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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 greatlooking PDF documents and
forms quickly, affordably, and securely. With this PDFelement for Windows software, you
can:

Open, save, print and markup PDFs;

Add, remove, move, re-size and rotate any graphical element within your PDF;
Secure your PDFs with password protection;

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

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

Insert page numbers, bates number, and page elements;

Approve and sign documents digitally;

Unlock text within images using OCR;

Perform partial OCR on specific userdefined fields in scanned PDFs;

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

=A =4 =4 -4 4 -4 -4 -4 -4 -4 A

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 cen ter of
the screen. What's more, you can search some certain tools through the "Search" feature
to directly find the tool.

Note:
Position the pointer over a button to see the description of the button.
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To quickly find out the tool you need, you can enter the tool name or keyword in the
Search box, and then click your needed feature in the search results. After that, the
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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 e Gu
| lil:-l o Heme  Edit  Comment  Comvert  View  Osganize  Teoks  Ferm  Protect Share

= o® L INEE Aran- [Taddton | Tock  [dcop | ) Seach @) Marex @ i Assistant -

o Descripakon User Guide Book - Copy_ 0240607155542 _1.pdf (]
Intal View

File Size: 18ME

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
0Shortcutd.

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

Font: You can set Default Textbox Font for comments and Default Text Font.
OCR:You can set the default language to use in Document Language list.

Units & Grid: You can precisely ine up the texts and objects in your documents.
Update: You can set the frequency to check updates.

Proxy:You can select the proxy settings.

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.

=A =4 =4 -4 4 -4 4 -4
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1 Blank PDFYou can create a blank PDF and apply it to use.
T Shortcut: You can find shortcuts for main functions.
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Check the v ersion 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 theAbout 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 i nstall 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:

1 Operating System: Windows 10/8.1/8/7/Vista

1 Processor: 1Ghz Processor or above

! RAM: 512 MB RAMor above

1 Available Hard Drive Space: 500 MB or above
Note:

See more details please visithttps://pdf.wondershare.com/tech -spec.html

2. Download PDFelement on Windows Computer

T Visit https://pdf.wondershare.com/ to download the trial version of PDFelement.
1 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.

1 Select three-dot icon on the top right corner of the home interface.
1 Select Theme Color and pick a cobr 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 !

W Starred Fles @ summarize pOF & remplate

Recent Files a 5T
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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:

1 Watermark: Places a waermark 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 katch 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.

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

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

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

1 Templates:Limited free templates available to edit and download.

1 File compression is notavailable 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:

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

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

1 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.

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

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

3. Register PDFelement
To be able to have access tothe 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.

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

1 A Login window will pop up, you can log in with your Wondershare 1D account to
activate it.

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

Qo - | Login |
Edit Combine PDFs Batch PDFs
| @ Recent Files Edit tests and imag S Combine mukiple R e
/ POFelement filesinto s ungle PDF, . [] print, OCR PDFs, etc \
God O= L=
Login to your

LR 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
0OShortcutso.

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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Ctrl + D: Open the document properties dialog box
Ctrl + K: Open the preferences dialog box
Ctrl + F: Search panel popup
Ctrl + Shift + F: Pop up the advanced search panel
Ctrl + T: Open the search and replace panel
Ctrl + P: Print
Ctrl + Z: Undo last change
Ctrl + Y: Redo last change
Ctrl + Shift + I Insert from the file
Ctrl + Shift + T: Insert blank page
Ctrl + Shift + D: Delete the page
Ctrl + Shift + K: Tile horizontally
Ctrl + Shift + L: Tile vertically
Ctrl + N: Convert the document to PDF
Alt + 7: Screenshots
Alt + 3: Switch to text hand mode
Ctrl + E: Switch to text editing mode
Alt + 6: Switch to select mode
Ctrl + F10: Window maximization
Ctrl + 1: The actual size
Ctrl + O: Fit page to window
Ctrl + 3: Fit height
Ctrl + 2: Fit width
F8: Fold functional area
Ctrl + +: Zoom into page
Ctrl + -: Zoom out of page
F11:Enter or exit full screen mode
Shift + F4: Expand/collapse the right property bar
F4: Display or hide the left navigation bar
F6: Switch to the next Ribbon Tab
Shift + F6: Switch to the previous Ribbon Tab
Home: The first page
End: The last page
:Scroll to the left

Scroll to the right
/| PageUp / Shift + Enter: The previous
| PageDown/ Enter: The page

Al t + > Jump to the previous Vview

Al t + : Jump to the next vVview

13
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Scroll up
/| Space: Scroll down

Ctrl + 4: Continuous mode
Ctrl + 5: Single page view
Ctrl + 6: Two pages view
Ctrl + 7: Two pages continuous
Tab: Move the focus to the next comment, link, or form field in the
document pane
Shift + Tab: Moves the focus to the previous comment, link, or form field in
the document panel
Esc: Exit temporary editing status
Ctrl + B: Add bookmark
F2: Rename the selected bookmark
Ctrl + Shift + -: Rotate page to the left
Ctrl + Shift + +: Rotate page to the right
F12: Batch Processing
Ctrl + B: Make the selected text bold
Ctrl + 1: Italicize the selected text
Ctrl + ]: Increase font size
Ctrl + [: Decrease font size

=A =4 =4 4 -4 4 -4
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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.

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

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

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

T Open PDF cfernotm FooReder s 6.

14
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To ensure the security of data, some PDFOs
to open protected PDFs? If you have received a PDF thatd protected with a
password, you just need to enter the correct password to view the file.
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Some protected PDF files have other restrictions to prevent from printing, editing,
copying, etc. When you try to print or edit this secured PDF file, you will be notified
that you are prohibited to do so without the permission password. You can click
the "Enable Editing" button to enter the permission password to edit it.

View PDF

How to navigate PDF

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

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

1 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

S i

Z e

Thumbnail sé6 as well as OReduce Page Thumbnai
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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 builtin 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:

1 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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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.

@ ot filesampie-Copypot * x 4 Logiin 3 - O X
File & @ O h ¥ Home Edit Comment Convert View Organize Tools Form Protect
Q @ E\’ ~ E - Q - Al Read Mode Q Rotate View ~ [H Auto Bookmarks m Ruters Grids ~
0 Attachments X : @ AN _
JAbout Khan | Brees W
g ='®Bexuo (@) - O
- Architects | BFE -
A ‘ArchitectsInc| [— - [=
O 20238 1614 % OpenAttachment | ::-<-<ccccceceseseesssssasiesessnniinisissintiieenanintil ®
[5] Save Attachment
7, Add Attachment
Q »
¢ Ed# Description bulding designs fo requiate its internal fempe
< 7T Delete Attachment o on extonded west-facingroof peovides shode
model making stoff. We &
community through work, research ond personal
N
( ?1
< >
10193 x 47.87 em AN 1 3 1| My By Q@ -l ) 3%

View mul tiple 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.

1 Open multiple PDF files in the program first, then click the "View" > "Tile" button.
1 Choose to tile the windows Horizontally or Vertically.
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1 Alternatively, you can open multiple PDFs first, and reduce the windowsize, 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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1 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.
1 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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If your PDF file has already got bookmarks. You will receive the following message

f
after clicking the "Auto Bookmarks" button. Then, you can choose to write the
existing bookmarks or add new bookmarks to the end.
Fie Edit Commant Convert '.H; DOirganize Teols Foem Share
a & [Tl ~1 fwact Moce () Rotate view [™) mute Bockmarcs [T Rusers Grids - Q) A1 ssis
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Create, edit, OCR & conver
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1 e o enad Cancel
Efficient Al Sakuticn
Flexible: Switch Start 1o wor
All-in-ors solution for work
004
: Mare Help Effariless OCR
Flexible Switch Start 1o wor .
We're atways here. e
POF Enhancemant
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Tip:

Please apply different text formatting styles to your PDF file for each level of heading. It

will make PDFelement generate auo bookmarks precisely and easily.

2. Add Bookmarks.

1 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.

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

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

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

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

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

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

1 Open your PDF in PDFelement and go to the left bookmark panel.
1 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

ks, 51, OCR & convedt

O R eBET & &

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

Click
Click
Click

Click

=A =4 =4 -4 4 A A -4

Click

Click
Click
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 Rul er and PDF Gr i d.tosBobrhideVilesswrgrids. Rul er s &Gr i ds

f GridtWhen you click and turn on the 0Gridd but't
the PDF document. You can click the 0Gridd6é bu
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¥ Ruler:Cl ick on the o0View >buttBydherzstal&nd&r i ds > Rul e
vertical ruler will appear to help you evaluate size of the elements in your PDF files.

1 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 Deletekey.
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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.

1 Open your target PDF file in PDFelement on your device.
71 Click the "File" button and choose the "Properties" option from the drop -down list.

" 1 ppt file-ssmple paf x + ® B8 : — a >
& B ¥ Home Edit Comment Convert View Organize Tools Form Protect
[2] Open Q ATooss®  Qsearch = More-
ROpeohacnt 40 50 60 70 80 90 100
Y Open Cloud
= ‘@
[F1 Create
JAbout Khan = B
) saveas O O

'Architectsinc| [=- = [= ]

——

[Z)] Save As Other

[7] Savein Recent Folder
(7 Saveto Cloud

[ ExpontTo
|©_Propesties
- 77
IH,
! =
| L
5 ,:”/;: “m"“m"mnullllllll
& ‘uf' {
101.93;347,87«“ a In 1 > > =~ Eiv (5] — (O] % ~ 1 )

Word Count in PDF

1 Inthe popup Properties window, go to the "Description” tab.
f Locate the "Word" option and click "Count."

33



B Wondershare PDFelement

Properties

Drescription

Initial View

Security

Fonts

ppt file-sample.pdf

O~ Company Doch~PDFelement ~Articles 2024 Q1hread-only pdf 202407 -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

1 PDFelement will swiftly calculate the number of words in your PDF document.
{1 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

Dt~ Company Doc~PDFelement. ~Articles®

File Size:

Page Size:
Mumber of Pages:
Words:

Title:
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Keywords:
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Last Modified:
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PDF Version:

Application:
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Page Count in PDF

il
1 The number of pages will be displayed here.

In the same Properties window, find the "Page" option.

Properties X
[P ppt file-sample.pdf
! w D\~ Company Doc\~PDFelement’,~Articles\2024 Q1\read-only pdfi202401-how to edit a read...
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s ity File Size: 23MB
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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.

1 Open a PDF, then click "View"> the "Readhg Mode" button between "Zoom" and

n n
Background.
B vser Guise 20_s07155542.001 '
File Home Edit Comment Cono Organite Tools Form Protect DPare
@ & 0 Q- EBMmadMode  (Yrotateview= | [ Auto Bookmars [T Rulors Grids « @ A Assistant -
= o
Q
. 0 2
Q
e

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

T Click "Split View" and select between "Split Vertically" and "Split Horizontally."
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{1 If you choose "Split Vertically," one panel will be on the right and one on the left.
Test by pointing your cursor on o ne panel and then scrolling down. The other
panel should not move.

[ verGuideso sansssepn x4 o B - @ X
File © Home  Edit  Comment  Convert View  Organize  Tools  Form  Protect e A G B
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i ©
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2 0 2 Efficient Al Solution
- All-in-one solution for work & study.
Key Features Support
Creale, edit, OCR & convert | e SUpoelhes B el Ve -.
0s o Bt introduction ta FOFelement. - >
‘, rheNew workof L = -
" Klan Archifects Inc.| T mi e e
@ Translate & Proofread
¢ Translate your GlifféRlgocument into multiple languages. Elevate precision >
Ax27on AR K ¢ 3 IR I o | By @By O w—a G wx v 20O
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1 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
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Floc (W ochans

Comemnt

5] compare

Heme Edit

W) Combrs

02

Key Features Support

DCR & con

Convert

View Organize

B Compress 5 Flazten
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[3 To enable icreen recording, please Erstly dovwenload the requined
Flug

Cancel

POF G ation

Edit & Comment
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Protect
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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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Home  Edit  Commwst  Comvt  View  Ongasize o Proect

Teols
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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:

=A =4 =4 =4 4 -4 4 -4 4 -4 - -4

Cursor: move the recomding area

Rectangle: add rectangle marks to the recording area
Arrow: add arrow marks to the recording area
Pen: add free-form drawings to the recording area
Number Index: add number index

Object Erase: erase the drawings you added
Undo: undo the previous action

Redo: redo the previous action

Recording: start the recording

Sound: enable or disable system sound
Microphone: select a microphone

Exit: exit the recording
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Key Features Support

Creale, edil, OCR & convert

Greate a POF from scraich. upiosd o the Tempiate Mall or Clossd, scan
comene! from diflensd formags. or open from your cipboand

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 fi

1. View PDF infull screen.

| es with

PDFel ement ?

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

mode to focus on viewing. You can go to oOView
corner of the screen. The keyehtoard shortcut of
0 e Gudeoonsat ¢ |
Flo Home Edit Comment Convert o,y\uo Tools Form Protect SN\we
A @ [EB) w1 Raad Moge () Rotate View (™ Auto Bockmarts [T Rusers Grids Qna
:l Commen s B y
' 02
Q o .0
A [ Key Features Support B
" - Create, edit, OCR & convert
H 1w @ -- °
TMNcwWO;kC" J, IThe New Work Of
Kian Arohiteocts ino. " Kilan Architects Inc.|
# .
A 1
PDF Generation
Create a PDF from scratch, upload from the Template Mall or Cloud, scan,
onvert from different formats, or open from your clipbos
Effortless OCR
¥ ¥Tem —

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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PDFelement
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3. Change page orientation.
Click on oView > Rotate Viewo, you can
0Counter Clockwisebo
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Fia = Home  Edit  Comment  Comvert o-m Tools  Foem  Probect Swe | 5 G 0
8 & M B & Alﬂ.ﬂdh‘o [ sute dockmares [T Rutors Grids - @ A Assistant -
Comments * 1] Clockwiia .
0 0 o Gl
0 Q
= B
& Pl - ]
J
- Key Features Support
;I':':‘I":::"""'""""’“ Eo Create, edit, OCR & convert.
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PDF Generation
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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 Booicpd!
Fie e Home Edit Commnt Convert | View I Olglﬂi“ Teols Foam Protect e
a & m)- =2 | & [ &1 oad Moda (7 otata View [ sute Bockmars [T Ruiors Grids @ A Assistart
j Comimani 8 @ :Fu.fpigr.'ln- = it
(2] gk Page Seruling @
| . B o Page v -
[_' ' = H Tvo Fage Scroling
- [l 30800 Mose o
Page d -
B Separate Cover Page  *
R -2 seetesiue oy Features Support &
a S (M) i e :
#nt intn mukiple lingaages. et Create, edit, OCR & convert
=}
- . @ - .
L | -
The MewWerk Of .. The Mew Work Of
Klan Architects Inc. " Klan Architects Im_l‘
| !
PDF Generation
C a POF fror m the Template Mall or Cloud, scan,
ym diffie T
Effortless OCR
25 WTem A R 3 f —

1 Single Page ViewView one page in the document panel at a time.

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

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

1 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.

B e cutetoasat x | & B o
Fig = Home  Edit  Comewset  Convet | View I Organize  Tools  Form  Protect Share
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Create a PDF from seratch, upload from the Template Mall or Cloud, scan,
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You can find the settings to change the page layout of the pages in the "View" tab too.

1 Actual Size:To resize the

i L+ (1) L ¢ e
211 u} Edit Comment Convert Organize Teaols Foem Protect Share
a @ Alfead Mode () Rotateview- | [T) Autc Bockmars [ Ruters Grids- @ A Assistant -
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I‘,’_‘;,’{':;‘”"‘"""‘"““ e Create, edit, OCR & convert,
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The New Work Of
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PDF Generation
) Create a PDF from scratch, upload from the Template Mall or Cloud, scan,
(2 convert from different formats, or open from your clipboand.
¢
Effortless OCR
21k @Tem ARk 3 o B B~ @ w——p 0%

page to its actual size of 100% zoom level.
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1 Fit Width: To resize the page to fit the width of the window. Part of the page may
be out of the view.

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

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

T 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 Pagel ayout" and "Default Zoom" as
preferred.

Qo Gude Soic pdl
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Blank: POF Ll
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T S i
Create a PDF from scratch r Clo i
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Effortless OCR
21k BFem 3 — o0

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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Hivigation ta e
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Apply Cancel

Create a PDF from scratch

convert from different fo

e Mall or Cloud, scan
our clipboard

Effortless OCR

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

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

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

1 Open to Page: You can set the open page for this document. Forexample, 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.

1 Click the "Al Read Mode" button located under the "View" tab to activate this
feature.
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1 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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1 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.

Jaboutkhan B S
'Architectsinc| === [=_|

The Sea House Of [ [ == = |
Klan Architects Inc

£hon Architocts e

“Wistonce hemusves

f Use Lumi'scommands 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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1 Make your experience better by creating your own prompts with the "Custom”
feature.
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1 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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1 Besides Al help, yai 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.

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

File
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@) =
E
=

21x 297 em

option.

Employment Contract.pdf % + 1 » =
=) ) i Home Edit Comment Conver Organize Tools Form Protect

|._
BE] &

Al Read Mode Q Rotate View v E} Auto Bookmarks

4 2 [E) singlePageView 6 ) 10 12 14 16 18
Single Page Scrolling it contains interactive form fields,
E]E] Two Page View
B8 Two Page Scrolling

Em 3D Read Mode

] MPLOYMENT CONTRACT

mﬂ Separate Cover Page

BE IT KNOWN , that this AGREEMENT Is entered Into on
between " fter referred to as
the “Employer”™), located at ?

and

IN WITNESS THEREOF  , the above parties wish to enter into this Agreement and
express the need to define and set forth within this instrument the terms and conditions of
employment of the above named employee by _ — —

THEREFORE,  in 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 a5 follows

EMPLOYMENT

. @ company, operating at
T doesherebyemploy ____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

employment may be terminated in accordance with below listed Termination of Agreement
cause.

PERFORMANCEOFDUTIES

SR 1 3l ) —-

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

flipping effects.
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Create PDF Files

Create PDF from any f ile

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.

1 Open the PDFelement on your desktop, and youwill see the homepage. Then click
on Create a PDF > From File.

reate POF - o Edit PDF [ Convert POF Gl ocreor D) combine PoFs S8 Batch PDFs B compress Por
From Scanrer E
Clipboard
Frcem HTML B summarize PO g Template
Blask PO Al i " 1 it POF tefmgdates f
POF T, e : : : -

Recent Files a

+
el

1 If you have opened a PDF, go to File > Create > From File.
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[0 saveas :q ook Chpo °
o — B s
-\'-\J Sawe 1o Ooud = POF Forddonio
[% Ewotlo i POF Tempiae & Anywhere Prompt Examples:
;‘I\: Print Start to work with flexibility. o ‘. Flease ghue me 3 idess about how
.. . STOMER
S e S .
- - = - ® @
‘ Desktop 0 4
T em & MoK L z - | - > E =— [OBNT no@
2. Create PDF by drag and drop.
Simply drag the file into the program window if it is open, or convert quickly fr om within
Windows Explorer.
1 Drag the document you want to convert on to the PDFelement desktop icon n
1 If the PDFelement is open, drag the file directly into the application window.
r) @ B g x

f 1
Create PDF - |

) natstoycouacis
] sasple. pat

B Whar Are Legal Documenss
pShow all &

Earlier this year (15)

B semple portguese doc Combine
B sample contract

B cuitsperanshiOereiala

B sample bask snemet (3}

BN saempie bark stanemest (2}

[Stow all 18]

Akoag time 3 (44
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CETEPRTT )

@ et por ) Convert POE @l ocreor B combine por: #3 Batch PDFs
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B compress poF

Riduce FOF file size.
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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.

71 Right click the target document.
1 Click the "Convert to PDF with WondersharePDFelement" button on the menu.

= T Guide - [N]
Home  Shate  View (7]
,_] & cut Dl 2 x -I ) Mew item = | fWopen ~  HH selea s
%l Copy path 4] Easy access = — 1 Edit Select none
ck Copy Past 3 : Move Copy Delete Rename  Mew Properties = X
6] paste shortcut o7 oF? . folder i pHisory (7 imvert selection
Chpboard Organize New Open Select
— v T » This PC » Desktop » Guide Open uide 2
Edit
Name
# Quick access — New
l_ﬂ- What is a Non-Disclosure ﬂgneemel Print 1 KB
- On -
OneDrive - Personal o © Share with Skype
Apps 7-Zip >
Documents |&f Edit with Motepad++
Pictures Ea Scan with Microsoft Defender...
=4
= This PC \& Share
¥ 30 Objects & Norton Security Ultra ;
Open with
B8 Desktop
[ Documents | Ea Convert to PDF with Wondershare PDFelement [e
& Downloads @ Combine files with Wondershare PDFelement
B Music Give access to -3
= Pictures Restore previous versions
& Videos Send to >
& Acer (C)
= Cut
¥ MNetwork Copy
Create shorteut ;
Titem 1 item selected 620 KB Delete B =

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

56



B Wondershare PDFelement

aQ - 3@ g ®
|
Create FOF » " 1]
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
Al summarices the FOFs awencew, Gt great POF tam
3 ke e
&5 POFch Gloud . e e ~
Recent Files Q B2
B Agreement Creating POF
—
12%
Cancel
Theesa aren't any recent fles.
Cloud e

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

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

i Open a Word/ Excel/ PPT file. There is a 0OPDFel
1 Click on " PDFelement > Create PDF " button to quickly create a PDFElocument.
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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.

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

Recent Files

n User Guide Book - Copy 20240607 155542 3 pdl

Create PDF - o Edit PDF B convert POF
Fromm Scanrer !
Frm Clipboard
Summarize POF g Template
’
od

@l ocreor

B combine PoFs =5 Batch POFs B compress por

T I'f a PDF is
it directly.

already

CGpenteybpuBtankg®DFO

1 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 c lick 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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O weanse x
File 1 B Home m Cammment Carvert Wisw Owganize Teols Form Pratect Share
Aredieal- | |[T) add et | (&) Add image (@ Add link | &) Wetermark~ (%) Backgraund - (Z) Header & Facter - (&) Mores | (@) Al Assistant -
O B Chast withs A v m = H
T
[m] Choose a Type @
e ®
&
&
Q
= Prompt Examples:
.
O]
< 9 T
w297 em Iz 1 — Lo E

Convert multiple filesto 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 flewith 0 Combi ne 6

function in PDFelement.

1 Launch PDFelement and click the "Combine" button in Quick Tools.
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f You can drag
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Opan FOF Quick Tools
- Wandershare PDF dement
Create PDF - @ eane
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1 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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Seamlessly read, edit, comment, compress, convert, and sign. Pramium

i members enjoy limitless access, including e-signatures. L 5 &
TR ' z (5] e e @ — ORI

2. Create PDF files from a batch.
PDFelement allows you to create PDFs froma batch at once.
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f Click on o0Tool > Batch Processdé button
1 Then a window pops up, select the "Create" option, and you can add the files that

you heed.
T Finally, you can click on the "Apply" button to complete this process.

0 wsercuoe ook par x | =)
Fie Home  Edit  Commwat Convent  View  Orgasize Foams  Pratect e
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e Conver t OCR Create Compres:
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1o0bers.
= o
Batés Muimbsr Extract Duta Dabats Blank Pages
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AT em - —

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.

Open the file in its authoring application.
Click the "File™ > "Print" button in the file.
Select the printer named Wondershare PDFelement, and click the "Print" button.
The file will be opened in our application window. Click the "File" > "Save" button
to save it to a PDF file on your computer.

= =4 =4 =4
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Turn scanned document to PDF

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

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

Open POF Quick Tools i
| Craate POF ~ o Edit POF B convert POF Gl ocreor O combine PoFs =5 Batch POFs B compress por
— o . sarchabis and editabie POF ik sngle P PO, o

=] From Cliptoard
Y From HTML E Summnarize POF e Template

Theve aren't any recent fles
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T Select yourscanner 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

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

1 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.

1 After opening the program, click the "Create PDF" > "From Clipboard" button.
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Open PDF Quick Tools
ate POF ~ .

u Convert POF

e Template
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W

Thieve aren't any recent fles.

B8 gatch POFs B compress por

1 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.

1 On the homepage of PDFdement, click "Open PDF" to open a PDF file.
1 Then, click the "File > Create > PDF Portfolio" button to create a PDF Portfolio.
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1 Select "Add Files" or

"Add Folder" to upload files or folder into PDFelement.

B = e Guise sssazapar  x Fomolio 1pett x
File Heme  Edit  Comment  Convert  View  Ovganize  Teah  Ferm  Protect

=) Maro -

.' L
o

[
=
1

B
H
e

=

£

x

1 Open a file from the Portfolio to view or edit.
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|n User Guide Book -C-OD)‘MZ'\S‘ES-!LI
Bl user Guide Book - Copy_ 2024060715552
n User Guide Book - Copy_ 0040607155542 01
Work Anytime & Anywhere
Sl S
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1 Open the folder in PDFelement by clicking the folder and tap on the "Open" button
to view the PDF files.
B = e Guise sssazapar  x Fommolio 1pett g x
File i m Edit: Comment Comvert Wiew Deganize Tooks Form Protect Share H 5
) Mare -
# ] = 8 Gpen
=

B wser Geide Book - Copy 20R400TISSS42_
n User Guide Bock - Copy 2004DS0TIESS2.

[ ser Guide Beok - Copy MR4060TAES542..

1 Add new Files and Folders to PDF Portfolio by clicking the "+" icon and then
choose the objects as you needed.
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Open

Create PDF from t emplates

You can create pdf from templates with PDFel emen
Templ ated button and you will enter the Templ ate
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There are massivematerials in the Template Mall for you to choose from. The themes
include PDF, Business, Resume, Poster, Letter, Planner, Invitation, Card, Invoice;dmList,
Education, Motherods Day,

Val entineds Day,

RS. Form For Studant

wt

& IRS Form-General

Contract & Form

Education

Business

IRS Form

RS Form For Parents

RS Form-Others

Wondershare Make Tax Filing Easier Frorm Organizing Documents For Tax
G POFslement Gt tipe sbout : o= Toka

e VIP

,."" ©:

B Resume - Magic Color

Q Palette

Bl Resume - Business Set

JOB APP LICAT!OE

Tips:

PDFelement paid users willenjoy 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 personalreaction or
attitude. You can also edit, delete, and
to add comments to a PDF.

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

1 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.

T 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.

1 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.

T 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 b 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 rightclick 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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Start to work with flexibility
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|Comment

Peopenties

gl Soberden

Desktap

Seamles:

and sign. Premium

1007

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.

Ifyouneedtoqui ckly |l ocate a comment, click O0Comment L
comments. Then you can either search the comments by keywords in the search bar, or

click OFilterdé button to filter comments by auth
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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

0Comment >Create Notesdé, then you will create

of the current document.
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¢ »
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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 tofind the

text markup tools, you will see "Highlight", "Ar
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.

(s

Area Highlight : To mark a certain area you like.
Underline — : To draw a line under to indicate emphasis.
L
Strikeout = : To draw a line to cross out text, making others know the text is

deleted.

T
Squiggly ™ : To draw a squiggly line under.

Caret 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 markup s, 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 dif ferent 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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1 Rectangle [ : A proofreading symbol used to indicate where something is to be
inserted in a line.

1 Oval O : To draw an oval or a circle with pressing the Shift key.
7 Cloud 'Cf’ : To draw cloud shapes.

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

1 Connected Lines L : To draw an open planfigure with three or more line
segments.

/ : To mark with a line.

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

1 Line

1 Pencil & : To draw free-form shapes.

1 Eraser Q
markings.

: To erase the pencil markupsonly, 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 documentds status

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, andmanage all your created stamps.
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f 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 "Sta mp" button.
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1 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 stepby-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

1 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 "Measuement

completed" option while drawing the endpoint.

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

cancel" option.

Tip:

If the display of the me asurement 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 conti nuous operation.
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Perimeter Tool

1 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

1 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 aredrawn with the measurement tool, four different ways can be utilized to
observe the readings of the measurements.

1 Hover the cursor across the drawn measurement and suspend the cursor to allow
the results to be displayed.
1 You can double click the shape, and the measurement result will be shown in the
pop-up Note.
1 Check the "Comment" panel that is accessible from the lefthand panel of the
platform.
f Open the OProperties6é of the measurement and
the right-handed panel.

84



B Wondershare PDFelement

r] User 54
File B Home  Edit  Comment  Convert  View  Organize  Took  Form  Protect Share:
DG LQC YU TEE 0 DH & @B ® Quism
Q v
) Type .
o " 0 C
B : w
o . Work Anytime & Anywhere [Comment | pr—
(R
a ] oy Start to work with flexibility.
ot Ev - —)
8 ] 3 =,
= 1o i =
e STOMER
Measuremend rew it
Rewit 971
Senle Rt em =1 em
= ~ 1\
--5%'_‘;'| s o Change seale s precishen
1
[ =] = -‘-
+ bofa
Desktop
Seamlessly read, edit, comment, comprass, convert, and sign. Premium
members enjoy limitless access, including e-signatures.
¢ »
HuTom & W 1K < 2 > M g H- B Q =—a [ B H

3. Measurement settings.

Access

t he

0 Pr oper tdownsnénu tha ib obtained loy righth-@ickidgr o p

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 theoflowing

options:
1 Snap to Paths:Snap measurement at the end of the line.
1 Snap to Endpoints: Snap measurement at the endpoint of the line.
T Snap to Midpoints: Snap measurement to the middle of the line.
1 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.

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

add this comment.

r] ey 54
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& " e
o B
Q
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e & 1
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i
== E T
Desktop
1 m I — 100%

1 A pop-up dialog will open, and you can browse to select a file to attach.
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1 Right-click this comment to open attachment/save
attachment/cut/copy/delete/open properties.
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f 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.
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Hid e / 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 annotation s 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” t ool s t o cancel the 06Show Cc
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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Your maobile office, with the essential desktop-level functions, enables you to
: work anywhere. :
Nx2BTm =1 - N L 2 { - v G — D o

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. Rightclick one comment to choose "Properties"”, then set as you want.
All the selected comments will be changed.

Edit PDF Files

Edit text in PDF
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ltds known to all t hat we can edi't the text i n M
PowerPoint. Bu 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:

f Go tiol eo>FGener al 6 to select the oO0Support Iline
OEdit Moded6 will show up in the toolbar wunder
e i
o' E Heme m Comment Comeert Wiew DOrganize Tools Foarm Protect Share
% Edit Image [¥) mde T[] Acd image  (# Add Linik (&) watermack - %] Backgrouna~ (2] Header & Footer- (25 More @ 2 assstant
. =" | >
: Ganaral -
B Fark B
OCR
C Units B Grid
= Updute o0 POF ehtment lounch
= Signatire e
canedt
Edit & Comment
POF Enhancement
20 WTem A R 3 L P F —_—

i Select the "Edit>Edit Moded. There are two mo
"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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1 Click the "Edit>Add Text" button to add new text to the position that you want.
1 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.
0 vsercude doongar
e O & ° Home Comment  Conwert  Wiew  Orgamize  Tooli  Foem  Probect Share
2B ean A () At tennge (2Y Add Link (8] watermane (%) Background - [Z] Hesder & Footer- (35 More @ 21 aspistant -
D 4 12 1% ] L] 4 2 o 2 4 L] ) 18 12 " 14 il 2 22 24 24 28 i u it
1~

Q- 02 .
o

= Key Features Support B
Create adil, DCR & carvert a8
a”
&8 S

5

&
Effortlass OCR
T v O
Edit & Comment

Usa edit tool or
POF Enhancemant

21% 2T em =N -1 — i

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. Dondt worrstyeditoaly i ck on
text, images or links now!

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

1 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.

1 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.

1 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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