other content—defines whether copying of text,

images, and other content is allowed.

3. Remove open/permission password.

To remove the password from a PDF file by PDFelement, you must enter the password
first. After opening the PDF file, click the "Protect” > "Set Password" button, type the
permission password if requested, then uncheck all the options in the new dialog box to
remove the password.

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

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

To mark the text or graphics for redaction, do the following:

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

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

e (Optional) Hold the pointer over the text you want to redact and drag a rectangle
around it.

e Once you bring the pointer to the rectangle, it will be filled with black color. Once
you move the pointer away, it will return to a red rectangle until you apply the

redaction.
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2. Set redaction properties.
You can set redaction properties, such as the appearance and the author, and so forth. The
properties can only be set before you apply the redaction to the document.

Right-click the marked area and choose "Properties”, and the Redaction Properties panel
will pop up on the right side. You can change the settings under the Appearance and Info
tabs.
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3. Apply redactions.

You need to apply the redactions after marking the text or graphics you want to redact. To

apply the redaction, do the following:

e A warning will pop up to confirm that you indeed wish to apply the redaction, or if

you wish to cancel.

e Adialog box pops up to give a warning message and ask if you are sure to apply

the redaction or not.

e Select "Continue" after you have marked all content that you want to redact.
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4. Search and redact.
You can redact multiple texts using the Search and Redact tool.
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e Select "Protect" > "Search & Redact" button. Then type the text you wish to find
and redact in the search box on the left-side Search and Redact panel.
e Check the item in the search result list, and it will help you redact the text

automatically.
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o Click the "Apply All Marks" button, and you will get the warning message to ask if
you are sure to remove them permanently.
e Click the "OK" button if you are sure to remove it.

How to sign PDF

You can sign PDF with digital signature or handwritten signature using PDFelement.

1. Digital signature

A digital signature acts as a traditional handwritten signature that can be used to
authenticate the identity of a user as well as the document content. It stores information
about the signer along with the date, time, and state of the document when it was signed.

About digital ID

Digital ID is the identity of a person/organization, which contains your name, email
address, serial number, expiration date, and the name of the company. A digital ID
contains two keys, one is a public key (certificate) that is used to encrypt or lock data, and
the other is a private key that is used to decrypt or unlock data that is encrypted.

You can distribute the certificate that contains the public key and other identifying
information to those who need it to verify your identity, validate your signature, or encrypt
a document for you. Only your private key can unlock information that was encrypted
using your certificate. For security purposes, make sure to store your digital ID in a safe
place.

Sign a PDF
Open a PDF that already has the Signature field and click the "Protect” > "Sign Document"
button, then choose your ID to sign.
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o New PKCS#12 digital ID file—Stores the digital ID information to a file with the
extension .pfx on Windows and .p12 on Mac OS. You can use the files
interchangeably across different operating systems.
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e Windows Certificate Store—Stores the digital ID to a common location. Other
windows applications can also retrieve it.

Validate and clear signature
To validate the signatures, please click the "Protect" > "Manage Signatures" > "Validate All

Signatures" button, it will pop up a Signature Validation Status message box which
describes the validity of the signature.

To remove the signatures, please click the "Protect” > "Manage Signatures" > "Clear All

Signatures" button, which will assist you in removing all of the digital signatures within a
PDF file.
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2. Handwritten signature
The signature feature allows you to sign PDF with a handwritten signature, including
uploading an image signature, drawing a signature, and typing a handwritten signature.

Sign PDF

Click the "Comment" > "Signature" button, and tap on the "+ Create" button to create
your handwritten signature.
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Create handwritten signature

There are three options for adding a handwritten signature, including "Upload", "Draw",
and "Type".

e Tap on the "Upload" tab, and click "Choose Image" to upload an image signature
saved on your computer. After uploading the image, click the "OK" button.
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0 Mumber of Fans), (Number of CFL Lights), (Number of Geyser), (Number of Mirrors). T 1
o IN WITNESS WHEREQF BOTH PARTIES AGREES AND SIGNS THIS AGREEMENT @
ON THIS DAY AND YEAR
Q ]
- &
(i >3 B
Ugicait Drim Tyest
-
[+ .
Mot B i pecommenslec 16 uplcad an imisg with 5 white backgiound
Cancel
DWHNER TENANT
¢ >
HMuBTom a M = — 5 oo
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e You can draw your name directly under the "Draw" tab. Also, you can select the
color of the signature as you like.

B3 smpie conmactpar s

File 0 @ D Hawma Edit Camment Carmvirt Wiew Cganize Toaks Farm Protect Shae & @ B
- = B "
S F o UL TEZE O B8 & 2 & B ® @6
roam, family lounge, kitchen, servant room and inbuilt fittings & fixtures and imentory of |
Mumber of Fans), (Number of CFL Lights), (Number of Geyser), (Number of Mirrors).

o o

IN WITNESS WHEREQF BOTH PARTIES AGREES AND SIGNS THIS AGREEMENT
ON THIS DAY AND YEAR

@

[ I -

f?] .‘f E

Ugicad Diaw Type

LI o T

oK Cancel
UWRNER TENANT

<

w27 om a &

Click the "Type" button, and enter your signature to create your handwritten
signature. You can select one of the fonts from the fonts list and choose a color,
and then click the "OK" button.

@ smeeconmcpar

File O @ D Harma Eddit Camment Carvert View Qrganize Teoks Farm Protect Share & & &
S = L2 Q U T @ @ O- B =& & o & E [O] @ 4 Assistant -

room, family lounge, kitchen, servant roam and inbuilt fittings & fixtures and inventory of |

Murnber of Fans), (Number of CFL Lights), (Number of Geyser), (Number af Mirrors). PR |

IN WITNESS WHEREOF BOTH PARTIES AGREES AND SIGNS THIS AGREEMENT @
ON THIS DAY AND YEAR

Uiphsad D Tyee

¢ 0o % O 3O o

Y

B B O (pis

b Engish et _

G

oK Cancel
Palace Soript MT

! P TENANT

N7 m A R
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3. Sign PDF Agreement

If someone used PDFelement's Request eSign feature to send you an agreement for
signing, you receive an email notification with a link to sign the agreement. Also, if you use
PDFelement desktop application, you see an agreement waiting for your signature in the
Agreement panel.

Whether you're using the PDFelement desktop application or signing via an email link,
follow these straightforward steps to ensure smooth and efficient agreement execution:

Sign PDF agreements using PDFelement desktop application
e Launch PDFelement on your computer and simply navigate to the Agreement

panel. Double-click on the agreement labeled as "Waiting for me" to initiate the
signing process.

Name Sender st
@ Recut F I B Payment Agreement.pat Wai
B bas 1.pd
B untitied-1¢ e
(=N
| B Agreemen t

Cloud Drive

e Click the "Sign" tag to direct you to the signature fields and the other fields which
require you to enter any requested information.
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G 25403701 % Payment Agreement pof <+ - o
:Il(lzflsnl?:w and sign this document from 8300624 cn. m b
IN WITNESS WHEREOF, this Agreement has been executed and delivered in the

manner prescribed by Law as of the date first written above.
Signed this _____ day of IR
W Date: S 14202
Lender
sm Mm Date: '77%77
By Date
e Select the signature field, then choose your preferred signature method:
o Upload: Import an image of your signature.
o Draw: Draw your signature in the field.
o Type: Input your name, with options for font color and style.
e Click "OK" to apply your signature.
Add Signature >
i 2 B
Upload Draw Type
R @
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e At the bottom of the interface, a notification will confirm your agreement to its
terms and the Customer Disclosure to do business electronically with the sender.
Click the "Click to Sign" button and "Next" to complete the process.

G 25403700 Payment Agreement pdf < Feedback

LARSEN CO.  [pAYMENT AGREEMENT

gredtis___dayol -
Sorrow
=
w1202
s o Date b
nder
v
i 98142023
Wit
owt

ubis

By signing. | agree to this agreement, the

Sign PDF agreements using the email link

e Access the agreement from the notification email and click the "Sign the
Document" button.

Al Unread ByDate v 1 Signature request for Payment Agreement.pdf
v Yesterday - 5 Rep €y Reply Al » Forward
Wondershare DC <pdfcloud@mail-service wondershare.com> §-ow pid e
Wondershare DC T wonder Mon 8/14 237
All the recipients has signe... Mon 4:51 PM
proble th d, L t web b
Wondershare DC
Signatute request for Paym... Mon 4:37 PM (]
Wonasrrans
ocument oo
ondershare
Ve

me on board! Here's ... Mon 418 PM The Parfect Mulsi-tersinal Experience in the Cloud

v Last Week - .
o 8300624, cn has requested a signature on Payment
~

Agreement. pdf

Hi

Can you please sign Payment Agreement. pdf?

Thank you for your signature!

\

ur documents, pleaze do not shavae thiz
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e Check "l agree with EULA and Privacy to use electronic records and signature," and
click "Continue."

g @wondershare.com
()

Please review and sign this contract.

i 12] | agree with EULA and Privacy to use electronic records and signatur4

Refuse to sign

e Click the "Signature/Initial" field.

Payment Agreement pat :v" Detats -:
Borrower:

By} Date: o

Lender

By: Date:

Witness

By: Date:

Payment Agreement pdf 4

ofd

e For first-time users, create a signature using one of three methods:
o Type: Type your name in the field with signature color options.
o Upload: Browse and select an image of your signature.
o Draw: Draw your signature in the field.

e Click "Save." The signature will be applied to the agreement and the added
signature is saved securely in Wondershare PDFelement Cloud for further use.
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Create signature b4
f the following ways to create your signature or Initial

Conserved Type Upload Draw

Jane Doe

e Click "Download", and select an option:
o Only PDF: Download the agreement;
o Download PDF and Audit Report package: Download both the
agreement and the audit report in a zipped file;
o Download PDF and Audit Report combined file: Download the
agreement and the audit report as a combined PDF file.
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Borrower:
Jane Doe
08/14/2023
By: Date:
Lender
By: Date:
Witness
By: Date:
Payment Agreement.pa! sofa

r A
=
S )

Only PDF
Download PDF and Audit Report package

Download PDF and Audit Report combined file

e Upon all parties signing the agreement, you will receive an email with access to the
fully signed document.

All  Unread 8y Date v

v Yesterday

Wondershare DC
All the recpients has signe... Mon &51 PM

Wondershare DC
Signature request for Paym... Mon £37 PM

wondershare
Welcome on board| Here's ... Mon 218 PM
It you have problems

v Last Week

T

All the recipients has signed the document

Wondershare DC <pdfcloud@mail-service.wondershare.com>
To Bwondershare.com

(i) 1 there are problems with how this message is displayed, click here to view i in a web browser.

e

Document Conet

€ Reply | %) ReplyAll | —> Forward | | e

Mon 8/1472023 4:51 PM

The Perfect Multi-tersinal Experience in the Clewd

rg\ i has signed document Payment Agreement.pdf
Warning:

esail, link and sccess code with others.

To prevent others fres secessing your docusants, please do not share this

Wondershare Document Cloud

Send PDF for eSignatures
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PDFelement's Request eSign feature allows you to send PDF documents to multiple parties
securely and electronically while adhering to various legal and regulatory compliance
standards. PDFelement eSign aligns with industry standards (ISO 27001, HIPAA), data
protection regulations (GDPR), and other internet security-related standards (PDS2, Swift,
CMMC, and NITES).

An email is sent to the signers asking them to sign the agreements. Once signed, you and
your signers receive the signed PDF by email. You can track the entire signing process in
the Agreement panel in PDFelement.

1. Collect Signatures from Others
To initiate a smooth and organized process of collecting signatures from multiple
recipients, follow these steps:

Launch PDFelement and open the agreement that requires signatures. Click on the
"Request eSign" button, conveniently located under the "Protect” tab.

Hame Edit Campmen t Carmvert Wi Owganize Teals

(FyEnaypt | [T Mark for Redaction  [7] Search & Redact [ Remove Hidden Data | [B) Sign Dacument

01

Work Anytime & Anywhere

Start to work with flexibility,
G

STONER

e c'_"j,,i,,...kw- -

Desktop

e g @

In the popup window, locate the "Add recipients"” field. Add recipient email
addresses in the desired signing order. Easily adjust the signing sequence using the
intuitive drag-and-drop method. Optionally, employ the "Add CC" button to
include email addresses for informational purposes.

Opt to sign the document either first or last using the "Add me the first" or "Add
me the last" option.

Navigate to the settings section and decide on the desired email sending order. Set
the frequency of reminders to ensure timely and effective completion of signatures.
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e Click the "Next" button to move forward after configuring the settings.

(=) Fe

User Guside Bk - Copy_ 2RA0G0TI 555421 OCR.plf o
ot -
(&) idd reciplents - | Acid me me test (8 Aca me the laat |

T
@M * o

—

e £C

=
(&) Mesage

o|v e review ane sign this docsment

0 wercuseso aiocRpe  x % B g o

e Enhance the agreement by adding essential fillable fields. Incorporate fields such as
Signature/Initial, Date, Title, and Company. Easily drag and drop these fields to
appropriate locations within the agreement. Assign each field to the respective
recipients as needed.

o After adding the required fields, ensure all elements are in place. Click the "Send"
button to dispatch the agreement to recipients for signatures.

@ mmeke contactpat ® 2 B g o
-] -]
N Cancel
il
Thurmbrail Prepare
Rexipienns
10 That fd strudlurl acions o BUevilrel S e Pbde by he Taraedl o The premec bl
e bt inthe
- —— e o e
ey, o8N G Ca. s ETRAnAcion of e oy o parbe, the Teaunt il be erired &3
et st e ined il T s ade. A oty ¥ e g lale
ANNEXURE-1
1 z Thhe [Kimgghetis Addeei] £f the Progerty, sonitibng [Member of Bedeocms) betroge, keng

sy nsnge. WU, terviedt scsem and bobast Bllings & btares ped vy o |
Mursber of Fany), [Wersber of GFL Lightal. fumiser of Geyer], [Mursber of Mo

AGREES AND SIGNS THIS.

1, [Naree oF e Witrem]
Csgratee ol the Wrsess)
A o the Wiknew|

2 Miarme af the Wissess]

g atane ol thee st

A of the Witresa]
Flgrutare of the G| Cigruature of the Teran)
LIS — [are o thes Terent]
OWNER TEMANT

Reset all Nelds
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2. Track Signing Status
Keep a close watch on the progress of signatures by following these steps:

e Upon sending the agreement for signatures, locate and click "Go to Agreement
List."

©

“sample contract.pdf™ has been successfully sent for signature!

ACLRAT wa 56t for signature & |

Close

o To update the signing status, simply click the "Update" button.
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63 smpte conmactpar

Open FDF

Create PDF «
,

@ Recent Files

T Stasred Fikes

09 Recent Folders

& PDFelement Cloud

[E Agreement

3 Cloud Drive

Agreement a

B sample contract pdi 2024-07-24 (92240 haozki@300624.00

Waiting for me

when signers view or complete their signatures on the agreement.

Stay informed about signer activities through notification emails. Receive updates

Focused Other

Vv Yesterday

Wondershare DC
All the recipients has signe.,.

Wandershare DC
Signature request for Paym.,

Wondershare DC
Payment Agreement.pdt is ...

Wondershare DC
Payment Agreement.paf is .

You don't often get

Wondershare DC
Payment Agreement.paf is ..
You don't often get

ByDate v 1 Payment Agreement.pdf is signed by <no value>
. € Reply ) Reply All > Forward
Wondershare DC <pdfcloud@mail-service.wondershare.com> a i b
To © Mon 8/14 2,43 PM
Retention Palicy Expires 11/12/2023
(f_} If there are problems with how this message is displayed, click here to view it in a web browser,
%% Transiste message to: Chinese Simplified ~ Never transtate from: English
Mon 451 PM
Wordershes
. Mon 443 PM Damrant Crast
The Perfect Multi-terminal Exper énce n tha Cbud
Mon 4:43 PM
— o)
~ fan  hes sigred document Payment Agreement pdf
Mon 4:42 PM
View the Document
Mon 4:40 PM
Yomre
To prevent others from accessing your documents please do not share the email Ink and
access cody with others,
All folders are up to date,  Connected to: Microsoft Exchange m M@ - ] - 100%

"Agreement” panel.

After the signing process is finalized, locate and access your document within the

In the right-hand panel, you'll find a comprehensive display of all activities

associated with the agreement. This provides a clear overview of the entire signing
journey.
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e Download both the agreement itself and the comprehensive audit report. The audit

report presents all signing activities for your review.

B3  smoke conmactpar ® % samphe contractpdt x @ B s}
File =] Hade Edit Camment Cavert Wiew Owganize Tools Farm Pratect &
= @ ) search (=) Mare~
0 Signed ana 4l sgraaes aie valid Froperties
Inf
H RENTAL AGREEMENT
sampie contractpat
Q 2240724 S H20
This RENTAL AGREEMENT is executed at [PLACE) on this (Date) day of (Manth), (Year) by
& and between; * Status
©300624n
a Johin Michael, o
o 5fo or Dfo. (Father's Name of the Owner)
[Permanent Address of the Dwner) T Ay
[
(hereinafter jointly and severally called the “OWNER™, which expression shall include their By BW0EMm
heirs, legal representatives, successors and assigns) of the ONE PART: 2024-07-24 052235
AND, in favour of; T Sent
{Hame of the Tenant), By S
%/o or Dfo. [Father's Name of the Tenant), 024:07:24 032235
‘Waorking/Studying at (Address of the Office/Studying Institution)
@ Agresment Viewed
hawing a permanent address at Littleroat Town Byl B00SMce
0340724 (R3418
{hereinafter called the “TEMANT®, which expression shall include its legal representatives,
successors and assigns] of the OTHER PART. (& Completed
@ B 0
= WHEREAS the Qwner s the absolute owner of the property situated at (Complete Address of H-07-24 031420
’ the Rented Property) as detalled in Annesure-), hereinafter referred to as "Demised Premises”.
Hx28Tom & M 1 O e B~ £ =—p & wem - e
3. Validate the Signature
Ensure the validity of collected signatures with the following actions:
n n
e Access the PDF agreement through the "Agreement” panel.
r] B =]

Open PDF Agreement

) Heme Modified Fime
Create PDF «

J
| B sample contract pdi 2024-07-24 093439 @300524.4n

Completed

@ Recent Files

T Stasred Files

03 Recent Folders
& PDFelement Cloud

B Agreement

£ Cloud Drive

P53 W F 100 GB
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. .pe . . . . ne:
e Once the agreement is opened, observe a notification indicating "Signed and all
H I H d "
SIg natures are valid.
H " H n " " " H
e Click on "Manage Signatures" found under the "Protect" tab. Choose the "Validate
. n .
All Signatures" option to proceed.
D ' smpte conmactpar ® % samphe contractpdt * 2 B i g x
File =] Haome Eddit Camment Carmvert Wiew Cwganize Tooks Form | Pratect I_o; &
&8 Manasge Signatures - o'
B Sgned 3 et ot i &) DT T )
| Yalidae ¥l ogna
] Dugital Certificates
H RENTAL AGREEMENT
sample contract pat
= 2024-07-24 0520
This RENTAL AGREEMENT is executed at [PLACE) on this (Date) day of (Month), (Year) by
& and between: Status
@300624.
a John Michael, o -
@ 5/ or Dfo. (Father's Name of the Owner)
{Permanint Address of the Owner) Y
B DBoain
(hereinafter jointhy and severally called the “OWNER™, which expression shall inclede their By B0
heirs, legal representatives, successors and assigns) of the ONE PART: 2024.07-24 032235
AMD, in favour of; 5 Semt
{name of the Tenant), B @N04m
5o or Dfo. (Father's Name of the Tenant), 024-07-24 (2235
‘Working/Studying at (Address of the Office/Studying Institution)
@ Agreement Viewed
having a permanent address at Littleroat Town B B0
H24-07-24 0153410
{hereinafter called the “TENANT®, which expression shall include its legal representatives,
successors and assigns] of the OTHER PART. 2 )
o) By B00EM
'WHEREAS the Owner is the absolute owner of the property situated at [Complete Address of 2024-07-24 33420
‘ the Rented Property) as detailed in Annexure-I, hareinafter referred to as "Demised Premices”.
2T em A& M 1 ¥ E- B~ E =—a G e - =
n . . " . .« e . e .
e Inthe "Validate All Signatures" window, check the digital signatures' information.
Access the change history of the document since the signature was applied.
. . " .o . n e e .
e To examine the certificate, select "Certificate Details..." within the window.
B = s contracteat X 1 7 x
File =] Heme  Edit  Comment  Convert  View  Ovganize  Tesh  Ferm  Protect & B
58 Manage Signatures =
3 RN ... . --.c.cc | Propertics
H RENTAL AGREEMENT T
sample contract pat
a Sigramres * H-7-24 0 MIY
This RENTAL AGREEMENT is &
- and between: Signed and all sigranures aee vakd. o
* Signed B Wondesshare Technology Group Co, Lid. «pdielemest -sign@wondt
Q John Michael, ~ g Signature is VALD, o
/o or /0. (Father's Name of The diocurmen hi 107 Been ModBied Jinge e Sgnassns was appled.
=1 The signers identity is valid
(Permanent Address of the Ov Sigring Tise & 1Gm et £Hock < the SGHers computer EEY
- B Dahs
(hereinafter jointly and severs By
heirs, legal representatives, su 20724 TF2 235
AND, in Favour of; o o
{Name of the Tenant], By
5/o or Dfo. (Father's Name of 20724 (92235
Working/Studying at (Address caved
Ce= S
having a permanent address at Littleroot Tawn ByE
034-07-24 3418
(hereinafter called the “TENANT®, which expression shall include its legal representatives,
successors and assigns] of the OTHER PART. ) —r]
= Byt
2 WHEREAS the Qwner is the absolute owner of the property situated at [Complete Address of ey
the Rented Property) as detailed in Annexure), hereinafter referred to as "Demised Premises”.
¢
NxzTm A R 1 > oM F- B @ =—a 5w - G
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e The certificate will display essential information, including the issuer, validation
date, and more.

r] sampile contractp!
File = Ha#ne Edit Camment Comvert  View  Oeganize  Tesh Farm Pratect
£8 Manage Signatures -
- Info
H RENTAL AGREEMENT
sample contractpat
] " A HI24-07-34 EMD
This RENTAL AGREEMENT is - _
Gerersl Detads Gartfication Path
&£ and between:
* Statuy
-, . B Uertiicate Indermation omi-guiwonal
Q John Michael,
5/ or Ofo. (Father's Name d e I __" e e . IRt
o * LI6MOLITG0LE
(Permanent Address of the O - ity
B Deans
(hereinafter jointly and seveds By
heirs, legal representatives, 1 = Eafer b The cortfication suhacty's ssteme for detads. e T
Boued to: weedirshans Tecwsslogy Growg £, LA
ANO. in favour of Issusee by: Esterst Chess 3 Chwnd A - SHAIS p
{Name of the Tenant], By
5/o or Dfo. [Father's Mame o Vol frem UM G IEMAB3S 20240724 052235
‘Working/Studying at (Addreds ]
@ Agreement Viewed
hawing a perrmanent sl Corticnte..| | B Simiessest B
024-07-24 093418
{hereinafter called the “TENAF tivees,
successors and assigns] of thi 08 © -
Byk
WHEREAS the Quner i the abiolute awner of the property gituated a1 [Complete Address of e
i Mpart o 024-07- 2
the Rented Property) as detailed in Annexure-i, hereinafter referred to as "Demised Premises”,
¢
2 u2RTom A& N 1 o3 - - ] — D wew - 2

Print PDF Files

How to print PDF

You can print PDFs in 4 ways. You can choose a way that best fits your need.

1. Print a PDF document

Printing is a process for reproducing text and images. When you have finished reading a
helpful article or designing a PDF form, you may need to send it to an inkjet or laser printer
and print it out. To print a PDF, please do the following:

e Make sure you have installed the printer successfully.

e Click the "File" > "Print" button or simply click the "Print" button.

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

o Click the "Print" button.
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[ vsercuce Bo.4z1 OCRpar  x %
File E Home  Edit  Comment Camvert  View  Organize  Tools Form  Protect Share 5]
a @ N O Amma- [[addtn | Flok [deop | O seach Moo A Assistar -

Print ® .
O y Wt withs PO v @ = e
User Gebde Book - Copy_20240607155542_1_OCR pet
[m] Choase a Type 3
[ Brother oer-Trvow -
01 p—— B
P e
Work Arytime & Anyahers ) &
Singie side W ca
a PITU—
A4H 2 207 cm
Work A
= tee page size of the souce file — -
You may ask
Start to wo ‘ -
gt T
Prin a5 imagy
3 remsen ¥
[
B = et 8, o, o, v, e . Pree
e iy o s, Mg S
=
. Nins mddde Fen wl P e dabiay vl bre e i s b
X Clmant page -
Current view e
CSsvmy 1y e, arovs v, S e
O apages e
©
Cursam =
Hide Advanced Settings ~ . -
o ®
Desktop Bl Uier Guicte B BOB0T148
Nu2Tem -l — 100

2. Print a portion of a page

e To print a portion of a page, you need to use the "Crop" tool.
o Select the "Crop" button by choosing "Page">"Crop".

e In the pop-up window, use the mouse click to drag the area that you want to print

and adjust other settings, and click the "Apply" button to crop.
e Click "File" > "Print" button print this cropped page.

3. Print multiple pages through page thumbnails

To perform a quick print, you can select multiple pages in a document from the thumbnail

list.
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[ vsercuce Bo. 4z 1 OCRpar  x
File = Home Edit  Camment Comvert  View  Osganize  Tosls Fesrm Pratect
= @& & O Awmae [TDasatm | [TJor @oop | O seach @ More-
0'.-:,...;:,
0 = | & &
o] '
. . 0 3
a ~
® = Efficient Al Solution
= 2 Cony
All-in-one solution for work & study,
? [ Do
Insert Fages
02 B e
= % Repiace Pages e i
7 fy Exnc Fages -
" Rotane Pages Eriel iodartion 1o POFskarent. =
T QR Fages T T T e
= [Z] Pasge Size -
Page Barees b
] Fage Labels =n -
—EE=——@) —— 9k
01 () Exwract Page as Image o
i *] Entange Fage Thembnails C e
..... . o -
Flo-  (©) Reduce Page Thumbnails
5 :
Nx2Tom I

share & g 3

@ 1 Assistant «

L

@

e Open the document that you want to print, and then click the Thumbnails panel on

the left navigation panel.

e Ctrl-click to select multiple pages from the document.
e Select "Print Pages" from the right-click menu, and then do the settings to print.

4. Print multiple PDF files in batch

What's more, you can batch print multiple PDF files. Click the "Tools" > "Batch PDFs"
button, and then select the "Batch Print" option. In the pop-up window, upload the PDF
files you want to print. For the print settings, you can click "Show advanced Settings" to set

the print settings as needed.
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B vsercuce Bo.dz 1 0chpar @ B g x
File =] Home  Edit  Comment  Comvert Shate & o B
Floc W okme | @ combine ) compare @ w Assistant -

[ Thumbnais x o M

E ) O ™ Wondershane PDFelement *
: : °
o 1 Batch PDFs » Print Addfle - B Priner
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& 1 sample porteguese doc_Combine.pd! T42 KB 1B Gy et [
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Orientation
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PDF print settings
M n M n n v n . M
Click the "File" > "Print" button, and the print dialog pops up.
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This dialog is the final step before printing. You can modify the printer in this dialog as
well. Be aware that changing the printer may affect the page setup if the newly selected
printer has a different paper size. For instance:

Work .

Start to w

B vserGuceBodz1ocRpar  x
File 7 Home Edlit Camment
a @

rivker
[T

o Prie Sestings
Single side

&

] "
X

i s i

Desktop

Carvert View Craanize Toals Ferm Protect Share

User Geide Bock - Copy_20240607 155542 1_OCRpH

Choose a Type .
01 il =
relan : ﬂ- )
;;;;;;;;;
-----

Vius marg askc

s sty

e Printer: choose the printer that you wish to use.

e Grey: select to print with colors or black and white.

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

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

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

e Print Option- "Page size of source file" — choose paper size according to the PDF
page size. "Print as Image"- allows you to print the PDF pages in the image format.
"Reverse Pages” - Prints pages in the reverse order.

e Orientation: choose a Portrait or Landscape to print.

e Page Range: specify the page range you want to print. Subset-Provides options for
setting a non-contiguous page range. "All Pages "- Prints all the pages within the
specified range. "Odd pages"- Prints only pages with odd numbers within the
specified range. "Even pages "- Prints only pages with even numbers within the

specified range.

Clicking the "Printer Properties" button next to the "Printer" option, you can set the page
"Orientation” to be Portrait or Landscape, set "Page Order" and "Page Format". Clicking
the "Advanced..." button, you can set the "Paper Size", "Print Quality", "Scaling”, etc.
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Print multiple PDFs at once

After you edit or annotate your files, you may need to print your digital works into
reality. With PDFelement, you can easily set print properties to print a single PDF or
print multiple PDFs at once.

To print a single file, you can go to "File" > "Print" or use the shortcut Ctrl+P to
print.
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If you want to print multiple PDFs at once, you can directly go to “Tools" > "Batch
PDFs" > "Print". Then you can select more than one PDF to print in batch.

209



B Wondershare PDFelement

—
[ vsercuceBodziocRpat x4 oy ow JETOTY *
File & Home  Edit  Comment  Comvert  View cwao ) Form  Pratect Share
Flow W okaea | W combine &) compare | I Compress L Flatten IBE Batch POFs oimr . @ i Assistant -
D » IO o0 =
[ Batch PDFs Choose a Type =
o wan =
(w] Al
N [ ®
=== H POF-related { POE-urrelated
&
Comvert acR Create Compress
¥ Lumi, your Al assistart. Mow can |
a Banch convert FOFs b otner Buatch convert scanned doouments Batch create PO from other Banch reduce POF file sze It you today?
fomats it extable PO¥s formats.
= 2DFelement Al
g in 10 w5 Al feanires now.
- = .
. 5 (1
Print Watermark Backgraurd Header 5 Footer :
[ Batch manage POF watermaris Balch masage POF backgrousds Ranch manace FOF headersand e 190 tree tials and Trial users
Tooters e 25 free tials
] 7 dl =
Bates Mumber Security Extract Data Delete Blank Pages B @
Basch manage FOF Bates Bateh pentect POFs with 3 Bateh axtract POF dats Basch esite PDF Biank pages. ring ,_
mumbenng passwerd
& v
¢ 3
Desktop ) Uner Guiche B - Conpry 024060T155542.1..
B Ak K < E - B~ @ — 2w -

Share PDF Files

Share PDF with QR Code

Using a QR code, you can easily transfer a PDF from your desktop to your smartphone.
You can scan the QR code using PDFelement for Android to access it on your mobile

phone.

e Open a PDF and click "Share." Select "Mobile" to generate a QR code for the active

PDF. Scan the QR code with PDFelement for Android to complete the
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Send PDF to email

PDFelement supports different methods to share PDF documents with others. Emailing a

document is such a helpful feature that you can easily email your document to others with

one click. To email a PDF file, please do the following:

e Click the "Share" button located in the upper right corner of the dashboard. Tap
the "Email Client" option under the "File" selection. on the top left, and your email

application will open.
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Share PDF to Dropbox
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Please authorize PDFelement to access PDF documents from your Dropbox
account before sharing PDFs to Dropbox. Click the "File" > "Save to Cloud" >
"Dropbox" button.

If you have not added Dropbox to this program, please click the "File" > "Save to
Cloud" > "Add Other Cloud" button > "Dropbox" button. A dialog pops up to
remind you to give access authorization to PDFelement. After authorization, click
the "Refresh" button on the dialog.

Click the "Upload" button to import the file in the pop-up window. After uploading,
click "OK".
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Share PDF to Google Drive

Please authorize PDFelement to access PDF documents on your Google Drive
account before sharing PDFs to Google Drive. Click the "File" > "Save to Cloud" > "
Google Drive" button.

If you have not added Google Drive to this program, please click the "File" > "Save
to Cloud" > "Add Other Cloud" button > "Google Drive " button. A dialog pops up
to remind you to give access authorization to PDFelement first.

Click the "Upload" button to import the file in the pop-up window. After uploading,
click "OK".
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Upload PDF to cloud

Wondershare Cloud helps you get access to your PDF files from multiple devices and

manage your work efficiently.

e Open the file you want to upload to the cloud and click the "File" > "Save to

Cloud" > "PDFelement Cloud" button.

e In the pop-up window, click the "Upload" button to import the file.
o After finishing uploading, click the "OK" button. Then you can keep the file in sync

and access it anytime and anywhere.

214




B Wondershare PDFelement

r] User Guidt .599423pd1
o ] Haae Edit  Comment Canvert View  Ovganize Toals Form Protect
Open = @ [ IENE Aemal- [Taddton | Thor [dcop | Q) Seach &) Mare-
Open Recent
| This it scasnect PDF. Pertarm OCR 1o make £ editatle and searchatie D ot show again

Open Cloud
Creste

| Save A

[ Save &s Other

Il &7y Sawesa Cloud I | T | |
% Expot To Add Other Cloud e & Anmhere
J
- 7 :
Start to work with flexibility.
Peogperties
Preterernes
N °
STOMER
_H['g-" e
[
¢
Desktop
2 m R

@ w Assistant -

ot withs Al

Chaose a Type

Prompt Examples:

0]

e g @

PDF Al Tools

Summarize PDF with Al

Lumi, our Al reading assistant, can quickly generate concise summaries of your PDF
documents, highlighting key points and even suggesting insightful questions.

e Open your PDF in PDFelement. Access the Al Sidebar via the "Al" icon on the right

or the "Al Assistant" button under the "Home" tab.

o Click "Al Summarize" > "Summarize Current PDF" in the dropdown menu. Lumi will
promptly generate a summary, presenting three key points and three insightful

questions related to the PDF content.
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o Click the send icon to see Lumi's Al-driven summarization, complete with an
abstract and three essential key points.

216



B Wondershare PDFelement

B wordersmare POFeemertpst %+ W e - @ x
File L= Home  Edit  Comment  Convert  View  Organize  Tools  Ferm  Protect shee & o B
a & O 0O Acdeiae [Tadaten | Fhock [dcep @ searcn D norer | ) AlAssistan-

Chat with Al v @ x
0 3 roreiement & (il
[N Hello, I'm Lumni, your Al assistant. Hew can |
assistant you today?
= B
BSummanze
& One-stop POF soluticn powered by Al Fast, B
alfordable, and easy way b edit, convert, sign
(o] - 1 r 7 FDFs, and mane - accessible acrcss desktop,
‘Wondershare PDFelement i BEDEAN e rnabile, snd web platforms,
e Smart PDF Solut B i ] ———— .
X Klan Inc. e e Sorry, | cannot help you to summarize becauss
~ = yeur content has too few words. Plazse inpat
maore text.
! [ INC] @
Jtisk ammything uneelsted to POFs. Press ' for
Brampls.
< Q <]’
207 42403 em A 1 A B @ — @ v 2

e If you want a quick summarization of specific text within your current PDF file,
highlight the desired text portion. Click the "Al" button in the floating toolbar and
choose "Summarize."
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e Lumi will swiftly generate an abstract along with three key points related to the
selected text. To utilize this summary, simply click the "Copy" button within the

window and paste it into your current PDF or a new document.
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Summarize multiple PDFs

Wondershare PDFelement's Al assistant can summarize multiple PDFs at once. It is helpful

when you need to analyze several PDFs covering the same topic.

e Open a PDF with Wondershare PDFelement. Click the "Al Sidebar" button.
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o Select "Chat with PDF," then click "Upload PDF." Upload the PDFs that you want to
summarize.
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e Click the "Quick Prompt List" button and choose "#Summarize PDF."
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Chat with PDF

PDFelement has imported a smart PDF Al reading assistant named Lumi, powered by
ChatGPT, which can help you seamlessly analyze the PDF content, comprehend your
document, and summarize key information with ease.

1. Access Lumi Al Reading Assistant

Access Lumi by clicking the "Al" icon on the interface's right side or selecting "Al Chat"
from the "Al Assistant" button under the "Home" tab. Engage in a conversation with Lumi
to gain knowledge and insights across various subjects.
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2. Chat with PDF

In addition to asking Lumi general questions, you can have a deeper exploration of your
PDF by utilizing the "Chat with PDF" option within the Al Sidebar. By selecting this option,
Lumi's responses will be tailored to the content of the current PDF document.

Lumi goes the extra mile by indicating the specific page number where it found the
answer. This feature allows you to quickly locate and validate the information.
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3. Start a New Chat

To initiate a fresh conversation with Lumi, select the ".." icon located at the top right
corner of the Al Sidebar, and choose "New Chat."
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4. Access Chat History

To review your interaction history with Lumi, click the "..." icon at the Al Sidebar's upper
right corner and select "History." Easily navigate through past conversations for reference.
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5. Change Settings
Tailor the Lumi Al reading assistant settings by clicking the "“..." icon at the Al Sidebar's top
right corner and choosing "Settings."
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In the "Al preference settings" popup window:
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e Response Language: Choose the output language; selecting "Default" prompts

Lumi to respond in your input language.

Al Preference Settings x
Response Language [English - ]
Response Tone [D‘efault - ]

Default

Related Industry
Academic

Always expand the Al Chat 5i Empathic
Simple

Creative

Poetic

— ~—— Professional
----- == Humorous

e Response Tone: Adjust the output response tone to academic, empathic, simple,

creative, poetic, professional, or humorous.
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e Related Industry: Customize the output response for specific industries such as
legal, financial services, creative services, healthcare, construction, manufacturing,

government, education, and IT services.
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Al preference settings

' Output language | Default J

Tone Default

Industry [Defau|t ]

Default
Legal
Financial Services
*- Creative Services
e Healthcare

oy .
“ - -‘-‘ Construction

Manufactory

con, G}

Government

Translate PDF with Al

Break down language barriers and embrace global communication with PDFelement's
advanced Al translation feature. Seamlessly transform your PDF documents into a
multitude of languages. Follow these steps to harness the power of Al translation:

e Open your PDF in PDFelement. Click the "Al Assistant" button under the "Home"
tab, and select "Al Translate."
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e Inthe popup window, select your target language, specify the page range, and
choose the folder to save the translated file. Then, simply click "Translate."

B  wordesnaePDFsementpst  x D B - @ x
File & Home  Edit  Comment Convert  View  Organize  Tools  Form  Protect : Shae S 2
@ @& 5N O A2 edinane [T) Add Text Thocr  Tacrop @) search () More - Q) i nssistant -

D E.EDF % FOF Translstos X
n Tasget Linguage -

= English
Page Range
& 1 L]
Q Wondershare PDFalement o — o RS
Q@ 60 dies Due Moo Qi Bowe Ooe Wee Save to source folder

= gmartPDFSoluﬂons, m_,__umu [_ - ] g

( Free Download ) ( mm) o

wtaviotee. S @ @ #
@
207 4200 em I 11 [ B @ — @ W | BHO@

e Lumi will generate a PDF file with the translated text, preserving the original
formatting seamlessly.
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o Alternatively, you can directly access the "Translate" icon on the right. Copy the text
you wish to translate, specify the source and target languages, and click "Translate"
to initiate the process. Once complete, copy the translated result for your use.
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e To begin a new translation, click the "Trash" icon.
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Detect Al-written text
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Discovering Al-generated content in your PDFs is a breeze with Lumi, our Al reading

assistant. Follow these steps to determine whether your PDF content has been generated
by an Al algorithm:

e Start by opening the PDF document you wish to analyze in PDFelement.

e Click on the "Al Assistant" button located under the "Home" tab. From the drop-
down menu, click on the "Al Generation Detect" button.

®

Powerful
Al Tools.

"
2

e Lumi, our advanced Al reading assistant, will comprehensively analyze the entire
content of the PDF. It will promptly notify you whether the content is categorized
as Human-Written, Al-Written, or Partially Al-Written. Any Al-generated portions
will be highlighted for your reference.

o g

229



B Wondershare PDFelement

Al Generation Detect 8/10

@ The detection has been completed
Your file is Partially Al Written

#Partially Al Written
Powerful

Al Tools.

Einfihrung

Artificial Intelligence (Al) tools have rapidly transformed various
industries, revolutionizing how tasks are accomplished and insights are

derived.

Sentences highlighted by are more likely to be written by Al.

To detect Al-written text from external sources or specific parts of the PDF, utilize the "Al
Generation Detect" command in the Al Sidebar.

e Click on the "Al Sidebar" icon situated on the right side of the interface. Then,
select "Chat with AL" Click the Lightbulb icon at the bottom, then, select the "Al

Generation Detect" command and paste the text you wish to analyze into the
designated text box.
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o For swift access, highlight the text directly within your PDF. Click on the "Al" button
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e Lumi will swiftly analyze the provided text to determine whether it's Human-
Written, Al-Written, or Partially Al-Written. Any Al-generated segments will be
clearly highlighted for your convenience.

Home  Edit  Comment Comert  View  Organize Tools  Form  Protect

Q QO O | Lwn Daden | Fox [@ooe | Qrcr @worr | QA Assian

o g e

Powerful
Al Tools.

Al Generation Detect

Rewrite PDF with Al

Lumi, the Al reading assistant, empowers you to effortlessly enhance your PDF documents
by rewriting them for improved grammar, word choice, and more. Follow these steps to

utilize the powerful Al-driven rewriting feature:

o Open your PDF in PDFelement. Access the Al Sidebar by clicking the "Al" icon on
the right or through the "Al Assistant” button under the "Home" tab. Click the "Al

Chat" and select "Chat with Al" command.
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o Click the "Quick Prompt List" and select "Rewrite." Paste your text on the chat box.
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e Click the send icon. Lumi will swiftly rewrite the text, presenting you with the
enhanced version. You can easily copy the result and paste it into your current or
new file.
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e For a quick rewrite of specific text within your current PDF file, highlight the desired
portion. Click the "Al" button in the floating toolbar and select "Rewrite."
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e Lumi will promptly generate a rewritten version of the selected text. You can opt to

replace the original text with it by clicking the replace icon or utilize the "Copy"
icon to duplicate the enhanced version.
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Proofread PDF with Al

Enhance your PDF document's quality through comprehensive proofreading with

PDFelement's Lumi Al reading assistant. Follow these steps to perfect your content:

e Open your PDF document using PDFelement. Under the "Home" tab, access "Al
Assistant” and select "Al Chat."
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e Click the "Quick Prompt List” and select "Grammar Check.” Lumi will instantly
proofread the current page, offering improvement suggestions.

B  werdesnaePOFsementpst  x + 2B i -8 x
File & Home  Edit  Comment  Convert  View  Organize  Tools  Form  Protect ¥ Share £ &
a @& N O | AZeww- [Trcten | Flor (oo O sesrcn @ dorer | Al assistant
D E.EDF & Chat with &1 v X e

n \ P Lurmi, your Al sssistart. How can
iy o
0
sGrammar Check h
& One-sicp POF solution powered by Al Fast, )
alfcaciabile, amd easy way 1o edit, convert, sign
Q POFs, and more - sceesssble sereas deskiop,
rchile, and web platforns
=]
One-step POF solution powered by Al Fast,
affcedable, and eazy way ta edit, coavert, sign
PDFs, and mere - accessible s<ross desktap,
mokile, and web platforms.
C 0] ®
i . . Jick anything unrelated to PDFs. Press '#' for
€ ? - 3
207 4208 em E. I 1 [ B @O — @ wex - 3@

e Control the proofreading process by clicking "Pause" to temporarily halt or "Close"
to stop.
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e To proofread other content or a part of the PDF file, utilize the "Grammar Check"
command in the Al Sidebar and input the desired text.
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4
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e Click the send icon, and Lumi will deliver a proofread version of the text. Copy the
enhanced text for your use.

» For rapid proofreading of a specific text, highlight the content, and choose
"Grammar Check" by clicking the "Al" button in the floating toolbar.
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e Upon proofreading completion, Lumi swiftly offers the enhanced version. You have
two convenient options:
o Utilize the "Replace" icon to directly replace the original text with the
proofread version.
o Copy the proofread text using the "Copy" button, then seamlessly paste it
into your current PDF or a new document for immediate use.
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Explain PDF content and code

PDFelement empowers you to effortlessly explain PDF content, including code snippets,
enhancing clarity and collaboration. Follow these steps to effectively explain PDF content
and code:

1. Explain Content
Access your target PDF file. Click the "Al" icon on the right side of the interface or choose
"Al Chat" from the "Al Assistant” button under the "Home" tab.
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Click the "Quick Prompt List” and select the "Explain" command to start explaining content.
Enter the text you wish to explain.
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Alternatively, for quick access, highlight the desired text in the PDF, click the "Al" button in
the floating toolbar, and choose the "Explain” option.
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Lumi Al reading assistant will promptly provide an explanation. Copy the explanation for
future reference.
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2. Explain Code
. . " . " . .
To explain code snippets, choose the "Explain Code" command. Enter the code snippets in
the designated text box and send.
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Lumi will elaborate on the code snippets, enhancing understanding.
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Use PDF grammar checker

Wondershare PDFelement can check your grammar and suggest corrections.

e Open a PDF. Click "Grammar Check" in the Al Sidebar.

o If the text you want to check for grammatical errors is in the PDF, select "PDF
Grammar Check."

o Select the pages you want the Grammar Checker to scan. Select a destination
folder, then click "Check."
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e Alternatively, select "Paragraph Grammar Check." Type or paste the text you want
to scan and click "Check."
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Use Knowledge Cards

You can generate Knowledge Cards for each PDF. These are Al-generated overviews that
include a short summary, key points, and tags. When you reopen the PDF at another time,

the Knowledge Card will still be there, allowing you to quickly know what the document is
about.

e Open a PDF and click the "Al Knowledge Card" button on the top right of the
screen. Click "Generate Now."
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e The Al will take a few seconds to generate the Knowledge Card. Once it is done,

click the "Al Knowledge Card" button again to see the report.
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Convert PDF to Markdown
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Converting PDF documents to Markdown format using PDFelement provides you with
enhanced editability, compatibility, and versatility. Markdown is a lightweight markup
language that allows you to create structured and easily readable text documents. Follow
these steps to convert your PDFs to Markdown format:

e Launch PDFelement and open your desired PDF document. Go to the "Home" tab,
click "Al Assistant" > "Al Generate", and select "Generate Markdown."
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e Inthe "PDF To Markdown" window, specify "Page Range" and "Output Folder."
Click "Convert."
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Analyze and surmmarize the abstract, key points, and keywords of
your PDF document and convert it into structured Markdown
format.
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keywords. The PDF pages will be converted into Markdown format.
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Conversely, you can also convert your PDF to Markdown using the "Convert" feature.

Customize the Al Assistant
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You can customize the Al Assistant in PDFelement. You can change its response language
and response tone. Furthermore, you can select an industry to ensure all responses will be
related to it.

e Open a PDF. Click the "Al Preference Settings" on the Al Sidebar.

o Select a "Response Language.” The Al will write responses using the language that
you select.

e Select a "Response Tone." This allows you to make the responses sound
professional, humorous, etc.

e Select a "Related Industry” to ensure that all responses will be relevant to the topic.

o Click "Apply."
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Customize Al prompt

In addition to the built-in prompts in Lumi Al reading assistant, you can tailor the Al's
responses to your specific needs. Here's how you can do it:

e To get started, open the Al Sidebar by clicking the "Al" icon located on the right
side of the interface. Within the Al Sidebar, find and select the "Custom" option
situated at the bottom.
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e In the resulting pop-up "Custom" window, click on the "Add" button. This will
enable you to create a new custom prompt.
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e Enter the desired "Prompt Name" to easily identify your customized prompt. For
instance, you could name it "Bullet Points". Next, in the "Prompt Content" field,
input the specific instructions you want the Al to follow. For example, you could
enter "Break the following content into bullet points". Click the "Add" button to
save your custom prompt settings.
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e Now that you've created your customized prompt, you can use it to process text.
When you encounter content that you want to convert into bullet points, simply
follow these steps:
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e Select the "Bullet Points" command from the available options in the text box.
Input or paste the text that you want to transform into bullet points. Click the
"Send" button to initiate the process. Lumi, powered by advanced Al technology,
will promptly analyze the provided text and convert it into organized bullet points
according to your customized prompt.
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