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Get Started
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;

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

e Secure your PDFs with password protection;

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

« Create interactive form field and recognize form field automatically;

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;

o Unlock text within images using OCR;

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

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

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

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

the "Search" feature to directly find the tool.

Note:

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

to complete some operations in PDFelement.

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

1. File Properties

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

marked by the pencil symbol.
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2. File Preferences

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

"Blank PDF" and “Shortcut”.

« 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.

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

list.
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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.

« Proxy: You can select the proxy settings.

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

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

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

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

o Shortcut: You can find shortcuts for main functions.

How Do | Check to See What Version of Wondershare

PDFelement | Have?

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

right corner to access more settings. Then click the About option.
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information of PDFelement.
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Version: 9.5.0

Founded in 2003, Wendershare is a global leader in software development and a
pioneer in the field of digital creativity, Qur technology is powerful, and the solutions
we provide are simple and convenient, That's why we're trusted by millions of people
in over 130 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 leam more.
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How to register and get Wondershare 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.

10
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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:

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

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

e The process of how to activate the software will be displayed on the
website after paying successfully. And please go to your email inbox to

find the download link and activation process.
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

11
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To be able to have access to the full features of the registered version, ensure
that you have taken the time to use the registration information submitted to
you to fully activate the software after purchase. Without registration, the
product will remain as the trial version even though you have paid for it. Here is

how to register PDFelement after you have purchased the product.

e Launch PDFelement and click the "Log In" button in the top right corner.
e A Login window will pop up, you can log in with your Wondershare 1D
account to activate it.

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

button.
0 ) B Feedback : — 0O X
Recent Files Document Cloud 2 -
Files
Wondershare
PDFelement
Recent Foliders
Login to your
| ® Document Cloud Wondershare ID
T |
; e oud files,
don't have a Wondershare ID? Create account ss web, mobil d

eate PDF
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How to Download and Install PDFelement

1. System Requirement

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

Wondershare PDFelement Professional are as follows:

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

Processor: 1Ghz Processor or above

RAM: 512 MB RAM or above

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.

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

instructions to finish the installation.

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

13
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following instructions to work. Also, you can find the shortcuts in “File” >

“Preferences” > “Shortcuts”.

e F1: Open online help page

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

e Ctrl + O: Prompt document pop-up

o Ctrl + Tab: Switch to the next document

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

e Ctrl + S: Save the current document

o Ctrl + Shift + S: Save as current document

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

e Ctrl + F: Search panel pop-up

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

o Ctrl + P: Print

e Ctrl + Z: Undo last change

e Ctrl + Y: Redo last change

o Ctrl + Shift + I: Insert from the file

e Ctrl + Shift + T: Insert blank page

o Ctrl + Shift + D: Delete the page

14
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e Ctrl + Shift + K: Tile horizontally

o Ctrl + Shift + L: Tile vertically

o Ctrl + N: Convert the document to PDF

o Alt + 7: Screenshots

o 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

e Ctrl + 2: Fit width

e F8: Fold functional area

e Ctrl + +: Zoom into page

e Ctrl + -: Zoom out of page

e F11: Enter or exit full screen mode

« 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

o Shift + F6: Switch to the previous Ribbon Tab

e Home: The first page

15
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e End: The last page

o «: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

o Alt + —:Jump to the next view

e T1:Scroll up

e 1/ Space: Scroll down

e Ctrl + 4: Continuous mode

o Ctrl + 5: Single page view

e Ctrl + 6: Two pages view

e 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

e Esc: Exit temporary editing status

o Ctrl + B: Add bookmark

e F2: Rename the selected bookmark

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

16
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o Ctrl + Shift + +: Rotate page to the right
e F12: Batch Processing

o Ctrl + B: Make the selected text bold

e Ctrl + 1: Italicize the selected text

e Ctrl + ]: Increase font size

e Ctrl + [: Decrease font size

17
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Open PDF
How to 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.

Open PDF from File Explorer. Open PDFelement and Click the "Open

File" button in the home window to browse the PDF files on your

computer to open.

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

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

e Open PDF from "Recent Folders”.

e Open PDF from “Document Cloud”.

18
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How to Open PDF from File Menu

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

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

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

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

Dropbox, Google Drive, 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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How to open a protected PDF.

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

a password, you just need to enter the correct password to view the file.

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

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

document.
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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

HWZ
Thumbnails”.
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3. Bookmark panel.
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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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- Food color
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o Click "Home > Search” and enter a keyword in the search box and press

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

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

more attachment files, edit description, delete or save them.

03 | proposal.pat % | Untitled-1,pdf * X science-co..Copy.pdf* X  accounting.pdf < | + Feedback Llogln : - 0
File & 5 S ¥ Home  Edit Comment Convert View Page Tool Form  Protect -
- 4 g - EJ Read Mode  ( Rotate View~ & Background~ [ Rulers & Grids - 3 Tile~
Attachment

= B w >

B accounting.pdf
6/30/2022 9:58 PM

@  Open attachment file
@ @ Attachment file save as

@, Add attachment file
& Edit description
o]  Delete attachment

: Science Class

. .
Volcanic Experiment
Willow Creek High School
By Brooke Wells
3. cm @ | — - v
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How to 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.

o Open multiple PDF files in the program first, then click the "View" >
"Tile" button.

o Choose to tile the windows Horizontally or Vertically.

- rmm— B e ; s @ i | - O >
File S ¥ Home Edit Comment Convert age Tool Form  Protect S G
- 4 R &- 1) Read Mode  ( Rotate View~ & Background~  [[3 Rulers & Grids - 2 Tie~

~ N T
‘o
-
Materials: ki o i ST i
naturally Secompose INto water and Oxygon gan
The chemical aquation for this decompostion is:
oL
oy ' @'
Yeoat Reoction

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

* 4 tablespoons of warm water

* Detergent

* Food color

* Empty bottle

* Funnel

* Plastic tray or tub

* Dishwashing gloves

* Safty goggles

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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How to add bookmarks to PDF.

1. Auto Bookmarks.

« 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.

D How to Optimi_ent Easily.pdf* x  Sample POF.pdf X + o B : eyl S
E i i Home  Edit  Comment  Convert  View Page  Tools  Form Protect 4 ®» &
2 O =2- G- EB Resd Mode () Rotate View & Background~ [ Rulers Grids~ &3 Ties~

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

the auto-generated bookmarks.

[ towtoOpimien pe
fie | O o v
Q e- G-
. Bookmark
| m

How to Optimize with PDFele
Part 1: Why Are Digital Do
Scanned Documents
i Organized and Classifie
Optimization and Docut
Document Retention
Part 2: How Does Optimizi
Limited Storage
Communicating and Se
The Convenience of Sizt
Size Threshold in Sharir
Part 3: Optimizing POF Do«
Step 1: Opening PDFele
Step 2: Optimizing PDF
Step 3: Saving Process
Part 4: The Bottom Line

g

% Ssmple POF.pdf

Home Edit

(] Read Mode

+

Comment  Convert  View Page Tools Form  Protect
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(U Rotate View [3 Auto Mcm'ar\';'p & Background -

How to Optimize with PDFelement Easily

A fast-paced world demands that we follow the same rhythm and continue to grow in our
respective fields, With every changing s=cond., 3 new technology pops up. Now, it is upon us
to g2t a hold of it and adjust accordingly.

The option to optimize PDF gives the user a3 way to play effectively with the size of the
document to produce the best quality output. However, before that, it is mandatory to convert
your paper files into digital documents. In doing so, the user professional shall never be
dsappointed

The article offers a detailed insight into optimizing PDF documents and ways to do so. Follow
our lead and find everything that you are looking for under one writeup.

Part 1: Why Are Digital Documents Preferred in the Market?

The world is becoming a global village, and this has become a well-known fact, People are
running successful businesses through their smartphones. It is because the presence of a
Aarral houa h A rha . roveram nf 3 erank nf nanar

a R 1 | 0 =G PG

and ca

2 Rulers Grids~ 3 Ties~

 If your PDF file has already got bookmarks. You will receive the following

message after clicking the "Auto Bookmarks" button. Then, you can
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choose to write the existing bookmarks or add new bookmarks to the

end.

Auto Bookmarks b4

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

m Add to end Cancel

Tip:

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

2. Add Bookmarks.

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

o 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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0 sciencecopype- q Feedback o : 0O X
File & B o Home fdit Comment Convert View Page Tool Form Protect G &
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Bookmark ° X
' Materials: et : -
. Hyrogen paroxide molscules are very unstable and ]
naturally deccmpase Ao water and oxypen gas
t¥ew bookmart The chemical equation for this decompostion ts
woL
& Admn Sile ﬂ
Yeost Reoction

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

- 4 tablespoons of warm water

* Detergent

* Food color

* Empty bottle

* Funnel

* Plastic tray or tub

- Dishwashing gloves

- Safty goggles

3. Edit Bookmarks.

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

Bookmark" to change the name.

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

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

« Right-click "Expand All Bookmarks" to expand all the bookmarks

including the child bookmark.

» Right-click "Collapse All Bookmarks" to collapse the child bookmark.
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Yeost Reaction

+ 125ml 10% Hydrogen Peroxide
@ pimtpage * 1 Sachet Dry Yeast (powder)

- 4 tablespoons of warm water
@ Properies - Detergent

- Food color

- Empty bottle

* Funnel

* Plastic tray or tub

- Dishwashing gloves

- Safty goggles

How to take a screenshot of a PDF page.

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

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

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

« Click = to undo the annotations on the screenshot.

« Click = to redo the annotations on the screenshot.

e Click — to save the screenshot on your computer.

e Click = to exit the screenshot.

« Click = to capture scrolling screenshot.

« Click “ to save the screenshot image as a PDF.

« Click * to pin the screenshot image to the current PDF.

e C(lick ~ to copy the screenshot, you can paste it somewhere else.
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How to view PDF with rulers & grids.

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

show or hide rulers or grids.

o 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.

G | eroposal.pdt X science-copy - Copy.pdf x 4 Feedback login : = '8 X

File (=4 Home  Edit Comment Convert Page Tool Form  Protect & 6o 2o

e = g E- [ Read Mode  ( Rotate View~ \> Background~  [f2 Rulers & Grids -
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e Ruler: Click on the "View > Rulers & Grids > Ruler” button, a horizontal
and a vertical ruler will appear to help you evaluate size of the elements
in your PDF files.

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

To delete the guide lines, just select them and press the Delete key.

03 | proposal.gdf % science-copy - Copy,pdf x  + Feedback Llogin : = e
File = 4 Home  Edit Comment Convert Page Tool Form  Protect O 6 2~
- 4 [:l o5 g ¢ UI Read Mode O Rotate View ~ \) Background ~ E,_:’ Rulers & Grids ~ 8,3 Tile~
4 2 0 4 6 8 10 12 14 16 18 0 Grid
° v Ruler
v des ‘e

Science Class
Volcanic Experiment

Willow Creek High School
By Brooke Wells
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Use Lumi PDF Al robot to chat with PDFs.

Tip: The feature is only available on the PDFelement for Windows Version 9.5.0

and above.

PDFelement has imported a smart PDF Al robot named Lumi, powered by
ChatGPT, which can help you seamlessly analyze the PDF content, comprehend

your document, and summarize key information with ease.
Index

Part 1 Summarize PDF

Part 2 Explain PDF

Part 3 Proofread PDF

Part 4 Rewrite PDF

Part 5 Chat with PDF

Part 6 Al Content Detector

1. Summarize PDF

Click the "Lumi PDF Al robot" button at the bottom right corner of the software
interface. You can also access Lumi by clicking the corresponding button in the

floating toolbar.

Select "Summarize" from the pop-up menu.
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Import the current file or browse your local drive to add another PDF into the
Summarize window. Alternatively, you can click the "Content" tab to let Lumi

summarize the text.

Click "Analysis" to initiate the process.

View the output under the Response box. Copy and paste the response into

your file, and edit it as needed.
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2. Explain PDF

Choose the "Explain” option after clicking on Lumi. Alternatively, you can just

switch to "Explain” in the robot window.
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Add content that you want Lumi to explain, and click the "Explain” button.
Alternatively, you can select the target text in the PDF document and click the

Al Robot button on the floating toolbar.

Check the results in the Response box. You are free to replace the original text

with it.

Explain - O X o - o

Explan Explan

west-faongrool

Awestifacing reef a a type of rocl that faces towards the

west, Tha ans that the sitde of the roof
‘o vl recence the most amou unkight in the
sft 103 evening when the sun « sething. 2 can be

3 Benedicial for solay panel entallation, growing certain

Hype of plants, or for getting more natural light into »
house in the sftzmoon. Howeves, it may abso result in

Pegher Lemperatures o the summer aod 1y

st Lading of msterals such s

Input your content first

Explain your content to help you understand PDF

Replace Orignal Text Replace Original Text

3. Proofread PDF
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Switch to "Proofread." In the pop-up window, enter the content that you want
to proofread in the "Content" box and click "Proofread."” Or, select the content

in the PDF and access the PDF Al robot from the floating toolbar.
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Then, Lumi will give you some suggestions to correct errors in grammar and

spelling, improve the word choice, etc., and put the revised version underneath.

Check the results in the Response box. You can copy the revised content to

other files or use it to replace the original text directly.
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4. Rewrite PDF

Choose the "Rewrite" option, enter the content in the "Content” box, and click

"Rewrite."
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Lumi will rewrite and optimize your content to enhance its clarity, style, and

grammar.

You can copy the response to your files or use the rewritten content to replace

the original text directly.
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5. Chat with PDF

Lumi can also do the math, create text content, write programming codes, etc.,

according to your requirements.

Switch to the "Chat with PDF" option. Interact with Lumi by sending questions

with your text input. The responses will appear in the chatbox.
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* Let's Chat

* Al-Written Detect

To copy and paste the response into your file, simply click the “copy" button

and paste the content into your file.

your questicn and we will be happy
to asst you, informastion for
reference only.

Dear Valued Customer,

s Easter is quickly approaching, we
at Khan Architects Inc. would like to
extend cur warmest wizhes to you
and your loved ones. We hope this
seascn beings joy, warmth, and
renewal,

In observance of the holiday, we
would like to inform you that our
cifice will be closed from Apeil § to
3,2023, and will reopen on April 10,
2003,

Phease note that during this time,
cur team will not be availsble for
any inquiries of consultations,
However, we will respond to all
emads and ingquities as 1000 a5
possible upon cur return,

We thank yau fer your
understanding and continued
support. If you require urgent
S il b ks A

Remaning Tseans 8857 Zemaning Tolens 85T

-
Let's Chat - o X f - 0O X Let's Chat - 0O X
Let's Chat Let's Chat Let's Chat
| reference only. reference only.
@ Wielcome to Wondershare
PDFelement Al Reading Assistant, H
powered by ChatGPT. Plemse enter

Remsining Totens 86.57%
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6. Al Content Detector

With Lumi, you can easily identify if your PDF content has been generated by an
Al algorithm. Enter the Al Detect window by clicking the "Al-Written Detect"

button.

To analyze the entire content of your PDF, select the "File" tab and add your
PDF file from your local drive. Alternatively, paste the text you want to analyze

in the "Content" box. Click "Detect" to initiate the analysis.

Switch to the "Chat with PDF" option. Interact with Lumi by sending questions

with your text input. The responses will appear in the chatbox.
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Lumi will then give you content detection results by highlighting text that is

more likely to be generated by Al.

Al-Written Detect

File Content

© Current document

Browse folder

Select your file first

Predict whether a document was written by Al. Help
educators to assess students’ work.

Sentence highlighted by ~ are more likely to be
written by Al

Al-Written Detect =4

File Content

eye for detail and a commitment to excellence. With a
reputation for innovation, creativity, and reliability, Khan
Architects Inc. is a trusted partner for clients seeking
exceptional architectural solutions.

#Al Written

Khan Architects Inc. is a well-known architecture firm
based in California, USA. With its team of highly skilled
and experienced architects, the firm has established itself
as a leader in the industry, As a mid-sized firm, Khan
Architects Inc. is capable of handling a wide range of
projects, from residential and commercial to institutional
and industrial. The firm's portfolio includes a diverse
range of buildings, each designed with a keen eye for
detail and 2 commitment to excellence. With a reputation

for innovation, creativity, and reliability, Khan Architects

(P VDR OV BT e JIEADR o SR YA P
Copy Response

Sentence highlighted by ~ are more likely to be
written by Al.

Remaining Tokens: 96.21%

Note: PDFelement offers limited tokens per month. You can check the

remaining tokens in the chatbox. After using up those tokens, you're welcome

to buy the Al feature separately to enjoy more tokens.
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Summarize

File Content

Analysis

Input your content first

Copy Response

oy

Remaning Tokens: 100%%

eswd by ChatGPT. C for Refessince
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How to do Wikipedia searches in PDFelement.

PDFelement allows users to do Wikipedia searches within the software.

Click the "Wikipedia" icon under the Home tab, and the Wikipedia window will
pop up. Type a keyword into the search bar, then click the "Search" icon or tap

the Enter key to start a search.

i B Home Edit Comment Convert  View Page  Tools Form Protect

C O ¥ O & Edt A [ Add Text focR [ crop G Wikipeda &
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Day : 7 w 4P
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AND Wikipedia is a multilingual free online
pedia written and maintained by a
Compony toms = community of volunteers, known as
State of Incorporation —  Wikipedians, through open collaboratior
2] Principal Ploce of Bussiness : and using a wiki-based editing system o

@

AR 3 . 100% |

You can click the "Go Link" icon to open the search result page in your website

browser.

51



B Wondershare PDFelement
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PDFelement also allows you to search for selected text directly in Wikipedia.

Open your PDF with PDFelement, and select the text you want to look up in

Wikipedia. Then, in the pop-up floating bar, click the "Wikipedia" icon.

Fie o |2 2 Home Edit Comment Convart View
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Page Tools Form Protect

(B Transtate (B Capture~ [ Template Q Search

Tt Puspenedd Jadonmoctings
m] {

2 Name
Email 3
Phone Number
Address

Gender o c Eh &

The Tenont known as

ot

. hereby agree torent the located

may not sublet.

The premises are 10 be occupied by the above named tenants only, Tenant

O The Tenonts agree on this date unfi
e The Tenant understand and agree the rent will be consideret past due if more
2% 29T em AR K ¢ 8 19 R B Q@ =0

- O X
4 ® 2
& Wikipedia
o
100% [

Then, check out the search result in the Wikipedia window.
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How to translate PDFs.

PDFelement provides a built-in translator to translate your source document

into more than 100 languages.

After opening your source PDF document, select the word, phrase, sentence, or
paragraph that you want to translate. In the pop-up floating comment bar, click

on the "Translate" icon.
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Alternatively, you can initiate the translation process by clicking the "Translate"

button under the "Home" tab.
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In the pop-up Translate window, select the language of the source text, or ask
the Translate tool to detect the source language automatically. Then, set the

target language. Click the "Translate" button to start the translation process.
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Note:

Users of the paid version are able to translate 10,000 characters per month. The

registered free-trial version also allows users to translate 1,000 characters at

most.
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Create PDF Files
How to read PDF files.

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

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

will also make it.

D science-copy.pdf X +

File S ¥ Home Edit Comment Convert

Page Tool Form  Protect

B Read Mode  ( Rotate View~ & Background~ [ Rulers & Grids~ 83 Tile~

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

Protection, Night, or Parchment background for your preference.

G science-copy.pdf x g - Feedback Llegln : =

File X v Home Edit  Comment  Convert Page  Tool -2 Protect

— 4 C‘ v 5. [ﬂ Read Mode (_) Rotate View Q Rulers & Grids ~ 83 Tile~
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3. Change page orientation.

Click on "View > Rotate View", you can change your PDF orientation to

“Clockwise” or “"Counter Clockwise”.
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File (= Home Edit  Commen Convert Page Tool Form  Protect
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4. Document layout.

Feedback Llegln & - O

88 Tile ~

You can find some settings about the layout of your PDF document under the

"View" tab option. Or you can select the page view mode in the bottom floating

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

Single Page Scrolling: Arrange the pages in the document panel in a

continuous vertical column and have scrolling enabled.

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

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

vertical column and scrolling enabled.

5.Zoom.

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

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

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

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

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.

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

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

F11 key to exit full-screen mode.

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

"Default Zoom" as preferred.
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8. Initial view.

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

have done this, the file will always open with the settings you have chosen.

64



G Wondershare PDFelement

Feedback Logln : — ja

%

Home Edit Comment Convert View Page Tool Form  Protect
— R [ = = T Lrinlacaines Nl ) Rt B 88 Tile~
2

Description

3

Initial View

Security

Fonts
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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.

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

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

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

automatically when you open this document every time.
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How to Create PDF Files from Any File
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.

D 4 Feedback logln @ — O X
I B Recent Files Quick Tools
e Edit Comment Convert
Edit texts and images in a fil Add comments, like highlights Convert PDFs to Word, Excel
B pencil and stamps, et r PPT, etc u
Recent Folders
Combine
Combir tiple files into 2
[+ ) single PDF. a
" - o=
Recent Files

n science-copy - Copy.pdf

n proposal.pdf

n accounting.pdf

« 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.

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

icon n

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

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.

» Right click the target document.

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

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

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

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

like Word/Excel/PPT.

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

menu.

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

PDFdocument.
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How to convert multiple files to PDF.

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

any files that are printable. Here are two ways to create:
Index

01 Create PDF from multiple files

02 Create PDF files from a batch

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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Edit texts and images in a file.
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Turn scanned documents into

searchable or editable text )
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Comment
Add comments, like highlights,
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Combine

Combine multiple files into 2
single PDF.

Feedback logln & - 0O

Convert
Convert PDFs to Word, Excel,
PPT, etc.

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

window directly.
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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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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.

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

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

files that you need.
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« Finally, you can click on the "Apply" button to complete this process.

@ v combinepds x |+ Feedback Login @ = m
1
File = Home  Edit Comment Convert View Page Form  Protect
{r ocr OCR Area ¢F Combine  [Jf} Compare 7 Compress  Li Flatten [EA Translate (] Capture | 83 Batch Process
l .' Wondershare PDFelement X
Batch Process
|
= s
L - -
[ Convert OCR Create Compress
Batch convert PDFs to other Batch turn scans into editable Batch create PDF from other Batch reduce PDFs' file size.
formats, PDFs, formats,
A
- = g
Print Watermark Background Header & Footer
Batch print PDFs. Batch manage Watermark in Batch manage Background in Batch manage Header & Footer in
PDFs, PDFs. PDFs,
& = Jal [
Bates Number Security Extract Data Delete Blank Pages
Batch manage Bates Number in Batch add security policy in PDFs Batch extract data from PDFs. Batch delete blank pages in PDFs.
POFs.
2794x 2
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How to print files to PDF.

PDFelement printer works like a standard printer, so you can use it to print your

files from any Windows applications (such as Notepad, Outlook Express, and

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

e Open the file in its authoring application.

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

button.

"Save" button to save it to a PDF file on your computer.

—— . EANEES EEEn )
s B |
size | Color | Color £t Etwitn
1 2 colors  Paint 30

alas
" Print x

Ganerl

Select Printer

L]n] brel la = Wondesshare POF element

>
[IPrttofie  Preferences

Budget B —__=
Proposal il

Mary Copenhagen, HH.Wellington Co| [ ]| coee doohy

se 300
22 52

3 + o 10) 598 » 845px [ Sae: 423KB 100% (=
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Select the printer named Wondershare PDFelement, and click the "Print"

The file will be opened in our application window. Click the "File" >
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How to Turn scanned document to PDF.

PDFelement Professional supports creating PDF files from scanners or your

mobile devices directly.

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

@ ciencecopyp x 4 recsace @) o
0 o ¥ Home Edit Comment Convert View Page Tool Form  Protect
B Ope OCR Area (7 Combne  [E: Compare 5 Compress [ Flatten [ Transiate (5] Capture 83 Batch Process
© Ope
& Ope
B e B o
Hydrogen perowide molecules are very unstable and
Naturally decompose %o water and axygen gas
The chomicsl equation for this decompOstion is.
(&
@
&
e

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

* 4 fablespoons of warm water

- Detergent

* Food color

* Empty bottle

* Funnel

* Plastic tray or tub

* Dishwashing gloves

- Safty goggles

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

creating.
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File o ¥ Home Edit Comment Convert View Page Too Form  Protect 56

for {6 ocRAea € Con Scam < late [2) Capture  £8 Batch Process

Maferie L J , : )

WoL
Adwe

il

Yeast

- 125ml 10%
* 1 Sachet Drt
* 4 fablespoo
* Detergent

* Food color

* Empty bottle
* Funnel

* Plastic tray ¢
* Dishwashing ywews —
- Safty goggles

Compress scaned POF

[

o Select the scanned image to create as a PDF, or continue to scan more
pages to create as one PDF.
o The created PDF file will be opened in the program directly, you can start

to work with it or save it on your computer.
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How to create PDF from clipboard.

PDFelement allows to create a PDF file from Clipboard directly.

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

Clipboard" button.

S ¥ Home Edit Comment Convert View Page Tool Form Protect

fock Area €7 Combne  [E: Compare 3 Compress L Fatten (i Tanstate (5] Capture 88 Batch Process

Brook Wedls ) [
Hyrogen peromnce molecules are vory unatadle and
naturally decompose into water and Oxygen gas.
The chemical equation 1or his decompOstion is;

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

* 4 fablespoons of warm water

* Detergent

* Food color

* Emplty bottle

* Funnel

* Plastic tray or tub

* Dishwashing gloves

* Safty goggles

o Then the content form clipboard will be created as a PDF, and then you
can process it with PDFelement, and finally click "Save" icon to save the

created PDF file.
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How to create a PDF portfolio.

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

Portfolio.

o After opening the program, click the "Back" on the top-left corner of
Home window to enter the interface page.

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

Portfolio.
G py - Copy.pdf x DL B Feedback Login : - 0
(= Home  Edit Comment Convert View Page Tool Form  Protect
(£] Open = - [:I:| Read Mode (/ Rotate View~ & Background ~ E:_:" Rulers & Grids ~ 8.:: Tile~
- Open Recent —
Open Cloud ] ‘?ﬂ
| (A} Create > I (3 FromFile
&  From Scanner \
O} SaveAs Ctrl - Shift + S [  From Clipboard
[ Save in Recent Folder ) Blank POF
%  Saveto Cloud [ B> POF Portfolio ]
(4 ExportTo | PDF Template
= Pn |+ F
Properties Cul-D
== Preferences Ctrl + K
.
: Science Class

Volcanic Experiment

Willow Creek High School
By Brooke Wells

o Select "Add Files" or "Add Folder" to upload files or folder into

PDFelement.
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a science-copy - Copy.pdf X [ Portiolio-1,pdf * x - B Feedback Login
File & v Home  Edit Comment Convert View Page Tool Form  Protect

2 Rulers & Grids~ 83 Tile~

=
v I‘ ii: P

r i
Add Files Add Folder
[ Yl

Open a file from the Portfolio to view or edit.

a science-copy - Copy.pdf B> Portfolio-1.pdf * B3 Portfolio-2,pdf *

x -+ B Feedback Login
File & v Home Edit Comment Convert View

Page Tool Form  Protect G
E:__’, Rulers & Grids ~ \8 Tile~
BEE =
POF
l n science-copy - Copy.pdf |

n balance-sheet-template-1.pdf

. Science Class
Volcanic Experiment

Willow Creek High School
F ©
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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.

u science-copy - Copy.pdf X | £ Portfolio-1.pdf * x 5 Portfolio-2.pdf x + B Feedback login — O X

W Home Edit Comment Convert View Page Tool Form  Protect

f= Rulers & Grids ~ 83 Tile~

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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G science-copy - Copy.pdf
File L

He 8 =

[ AddFiles
(O AddFolder

[  CreateFolder

n balance-sheet-template-1.pdf

Ll

PDF Portfolio.

F
File [l -

SEE ==

POF

n science-copy - Copy.pdf

n balance-sheet-template-1.pdf

3 Portfolio-1.pdf *

Home

> Portfolio-1.pdf *

Home

Edit

Open

Edit

Comment

Comment

£ Portfolio-2.pdf *

Convert

> Portfolio-2,pdf *

Convert

View

View

Page

Page

Tool

Tool

PDF

+

Form

= Rulers & Grids ~

B Feedback Login

Form  Protect

= Rulers & Grids -

B Feedback Login

Protect

83 Tile

3 Tile~

Click the "Extract" icon or "Delete" icon to extract or delete files from

]

Science Class
Volcanic Experiment

Willow Creek High School
F ©
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How to Create PDF from Templates

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

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

D + Feedback Logln (=]

I & Recent Files Quick Tools

arred Files Edit Comment Convert
Edit texts and

mages in a file. Add comments, like highlights, Convert PDFs to Word, Excel,

9 pencil and stamps, et = PPT, etc =)

Recent Files &

Name

science-copy - Copy.pdf

Combine.pdf

proposal.pdf

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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Become PDFelement Paid User to Enjoy
Massive Advanced Templates

m;BEM"“S(ﬁGD

) Protect Trees Posters

Valentine's Day Business
Education Enterprise
Business Proposal

Mother's Day

Tips:

-
“‘L 7

'APERLESS TO A PAPERLESS
2 - (O] HH
B E
e e— Skmme. Smme
o ‘ \A 1]
R TRAREERY:. SRR
B Benefits of Paperless B Benefits to Paperless Office

3smmsm»sm

THE AVERAGE PERSON DO TO HELF
PREVENT DEFORESTATIONT

= @

s £l
B Paperless Guides

More > >

4 ADVANTAGF
-

PDFelement paid users will enjoy massive advanced templates of different

themes.
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How to Create Blank PDF

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

beginning with a file, image, or scanning.

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

D + Feedback Logln — 0O X
| & Recent Files Quick Tools
Edit Comment Convert
Edit texts and ima I Add comments, like highlights; Convert PDFs to Word, Excel,
9 pencil and stamps, et r PPT, etc n

OCR Combine

Turn scanned documents into Combine multiple files into a

searchable or editable text [+ ) single PDF d

. - o=

Recent Files o=

n science-copy - Copy.pdf

n Combine.pdf

n proposal.pdf

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

button to create it directly.

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

After you create a blank pdf, you can click the "Edit > Add Text" button or

"Comment > Type Writer" button to add text on the page, or click other
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buttons to do what you want to this PDF. Click the "File > Save" button to save

it on your computer.

8]

+ Feedback Llogin : -
1
Home Comment Convert View Page Tool Form  Protect

E Add Image L? Add Link E Watermark ~ Cl Background ~ E; Header & Footer~ El Bates Number~
\fﬁ
PDFelement-PDF solution, simplified!
/‘ = X o
Aboat Khan ———
Architectsinc. - 4
, About |.... .
O Architects Inc.  *
1/1
21.01x 29.69 cm a8 1 — — + | w00% ~
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Annotate PDF Files
How to add comments to a PDF.

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

ease. Now, let's see how to add comments to a PDF.
Index

Step 1 Note/Type Writer/Text Box/Callout/Area Highlight.
Step 2 Customize text in comments

Step 3 Add comments continuously

Step 4 Move/Copy/Paste comments

Step 5 Lock comments

Step 6 Search or filter comments

Step 7 Export only pages with comments

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

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

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

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

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

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

Highlight" button, drag the mouse click to select the area to highlight.

89



G Wondershare PDFelement

a Untitled-1.pdf * v + Feedback logln @ a
File el M S ¥ Home Edit | Comment | Convert View Page Tool Form  Protect { B
|- - ¢- €  U- T B OB S | & & @ | @ B B

»?m

PDFelement-PDF solution, simplified!

Aboat Khan
Architects Inc.

Aboat Khan L
ArchitectsInc.  *

Aboat Khan
Architects Inc.

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.

90



G Wondershare PDFelement

@  Untited-1(AutoSavel pot v Feedback logln : = =l
File = 2

b A S ¥ Home Edit Comment Convert View Page Tool Form  Protect

- B- ¢ € U- T @ 6 O B & & & & @ B 8smcms

T Properties
| [Frseerer ]
]

PDFelement-PDF solution, simplified! Type

~ Aboat Khan
Architects Inc.

About

Aboat Khan -

e Architects Inc.
Aboat Khon

Architects inc.

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
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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.
0 Untitied-1{AutoSave}.pdf *

x QR Feedback Llogin @ — O X
= - =

) ¥ Home Edit Comment Convert View Page Tool Form  Protect

- B- - € U- T @6 O B & & & @& @ B 8w

PDFelement-PDF solution, simplified! =

Aboat Khan
Architects Inc.

About

M a®0 R

Aboat Khan B
Architects Inc.

Aboat Khan
Architects Inc,

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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- | [EE— n Feedback Llogln @ = 'Q
Lk S = ¥ Home  Edit Comment Convert View Page Tool Form  Protect [ Y
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PDFelement-PDF solution, simplified! = Ul
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Aboat Khan
Architects Inc. u] —a
, ‘ About |.... g i
" n _ Architects Inc.  *
Aboat Khan - . =
Architects Inc. = _ R—
S Info
Auth.
Subject
Created este

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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Q@ v + Feedback Logln - 0O
File [ Home Edit Comment Convert View Page Tool Form  Protect
9 U- T B 6 O B 5 & & & @ B Bmoms
Comment X =
fm
- PDFelement-PDF solution, simplified! =
Page 1 ¥
H #3 Clear Al -
| Author Aboat Khan e —
Architectsinc. - 4
2 About |.....7 %
Type oo e — Architects Inc.  *
)V Callout H Highlight | | B Note R —— a@ "
Color
]

21.01x 29.69 cm

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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[ | Untitied-1(AutoSave].pdf * X Untitled-1(Aut,.ve]_

pits x4 Feedback Llogln : - 0o x
1

File Home  Edit Convert View Page Tool Form  Protect

Comment

O Al Types

4|

Notes Preview

POFelemant-POF solution, simplified! = E

Custom
Page Range
O Al pages

Custom

All pages %

Save to cloud in "My Note" folder. Apply Cancel
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How to Mark up a PDF

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

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

to work with.

(G | Untitied-1(AutoSave

Home Edit

EECE @_? Y

Convert View Page Tool Form  Protect

ntitled-1(Aut,.ve) Notepdf* % + Feedback login : — ‘8 X
) «

T 6 0 B & & & @& @ B Bsmcms

PDFelement-PDF solution, simplified!

Aboat Khan
Architects Inc.

Aboat Khan L]
Architects Inc.

« Highlight T : To mark important passages of text with a fluorescent

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

(5

o AreaHighlight ~™ : To mark a certain area you like.
e Underline ~— :Todraw a line under to indicate emphasis.
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i«
« Strikeout = :To draw a line to cross out text, making others know the

text is deleted.

« Squiggly L : To draw a squiggly line under.
T

o Caret : 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.

( | Untitied-1(AutoSave].paf * Aut,..ve)_Notepdf * Feedback Login : - 0
1

e B o S ¥ Home  Edit Convert View Page Tool Form  Protect f v
- B ¢ € U T B 6 O B & & & & @ B 8w

2

2

PDFelement-PDF solution, simplified! Type

Area Highlight @

v Appearance
— - EEEEN

e ) Abocdt Khan

Architects Inc. O ()

About |.... | e
. - —vee s - Architects Inc.

Aboat Khan
Architects inc.
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How to draw on a PDF.

Drawing tools allow you to add different graphic elements into your PDF, such

as rectangles, polygons, ovals, and other images. It is useful when you need to

use an image to bring attention to a section of your document.

n science-copy - Copy.pdf * - & Feedback Login i | — O X

File |

= Home  Edit Convert View Page Tool Form Protect " ouih | Cc oo

- B- ¢ € U-T B 6 [0]® 5 & & & @ B 8sowcmn

2794x 2159 cm

= —=] Rectangle
= ‘n

Connected Lines
Cloud

Polygon

Rectangle Ry proofreading symbol used to indicate where

something is to be inserted in a line.

Oval © : To draw an oval or a circle with pressing the Shift key.

Cloud & : To draw cloud shapes.

Polygon O : To draw a closed plane figure bounded by three or more

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

line segments.

/

e Line : To mark with a line.

o Arrow 4 : To draw something, such as a direction symbol, that is similar

to an arrow in form or function.

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

other markings.
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How to add stamp in PDF.

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

document’s status or sensitivity.

Index

Step 1 Stamp a PDF

Step 2 Create/manage stamps

1. Stamp a PDF.

Click the "Comment>Add Stamps" button, and click one predefined stamp from

the types of "Standard Business", "Sign Here" and "Dynamic", then click on the

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

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

however, it does not support the creation of customized dynamic stamps.
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n science-copy - Copy.pdf x 4+ B Feedback Logh : | — O X
File | S ¥ Home  Edit Convert View Page Tool Form Protect reh Tools g o 2
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“+  Create
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88 Manage Stamp
[ 4 Edittdentity
(]
O
Q
' ] “
Brook Wells Mon 4:11 PM
Hydrogen peroxide molecules are very unstable and
naturally decompose into water and oxygen gas.
The equation for this postion is:
27.94%21.59cm n% v | @

o Click the "Comment>Manage Stamp>Create" button, click the "Select
File" button to browse the picture as you want to, you can also name the
stamp. Then click the "OK" button, it will be added in the Custom type

under the "Stamp" button.

102



E Wondershare PDFelement

Page  Tool

Form

Protect

B Feedback Login
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Show Comment

.

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

103

X

A~



G Wondershare PDFelement

How to add attachments to PDF.

Use the "Add Attachment" tool to embed a file at a selected location in a PDF,

so that the reader can open it for viewing. By adding attachments as comments,

you can reference longer documents that can't easily be pasted into a pop-up

note or text box. If you move the PDF to a new location, the embedded file

attachments automatically go with it. To view an attachment, the reader must

have an application installed that can open the attachment.

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

you want to add this comment.

ience-copy - Copy.pdf X Architectpdf * x + B Feedback Login — O X

2 ¥ Home  Edit Convert View Page Tool Form  Protect @ G
G- ¢+ € | U- T @ 60 B =& & & B B sonConmen

}':ﬂ
Materials:
L] Hydrogen peroxide molecules are very unstable and

naturally decompose into water and oxygen gas.
The chemical equation for this decompostion is:

WoL

* Adwe Site “

V4

OO0

Yeost Reaction

things you should kaow

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

- 4 tablespoons of warm water

- Detergent

* Food color

- Empty bottle

* Funnel

* Plastic tray or tub

- Dishwashing gloves

- Safty goggles

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.
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Hide / remove annotations from PDF.

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

top Quick Access Toolbar to redo the last undo operation.

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

Annotation panel on the left side, right-click the annotation to choose "Delete".
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- 1 Sachet Dry Yeast (powder)
- 4 tablespoons of warm water
- Detergent
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- Empty bottle
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- Dishwashing gloves
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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.

Note:

Architect.pdf * x B§ Feedback Login — O X
Home Edit Convert View Page Tool Form  Protect 2 G -
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. Brook Wells
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Materla Is' Hydrogen peroxide molecules are very unstable and
naturally decompose into water and oxygen gas.
The chemical equation for this decompostion is:
wol
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things you shoald kow

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

- 4 tablespoons of warm water

- Detergent

* Food color

- Empty bottle

* Funnel

* Plastic tray or tub

- Dishwashing gloves

- Safty goggles

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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How to adjust comment properties.

You can change the appearance of all the comments. Click the "Select" button
to go into the select mode, right-click the comment to choose "Properties”,
then the "Properties" panel on the right side will be opened. You can change its
"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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Auth S
*125ml 10% Hydroaen Peroxide -
o Subject | Highlight
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* 4 tablespoons 77 o Created 5:1822PM
- Detergent g
 Food color ' CopyText Modified 51822PM
; Emp'y boﬂle iF Select All
- Funnel iy :
. Set a5 Defaul
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- Dishwashing ¢ (0} Properties
- Safty goggles
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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
How to edit text in PDF.

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

PowerPoint. But can we edit the text in PDF and how to edit the text in PDF?
Index

01 Edit with different modes

02 _Edit only text, image, or link

03 Create and edit superscript and subscript text

04 Find and replace

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:
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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.

rf; Add Text EJ Add Image

Preferences

2

Font

OCR

Units & Grid

Update

Proxy

Password

Redaction

Signature

Blank PDF

Shortcut

——rpery

n (= Home  Edit
dit

&’ Add Link

General

Feedback login : - 0O

Comment Convert View Page Tool Form Protect B M 2

F;‘ Watermark ~ [ZI Bates Number~

C» Background ~ C; Header & Footer -

i

Save Setting

Save file automatically every 1 minutes

Basic Tools
2 Enable word spell check

3 Prompt before closing

Support line mode

s new tabs in the same window

Open documents 3

3 Open the quick entrance to convert PDF into other formats

o 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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Line Mode
+  Paragraph Mode

o Click the "Edit>Add Text" button to add new text to the position that

you want.

o Choosing the text will allow you to change its font, font size, bold, italic

and color, line spacing and paragraph spacing, etc., as you like.
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- 125ml 10% Hydrogen Peroxide
- 1 Sachet Dry Yeast (powder)
- 4 tablespoons of warm water
- Detergent
.+ Food color
[+ Empty bottle
* Funnel
* Plastic tray or tub
- Dishwashing gloves
- Safty goggles
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2. Edit only text, image, or link.

When we edit a PDF, we can edit all objects in the file. However, if there are too

many objects, it can be annoying if you mistakenly select other elements while

editing the text or other specific elements. Don’t worry, click on “Edit>Edit All",

PDFelement offers to edit only text, images or links now!
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- 125ml 10% Hydrogen Peroxide
§ - 1 Sachet Dry Yeast (powder)

- 4 tablespoons of warm water

* Detergent

* Food color

- Empty bottle

* Funnel

- Plastic tray or tub
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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.

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

text will change to be superscript or subscript.

4. Find and replace.

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

supports replacing any word with another one at one time.
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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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« And you can click the "Replace with" button to enter a new word that

you want to replace with.
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How to edit image in PDF.

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:

« 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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« Then click the image or object to select, then you can drag it to move.
When moving the object, you will also notice there is an alignment grid
line, to allow you to keep your documents alignment set. Alternatively,
you can click the object and press the arrow keys on your keyboard to

move it to the desired location.
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« A small toolbar will appear next to the image, and it allows you to

.

“Crop”, "Rotate Right”, "Rotate Left", “Replace image”, or "Edit image”.

You can rotate the image as you want, hover the mouse click over the

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

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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How to Edit Link in PDF

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

webpage.
Index

Step 1_Add link
Step 2_Edit link

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

e 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.

e Color: The border color of the rectangle.

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

o 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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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.

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.

123



E Wondershare PDFelement

a science-copy - Copy.pdf * % Architectpdf * x| + B Feedback login P | — O X
e | B D (= Home Comment Convert View Page Tool Form  Protect & Search To g o 2

£ Edit Link~ (T Add Text [y Add Image é’ Add Link (2 Watermark~  [z] Background~ [ Header & Footer~ [z Bates Number~ | >

w0

Brook Wells Mon 4:11 PM
Hydrogen peroxide molecules are very unstable and

naturally decompose into water and oxygen gas.
Tha shamical equation for this decompostion is:

‘@

ool

wol

Actwe Site ﬂ

&)

Q Yeast Reaction

-@@L—I

things you should know

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

- 4 tablespoons of warm water

- Detergent

- Foqd color

- Empty bottle

- Funnel

- Plastic tray or tub

- Dishwashing gloves

- Safty goggles

27.94x 2159 cm L I |~ S EE

[
v

> = —) + | % v| @

124



G Wondershare PDFelement

How to Add Watermark to PDF

Index

01 Add watermark for a single PDF

02 Add/remove watermark for a batch

1. Add a watermark for a single PDF.

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

"Watermark" > "Add Watermark" button.

a science-copy - Copy.pdt 8 + B Feedback Login — O X
File L= 4 Home Comment Convert View Page Tool Form Protect &

y
ackground ~ [___:1 Header & Footer~ [;_—' Bates Number~

R
\ 3
]
: Science Class
Volcanic Experiment
Willow Creek High School
By Brooke Wells

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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Add Watermark

Edit Al ~ [T Ac [z Bates Number~ >
* Content
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B2 Proportion of pages
1 B Science Class
* posison Volcanic Experiment
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= = By Brooks Wells
Tile
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* Setting
1
* Page Range
Add to template Cancel
-~ X\ = e

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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G science-copy - Copy.pdf | B Feedback loghh = =] b

T Add Watermark

£ Edit All~ (T} Ac [z Bates Number~ >

* Content
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Page
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- Absolute scale

v Position
Tite
L I~
* Setting
1
» Page Range
Add to template Cancel
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« Inthe "Setting" option, you can set the rotation degree and opacity by
clicking the "<>" button. If you choose "behind text", the page content
will obstruct your view of some part of the watermark. If you choose "In
front of text", the watermark will cover some content, however, you can
adjust it via the setting of the opacity of the watermark.

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

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

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

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

PDFelement supports adding the same watermark into multiple PDF documents

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

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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G science-copy - Copy.pdf

Wondershare PDFelement

Batch Process

[

Convert

Batch convert PDFs to other

formats.

Print

Batch print PDFs

Bates Number

Batch manage Bates Number in

PDFs

Hama

ns into editable

A

Watermark

Batch manage Watermark in
DFs

Security

Batch add the security policy in
PDFs.

Create

Batch creste PDFs from other

formats

Background

Batch manage Background in

PDFs

Jl

Extract Data

Batch extract data from PDFs.

B Feedback Login

Compress

Batch reduce PDFs’ file size

Header & Footer

Batch manage Header & Footer in

PDFs.

)
o
Delete Blank Pages

Batch delete blank pages in PDFs

0

cess

« If you have not saved any watermark template yet, you cannot do the

batch process. So, you can click the " + " button on the bottom of the

pop-up window to set and save one template first. On the other hand, if

you want to remove the watermarks, you can click the "Remove

Watermark" option.

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

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.

« 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.
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How to add header or footer to PDF.

You can add header and footer in PDF pages by clicking the "Edit" > "Header &
Footer" button. You can design your Header and Footer contents in “Content’
area, or choose where to put them in the “Position” area. In the “More Setting”
area, you can select the date style, page number style or start page number.
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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To add header and footer in batch, you can also click on “Tool>Batch

Process>Header & Footer”.
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How to add bates number to PDF.

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

remove the unwanted Bates numbers as you wish.
Index

01 Add bates humber for a single PDF

02_Add bates numbers from a template

03 Edit bates number

04 Delete bates number

05 Add bates number for batch

1. Add bates number for a single PDF.

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

Number" > "Add Bates Number" button.
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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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> ¥ Home Edit Comment Convert View Page Tool Form Protect

Science Class
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By Brocks Wells

03

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.

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

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

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

2. Add bates numbers from a template.
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Click the "Edit" > "Bates Number" > "Add From Template" button to easily add

Bates number from preset templates without adjusting the setting again.

| 0 science-copy.pdf % L & Feedback Login o X

& ¥ Home Edit Comment Convert View Page Tool Form Protect
¢ Edit All~ [T} Add Tex Add Bates Number % | Bates Number

Bates Number Template
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* Custom
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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.

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

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

o 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.

o Update Bates Number: Update the existing Bates number of the

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

selected files.
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How to flatten PDF.

To flatten a PDF, you can find the "Flatten" button under the "Tool" tab. Click it
and the program will flatten the annotations, form fields, and layers in PDF. The
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.
Index

01 Combine PDFs

02 Combine to PDF from different format files

1. Combine PDFs.

Launch PDFelement, click the "Combine" box on the start page under the Quick

Tool tab.
D +
| 8 RecentFites Quick Tools
Edit Comment Convert OCR
Eiit et wrents, like cawert POFs to Word, E ¥
g " Ei -
Combl
[~
Recent Files
B =28_2022 Research.pdf
n pdfelement-user-guide-win.pdf
B x 1.0d
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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

n M n H
Combine" Window.)
G 2 €& Feedback Login
Wondershare PDFelement v
| B RecentFi
Combine PDF DA:: 3 new table of content page genersted
tom bockmark
Output Folder
a
= a
Drag and drop files here
-
=
ze
KB
KB
Create PDF D balance-sheet-template-form.pdf

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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How to combine PDF via right-clicking.

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

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

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

1-Zip >

_POEFi
& Share

—1_Rg Create to PDF
m' n Combine to PDF
ccess to >

Word  Gves

£ TortoiseSVN >

m Send to >
| cut
Excel Copy

Create shortcut

Delete

¢ Rename

PPT Properties

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

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

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

Finally, click the "Apply" button to start the combination process.
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Organize PDF Files
How to Extract Pages from PDF

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

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

e Click the "Page" menu first.

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

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

All pages

Delete Pages After Extracting
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How to Insert Page in PDF

1. Insert blank page.

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

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

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

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

from the target PDF and select the location for the inserted pages.
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If you have opened multiple PDF files in the application window, you can

drag a page from one PDF Thumbnail Panel and drop to the place where

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

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

choose the output folder to save the split files.

B 5282022 Resescch.pot X+ Feedback loghn e =
File o ¥ Home Edit Comment Convert View m Tool Form  Protect @6
- v X Extract KX Insertv & Replace O crop T Rotate = More~

Tips:

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

individual PDF file.
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How to replace page in PDF.

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

Alternatively, you can click the "Page" > "Replace" button.

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.

Ve to
"
i scence-copypdf
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PDF pages labels.

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

toolbar.

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

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

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

Header&Footer feature.
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o 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.

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

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

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

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.

G 828 2022 _Researchpdf * x 4 Feedback Login — 0O X
® 5 =3 Home Edit Comment Convert View Tool Form  Protect GG
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How to delete pages from PDF.

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

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

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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How to delete blank pages from PDF.

It's quite easy to delete single pages by selecting them in the Thumbnail panel
and delete each page one by one. But what if there are many blank pages in the

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

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

the blank pages in the PDF will be selected at once.
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» After you choose "Blank Pages”, the "Page Input” box will show the page
number of all the blank pages.
« Right click on any selected blank page, choose “Delete” and you can

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

PDFelement will quickly delete all blank page in your files within seconds.
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Batch Process
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Batch manage Bates Number in
PDFs.
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Batch turn scans into editable
PDFs.
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Watermark

Batch manage Watermark in
PDFs.

Security
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PDFs,
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Background
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Batch extract data from PDFs.
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Compress

Batch reduce PDFs' file size.

Header & Footer

Batch manage Header & Footer in
PDFs.

b

Delete Blank Pages
Batch delete blank pages in PDFs.

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

reply within 24 hours.
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How to duplicate PDF page.

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

o 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).

0 roreement9-scriptpat x  + Feedback ‘ : = OiX
o &M 2

File e | L= 4 Home Edit Comment Convert View Page Tool Form  Protect

- 4 ¢- 0O- (2 Editane  [@ Add Text Do [ crep [ Transiate  [) Capture Q. Search

THE SHERRILL WAY.

The of hand-crafting our furniture

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

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

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

finally, click the "Apply" button to crop.

a proposal.paf X + -é Feedback o .
Fie &

1 Home | Edit Comment Convert View Page Tool Form  Protect

4 Q- O~ [Z editan~ [T Add Text {r ocr Crop [ Transiate (B Capture Q Searc

Crop Margin

@Umbrella

Page Range

Budget
e . Proposal

Mary Copertagen, HH. Welling

Alternatively, you can access the Crop tool from the Page tab and adjust crop

settings accordingly.
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B eroposatpdt x WER 1 G reenok @
File @ ¥ Home Edit Comment Convert View Tool Form  Protect
: { Al page O B @ £ Btract [0 Spét &Y Insect O Replace fc,/:,-.,, = More

Crop Margin

Umbrella

Page Range

Budget
o Proposal

Mary Copenhagen, HH

2. Page boxes

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

a PDF composed of pages of different sizes.

e Click the "Page" > More button.

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.

« To apply these settings to additional pages, customize the page range or

click "All" under Page Range.
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e Click "Apply" to crop the page or pages.
Note:

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

not discarded.

0 roposalpdr + 1
2 ¥ Home Edit Comment Convert View Tool Form  Protect

L1 I PR o Fyteact TR Sost W ncacte 02 Danizca |

Set page size

* Apply To

Umbrella
* Crop Margin Risit
Budget
. Proposal
B Mary Copenhagen, HH Wellinglon Co.
© Fixed size
* Position
© Center

» Page Range

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

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

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

space.

How to compress PDF.

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

the Compress tool from the Quick Tool tab on the Homepage.
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PDF OCR
What is OCR?

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

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

1. Download OCR.

e If you have not downloaded the 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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Feeatack @) — 0

1
Home Edit Comment Convert View Page Form  Protect

5 v
o 5, OCR Area (7 Combine [} Compare £¥ Compress {2 Flatten

[ Transiate (2] Capture 3 Batch Process

Thumbnail

The progress bar will display the downloading status.

Feedback e - B

> ¥ Home Edit Comment Convert View Page Tool Form  Protect

File =
or §5 ocRArea CF Cambine  [Ei Compare £} Compress 5 Flatten [ Transiate  [B) Capture €2 Batch Process

Thumbnall

OCR downiosd
Downloading OCR... Please wait.

-
6.67%

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

pop-up window.

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

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

If you purchased the program of PDFelement Standard version, which does not
include the OCR function, you can click the "Upgrade" button in the program to
upgrade or go to the link below to upgrade to PDFelement Professional

version. https://pdf.wondershare.com/upgrade.html.
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Scan PDF with OCR

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.
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cience-copy - Copy.pdf * X contractpdf x - B Feedback login - 0O

(=~ Home  Edit Comment Convert View Page Form  Protect (5] o
D), OCR Area

}
{8, Recognize Table €2 Combine [} Compare 3§ Compress i Flatten (B Translate  [©) Capture 83 8a>

=

Umbrella Acccounting %

Contract Terms

Choice of Law

This agreement is set based on contractual terms and shall be
construed in accordance with the laws of the state of California.
Notices

If to Angular Systems Inc.

If to HH Wellington Co.

Entire Agreement

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

HH Wellington Co. None of the terms within this business contract shall
8 1 — — 4 100% ~

Then click the "Change Language" button to choose the correct
language of your PDF content (PDFelement Professional supports over
20 OCR languages) from the OCR language list. You can also click

"Range" to choose an individual page or a set of pages for OCR.
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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.

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

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

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

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

document area to editable or searched text.

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

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

« 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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Choice of Law
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28.01x 39.62 cm o]

Contact Support

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

reply within 24 hours.
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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.

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

allows you to turn scans into editable PDFs in batch.

B |:scierceccopy Copyat x| cortracept % v contract 1 x B feedback Logih i | — O
= o 1
File c Home Edit Comment Convert View Page WFoml Protect
< & OCRAres [B] Recognize Table [f._,: ombine [} Compare ¥ Compress 8 Flatten [EA Translate

Wondershare PDFelement

Batch Process

Convert OCR Create Compress
Batch convert PDFs to other Batch turn scans into editable Batch create PDFs from other Batch reduce PDFs' file size.
formats, PDFs. formats

(]2

Y. B il ,

Print Watermark Background Header & Footer
Batch print PDFs. Batch manage Watermark in Batch manage Background in Batch manage Header & Footer in
PDFs PDFs PDFs

Bates Number Security Extract Data Delete Blank Pages
Batch manage Bates Number in Batch add the security policy in Batch extract data Batch delete blank pages in PDFs
PDFs PDFs

« You can drag or drop your files into the dashed box area, or you can also
click "Add Files” to select your aiming documents. There are three

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

need to recognize.
e Then tab "Apply” to start OCR scanning in batch, the finished file will be

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

Page Form

Tool

Type
PDF File
PDF File

B Feedback Login  : -

Protect

OCR Option

Editable Text v| 0

Languages Recognition
B English
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Spanish
French

Italian

Output Folder
Specify folder v

C:\Users\WS\Desktop'\PDFelement\OC

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

reply within 24 hours.
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Convert PDF Files
How to 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.

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

"apply" after adjusting the settings.
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1 0 sciencecopypof x 4
File D ¥ Home  Edit Page Tool Form Protect
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PDF To Word
PDF To Excel Keer nal DF v ° ‘
PDF To PPT

PDF To Image

PDF To Text

PDF Yo RTF
PDF To Epub Border Width Border Color

PDF To HTML as

By Brooke Wells

e Then, click "To Image" button under the "Convert" tab. Alternatively, you
can start the converter by clicking the "File" > "Export to" > "Image”

button. Therefore, you will get multiple images if your PDF file has

multiple pages.

2. Convert all pages as one image file.

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

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

and click "Apply".
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o 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.

How to convert PDF to other formats.

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

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

1. View and convert.
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o After opening your PDF file in PDFelement, click "Convert" > "To Word",

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

needed.
D [ Feedback e - 0O X
File - v Home Edit Comment | C View Page Tool Form  Protect 7 & 2
2 Create a PDF mToword [ Tobcel @ ToPPT I3 T [T Totet (@ ToPDF/A = More ] (@) Settings  §2 Batch Process
I .l Thumbnall >
‘o

» 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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In the new dialog box, choose the output folder to save the converted

file. Here you will have another chance to change the output format by

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

lead you to the output folder directly

o ¥ Home Edit Comment  Convert View  Page Tool Form Protect

=) Create a PDF @ Toword (@ Tobct [ ToPPT @) Tolimage @ ToTet (@K ToPDFA = More (%) Settings 2 Batch Process
A W ] ) o) g 1 o} . 9

2. Convert Directly

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

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

convert.
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e Inthe second pop-up dialog window, please select the output folder
where you want to save the converted file and select the output format

as you wish.
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« After conversion, you can go to the output folder to find the converted
file on your computer, or click the "Open" button in our dialog box,

which will lead you to the output folder directly.

3. Right Click to Convert

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

e In the reviewed menu, choose "Convert to...".
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e Then PDFelement will start and pop up the convert window. In this

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

options available in the drop-down menu.

Wondershare PDFelement

Batch Process > Convert

No. Name

1 Furniture.pdf

Size

g2aMB

(3) Addfile g3 Output format

o Word(*.docx)
Status Action

Word(*.docx)
Word(".doc)
Excel(* xisx)
Excel(".xds)
PowerPoint(",pptx}
PowerPoint(*.ppt)
Epub

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

>
Wondershare PDFelement

Batch Process > Convert +) Addfile £3 Output format
No Name Size Status Action Woro(*docx)
Furniture.pdf 8.24MB Output Folder

Specify folder

"\Desktop\PDFelement\Cor

e The bar under the Status column displays the converting progress.
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Batch Process Convert Output forma! t

Furniture.pdf 8.24MB =

Output Folder

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

How to convert PDF to PDF/A.

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

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

0 rumeps % b °
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)

[} Craate a POF

Thumbnail

Note:

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

then it can only convert half of pages.

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

use the batch process.

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

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

o Click the "Apply" button to begin the process. After conversion, you can

go to the output folder to find the converted files.
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The trial version can only batch proceed with up to 3 files with a total file size

limit of 20 MB.
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How to convert scanned PDF.

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

OCR.

(r] et pdt* v« IEE Q’h«nm-.e 2 = R

Fie o % Home Edit Commen t  Convert View Page Tool Form  Protect

[} Create PDF~  [@Toword [@ Totxcel @@ ToPPT (@ Tolmage [ ToTer (R ToPOFA = More- (@) Settings  §2 Batch Convent

I This is a scanned POF, and it is recommended o perform OCR to make the document editable and searchable. Do not show for this file again,

MEET THE
BUXER5

(S

“Safe, fast and fun

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

Faisal Khan
€MO, Scootz

o 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
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are working with contains many different languages, be sure to select all
of the needed languages.

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.

editpdf* x |+ B reeank @ : — 3 X
Q ¥ Home Edit Comment Convert View Page Tool Form Protect A
— + - 0O- (2 Ecral~ [T Add Text Do O crop @} Translate (5] Capture Q. Search
[T ——— —

OCR will make scanned PDF documents editable of searchable.

Scan Option
© Scanto edtable text ©

Scan to searchable text i image ©

Page Range

© All Pages
v

Current Page
to

Languages Recogniton Selected Language
English

“Safe, fast and fun

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

Faisal Khan
CMQ, Scootz

Click the "Convert">"To Word" button or choose others formats to

convert it.
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PDF conversion settings.

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

conversions.
1. PDF to Word.

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

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".

« Language Recognition: Select the correct language of your PDF content
in the list. If the PDF you are working with contains many different

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

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

« 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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Home Edit

Setting

PDF To Word

PDF To Excel

PDF To PPT
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3. PDF to PPT / PDF to Text / PDF to RTF / PDF to HTML.

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

conversion.

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

Image Quality: PDFelement recommends keeping the original DPI of

your PDF file during the conversion.

Image Settings: Set if you want to convert each page of the PDF as

separate images or convert all PDF pages into one long image. You can

also adjust the magnification degree and border of the image.

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.

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

list.
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Fill PDF Forms

How to fill PDF.

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

Non-interactive PDF form.

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

forms.

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.

(] slonce-she_te-fompdl Cencahos tanpiste- TPl T ot [IEoT B reeavock @
le g ¥ Home Edit Comment Convert View Page Tool Form Protect
- + 9 O Qs @acer fok Dow Biesse e Q sen
Balance Sheet for [Business Name] =
[BALANCE SHEET | _[Year1] | [vear2] | ([Year3] | ([Yeard] [Year 5]
Current assets $0 $0 50 $0 $0
Cash
Petty cash
Inventory
Pre-paid expenses
Fixed assets s0 s0 $0 s0 s0
Leasehold

Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More.
Total assets $0 s0
Current/short-term liabilities $0 $0
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities $0 $0 $0 $0 $0
Loans

t8
8
8

More...

Total liabilities s0 s0 50 30 $0

NET ASSETS (NET WORTH) s0
WORKING CAPITAL $0

88
88

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

automatically first.

0 slance-sheet-templste-1 paf & Feedback o

v Home Edit Comment Convert View Page Tool Form Protect

[Trsres TH B © B B & B & & I[Erecognicfom 1 b 0w

Balance Sheet for [Business Name]
BALANCE SHEET| | l(vear1)| | livear2)l | livear3) | lfveara)l | l(vears) |
$0 30 $0 $0

Current assets $0
Cash
Petty cash
Inventory
Pre-paid expenses
Fixed assets s0 $0 $0 s0 S0
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More.
Total assets $0 s0
Current/short-term liabilities 0 $0
Credit cards payable
Accounts payable
Interest payable
Accrued wages

$0 $0
$0 $0

8

Income tax
More
Long-term liabilities so0 $0 $0 s0 s0
Loans
More
Total liabilities $0 $0 $0 s0 $0

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

How to Turn PDF to Fillable Form Automatically (Only

available in PDFelement Professional)

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

dramatically improve your efficiency.

» After opening a non-interactive form in our program, you can click the
"Form" > "Recognize Form " button to recognize the blanks and tables

automatically, and then you will get the fillable fields created. All the
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corresponding types of form fields will be automatically named with the

text near the form fields.

D slanceaive " 1 a.‘:eata(ko :
File S+ Home Edit Comment Convert View Page Tool g Protect

T Add Text B @ B B B B B &

This document contains interactive form fields.

Balance Sheet for [Business Name] a
[BALANCE SHEET! | [vear1] | livear2)l | l(Year3) | l(veara]l |  [vear5] |
$0 $0 $0 $

Current assets $0
T R T T
|

)

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

NET ASSETS (NET WORTH) 50 s0
NQCAPITAL

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

wish to fill in, and enter the information requested.
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n ¥ balmceshe_plate-1pdtt x o+ .w. B = @
Fle | B O (= 4 Mome Edit Comment Convert View Page Tool Form Protect  © “ewcnioois (EA O TP
Tadter  Jii B @ B B B B B & |&eopsfon 1 Eaedn = Mo
o N i ocument contin et o . (D) %
o Balance Sheet for [Business Name] @

0
e E———
0 Petty cash —
Inventory ] —— — | — | ——1]
Pre-paid expenses el s
0 Fixed assets $0 50 $0 $0 $0
Leasehold | | — | —— | —
Property & land 00—
Renovations/improvements
27x2em + [oox v B
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How to make fillable PDF form manually.

If the file you are working with cannot be recognized automatically to create
fillable fields, PDFelement allows you to manually create a fillable form.

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.

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

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

e I o —— . B Feetiock @) :

v Mome Edit Comment Convert View Page Tool @ Protect

T AddText I;t- 5 O B B 8 B & r_‘l [2] Recogrize | 1 Extra Data

Balance Sheet for [Business Name]
Yur 2 |- .Im,l.-m,_- 5 -
$0 $0 $0 $0 s0

Current assets
Cash
Petty cash
Inventory
Pre-paid expenses
Fixed assets s0 s0 $0 $0 $0
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More.

Total assets $0 $0 $0 $0 $0
Current/short-term liabilities $0 $0 $0 $0 $0

Credit cards payable

Accounts payable

Interest payable

Accrued wages

Income tax

More
Long-term liabilities $0 $0 30 $0 0

Loans

More.
Total liabilities $0 $0 $0 $0 $0
NET ASSETS (NET WORTH) $0 s0 $0 $0 $0 172
WORKING CAPITAL $0 s0 30 $0 $0 —
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There are basic buttons to create an interactive PDF form:

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

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

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

e 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.

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

o 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.

e 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:

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

e 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.

o Click the "Alignment" option in the right-click drop-down list and choose

the alignment you want to apply to the selected fields.

D balance-she...te-form. pdf ¢ B Feedback e

A ¢ Home  Edit Comment Convert View Page Tool Form  Protect
Tawtr | Jii B @ B B & B B € @ [£ropeiom 1 omdta = Mo

Balance Sheet for [Business Name] a8
-m-rm--mu

Current assets
Cash

Petty cash MMM e

This document contsens inter:

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

More.

Total liabilities

NET ASSETS (NET WORTH)
WORKING CAPITAL
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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.)

0 alancrshe.teTormsiak ' B Feedback e —
o ¥ Home  Edit Comment Convert View Page Tool Form Protect E2)
Tailen | Jii B © B B @ B B 8 [Ercpwefon Loeown =
This document contains mtenncte om e, (D
Balance Sheet for [Business Name] a8

BALANCE SHEET | (vear1) | l(vear2)l | lvear3) | liVears) | l(vesrs) |
Current assets $0 $0 $0 $0 $0
Cash QCa:h [Year ¢ o 5
Petty cash
Inventory
Pre-paid expenses
Fixed assets
Leasehold
Property & land
Renovations/improvements
Furniture & fitout
Vehicles
Equipment/tools
Computer equipment
More
Total assets
Current/short-term liabilities
Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More.
Long-term liabilities
Loans
More

Total liabilities

|
feaz )
]

NET ASSETS (NET WORTH)
WORKING CAPITAL
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Extract data from PDF.

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

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

01 Extract data from PDF form fields

02 Extract data from selected PDF text

03 Extract data for batch process

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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| @ boaceshecfompst x 4 1 B recvoc @
fle | [ = S ¥ Home Edit Comment Comvert View Page Tool Protect 2
e Form |1 aData] =S More

T Add Text B & @ B B = B B8 &2 [=] Recognize
This document contains intesactive form fields.

Balance Sheet for [Business Name] a
BALANCESHEET | [vear1] | ([Year2] | (Year3] | ([veard] |  ([Year5] |
$0 $0 $0 $0

Current assets s$0
Cash 2 2
Petty cash 1 ’
Inventory
Pre-paid expenses

Fixed assets $0 $0
Leasehold 'O Extract dats from form fields in POI
Property & fand

Extract Mode

Furniture & fitout Extract data based on selectior

Vehicles

Equipment/tools

Computer equipment 4

More...
ToAslimets i 19 s

Current/short-term liabilities $0 0
Credit cards payable
Accounts payable
Interest payable
Accrued wages

Income tax
More.
Long-term liabilities $0 s0 $0 $0 s0
Loans
More.
Total liabilities s0 $0 $0 $0 $0
NET ASSETS (NET WORTH) $0 $0 $0 $0 $0
WORKING CAPITAL $0 40 $0 0 $0
a8 p—

2. Extract data from selected PDF text.

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

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

Data" button and choose "Extract data based on selection".
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Home FEdit Comment Convert View Page Tool Form  Protect
i @ B B & B B & [2) Recognize Form 1 EdraData == More~ [ Preview

This document contains interactive form fields, Highlight Fields

Balance Sheet for [Business Name] 8]
30 $0 $0 $0

Current assets $0
Cash P ¥
Petty cash ) 3
Inventory
Pre-paid expenses

Fixed assets 50 —
Leasehold Extract data from form fudds in POF
Property & land

Extract Mode

p
Furniture & fitout Eatract data based on sedecticn
Vehicles
Equipment/tools
Computer equipment

More.... o
Total assets i 50 50

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

NET ASSETS (NET WORTH)
WORKING CAPITAL

$0 $0
$0 $0 $0

-4
-4

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.
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.

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

"Extract Data" button.

. Home Edit Comment Comert View Page Form  Protect

o i EL1e

fOR (S ORAes 5 Recognizeble | (P Combine [Ei Compare | T} Compress L5} Flat

[\ \Willaws Crank Hink Qahanl S

Batch Process

= - - |
Convert OCR Create Compress
,,,,,,,,,, Batch
PDF
= 2 2]
= 22 g]
Print Watermark Background Header & Footer
P 2 8 & Fo
i 73 i
& W Jl o
Bates Number Security Extract Data Delete Blank Pages
PDFs. i
B - B P s o S T, T
& I —
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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.

v Home Edit Comment  Convert  View  Page Toc Form  Protect

Extract Data > fi Extract Data

Output Folder
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Import/export PDF form data.

Importing and exporting form data is only available in PDFs with interactive
form fields. All the options for importing and exporting form data will be

unavailable when you open ordinary PDFs or non-interactive forms.
Note:

The import and export data can only be Form Data Format (.FDF).
Index

01 Organize pages button

02 Split pages tool

1. Import form data.

n  professional...plate-1.pdf X -+ 1 & Feedback @ g =
File [=I Home Edit Comment Convert View Page Tool |Form | Protect 2 e
s Preven

T Add Text I b @O B B B RE & [=] Recognize Form I Extra Dat.

This document contains interactive form fields. Highlight Fields E5  Colculate Order

o
- 7 ExportDsta

[ Import Data

[Fd  Recover Default Data

[ Professional References for XXX

[
— Name, Gomganf, Job Title

2159% 2794 em oIk 1
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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.

n % professional.plate-lpdf X =+ d’rggdmkﬂ 8 - o x
File

(= Home Edit Comment Convert View Page Too Protect KT
— 2
Tater | I B @ B B ® B B B | [5Recogizefom T Etabaa Preview
This document contains interactive form fields. Highlight Fields

P

[ Calculste Order

o
[4 Import Data

[Fd  Recover Default Data

[ Professional References for XXX

[
- Name, Gomganf, Job Title

Name, Company, Job Title
Address

Email
Cel: L 1B5a¥W ]

o Click the "Form" > "More" > "Export Data" button to choose the folder
to save the export data and rename the file, and then it will export the

data in a .fdf format, which is a data-only file.
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PDF form properties.

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:

QG slance-she...te-form g " _,m:a.me
A ¢ Home Edit Comment Convert View Page Tool Form Protect
Tawter | i B ©@ O B & B B B | [£romneion 1eomom =
Balance Sheet for [Business Name] 8
Current assets

Cash Fm_‘  Emwerr m mr m
Petty cash ar | ¥ 8 [3]
Inventory tory

Pre-paid expenses

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

Total assets

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

Long-term liabilities
Loans
More.

Total liabilities

NET ASSETS (NET WORTH)
WORKING CAPITAL

(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)
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General: You can set the field name, tooltip, and common properties.

Balance ¢

Current assets
Cash
Petty cash
Inventory
Pre-paid expen

Fixed assets
Leasehold
Property & fanc
Renovations/in
Furniture & fitc
Vehicles
Equipment/too
Computer equi
More.

Total assets

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

Long-term liab
Loans
More.

Total liabilities

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

jTi

Home Edit Comment  Convert View

B © B B @ kB B2 &

Properties

General Name
Appearance

Options Tooltip
Actions
Format
Validate

Calculate

Page Tool Form

ecognize Fe

& Feedback e

Protect

D Extr

Appearance: You can set borders and colors, and the font/size/color of

the filled-in text.

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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Balance ¢

Current assets
Cash
Petty cash
Inventory
Pre-paid exper

Fixed assets
Leasehold
Property & lan(
Renovations/in
Furniture & fitc
Vehicles
Equipment/too
Computer equi
More.

Total assets

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

Long-term liab
Loans
More.

Total liabilities

=
Properties

General
Appearance
Options
Actions
Format
Valdate

Calcutate

NET ASSETS (NET WORTH)
WORKING CAPITAL

Home

Edit

© B G

Comment Convert View Page Tool Form

(] L-. E) = [} Recognize Form

Alignment

Left

Default Vadue

hancte

$0

$0

g8
&8

o 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.

Balance ¢

Current assets
Cash
Petty cash
Inventory
Pre-paid exper

Fixed assets
Leasehold
Property & lan(
Renovations/in
Furniture & fitc
Vehicles
Equipment/too
Computer equi
More.

Total assets

Current/short-
Credit cards p2
Accounts payal
Interest payab
Accrued wages
Income tax
More...

Long-term liab
Loans
More.

Total liabilities

Home

=

Properties

General

Appearance

Optioas

Actions

Format

Validate

Calculate

NET ASSETS (NET WORTH)
WORKING CRRITAY S

Edit

© G B

View

B

Convert

Bl

Comment

&

Protect

Tool

Page

Form

Add an Action

Actions.

$0 s0

50 50
Ll

53
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e Format: Set the format category for this field.

» Validate: Set the value of this field.

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

means Cash [Year 1] = Cash [Year 2] + Cash [Year 3].

v Home Edit Comment Convert View Page Tool Form  Protect

T AddTe HF B O 6 6B @ 1B B &8 [=] Recognize For 2 exraData

General Value is not calculsted
Balance ¢ N _ = a

Current assets
Cash Options
Petty cash
Inventory
Pre-paid expen
Fixed assets Format
Leasehold
Property & lan(  Validate
Renovations/in
Furniture & fitc  Cakculate
Vehicles
Equipment/too
Computer equi
More.
Total assets
Current/short-
Credit cards ps
Accounts payal
Interest payab
Accrued wages
Income tax
More.
Long-term liab
Loans

More.
Total liabilities 0 50 0 0
NET ASSETS (NET WORTH) $0 $0 50 $0
WORKING CAPITAL] $0 0 $0

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
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as needed. The tab order will decide the order of data when you try to extract

data from the PDF form using the Extract Data feature.

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

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.

r] T : : & reedvock @
File v Home Edit Comment Convert View Page Tool Form  Protect
Tawtet i B © B B ® B B B | [omnefon 1 Gmdn =
This dacument contains intersctive form fields. Highlight Fields
Balance Sheet for [Business Name] a
BALANCE SHEET [ _ltvear1)] | ltvear2)] | |ivear3)l | |fveara)l |  [vears) |
Current assets ¥ = $0 0 $0 s0
Cash 3 TH 4 Cazh [fear b ]
Petty cash
Inventory

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

NET ASSETS (NET WORTH) $0 $0 $0 $0
WORKING CAPITAL $0 $0 $0 $0 $0
NET ASSETS (RET WORTH 1

Note:

You can only set a tab order within one page.
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Recognize PDF form.

In addition to recognizing text and images, PDFelement can also accurately

recognize PDF forms, helping users copy and edit the form contents.

Click on "Form>Recognize”, then PDFelement will automatically recognize the

form fields in your PDF file.

File

After the recognition process, the form turns out to be editable. You can tap

T Add Text ?T G|

science-copy - Copy.pdf * X nvoice.pdf

v Home  Edit

© B

Balance Sheet for [Business Name]

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

balance-sheet-template-1.pdf
Convert

rs

EJ

$0

$0

$0
$0

$0

texts or copy contents to fill in the form.
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[ | v science-copy - Copypdi® x| invoicepdt % v balbnceshe.plate-lpdit X+ B Feedback logh : | — O X
e | B 9 = Home  Edit Comment Convert View Page Tool Form  Protect Y Search Tools o m® 2~
T Add Text i 6 © 6 6B @ kR B8 & [E) Recognize T ExtraData =< Morev [ Preview
. S This dosiimient contamis mt evacto form Tiekds Highlight Fields ) '

I].l ghlight

[ Balance Sheet for [Business Name] e

(] Current assets $0 $0 $0 $0 $0
Cash [[orte dven o ot | [ D T "
Petty cash [

O Inventory (| | S [ —
Pre-paid expenses (— ] —— | E— — —

(&) Fixed assets $0 $0 $0 $0 $0
Leasehold 1 | | I | ——
Property & land (N N N N
Renovations/improvements | [E—— ] [— |

» Furniture & fitout I I I I e
Vehicles g =
Equipment/tools = = =~
Computer equipment e | | | I ——
s s s s %0

Current/short-term liabilities $0 $0 $0 $0 s0
Credit cards payable 1) | 8 || |
Accounts payable [ —; | —— | | S | (——
Interest payable b f——————— - [ ]
Accrued wages ASaSElEsTsBss-
Income tax == = =
More... 1 — | ——| ——| ——— | —————
Long-term liabilities $0 $0 $0 $0 $0
Loans e e e e e

297x21cm d a2 | > i (—C + [100% ~ @,

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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a science-copy - Copy.pdf * X | invoice,pdf X balance-she...plate

- 1
v Home Edit Comment Convert View Page Tool Prolecl
T Extra Datal

Tt  Jii B © B B ® B &

P

El

This document contains interactive form fields.

Balance Sheet for [Business Name]

1.pdf*

S Recndie
=, Recognize

+

Highlight Fields

B Feedback Login

Current assets

Cash Extract Mode
Petty cash
Inventory © Extract data from form fields in PDE

Pre-paid expenses
Fixed assets
Leasehold
Property & land
Renovations/improvement

Extract data based on selection

3 Furniture & fitout
Vehicles
Equipment/tools
Computer equipment

More...
Total assets $0
Current/short-term liabilities $0

Credit cards payable
Accounts payable
Interest payable
Accrued wages
Income tax
More...
Long-term liabilities $0
Loans

Protect & Sign PDF

How to password protect PDF.

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

editing, copying, etc.

Index

01 Check PDF permissions
02 Add open/permission password

03 Remove open/permission password
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1. Check PDF permissions.

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

"Properties" > "Security" button.

B+ s . 8 oo @

v Home Edit Commw ent  Conver t  View Page Tool Form Protect

Thumbnail This document contains interactive form fieids. Highight Fields

Properties

Description

‘!"?II

Initial View

=
[l
]

il

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
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Permission Password. Please note that if a PDF is secured with both types of

passwords, it can be opened with either password.
Tip:

There is no way to recover a password from the PDF if you forget it. We
recommend that you keep a backup of the passwords that you have used to
protect your PDFs. Click the "Protect” > "Set Password" button to set the Open

password or Permission password. In the new dialog box, you will get:

r] 8 ot @
¢ v Home Edit Comment Convert View Page Tool Form | Protect
T Thumbnail x This decument contains intesactrve form fields. Highlight Fields e
-
= -
|
Address
Email
Celt

Open Password settings:

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

document.
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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.

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

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

copying of text, images, and other content is allowed.
3. Remove open/permission password.

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

in the new dialog box to remove the password.
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How to Redact PDF

The Redaction feature allows you to remove sensitive information from your

document prior to making it available to others.
Index

01 Organize pages button

02 Split pages tool

03 Set splitting criteria

04 Set output locations

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.
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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.

: v Home Edit Comment Convet View Page Tool Form
€) set Password [ Apply Redaction [ Search & Redact J&! sign Document £ Manage Signatures £ Bectronic Signature

has @ titlg Mark for Redac t that appears in the upper left corner
or on the /2 iederen. | Also, the title tag is the blue link that o Properties
the search engines show when they list your webpage on the SERP. Title

tags max out at 75 characters, so choose your words wisely.

Meta tags are snippets of code you can include within your webpage's HTML]
The meta tags are usually located near the litle tag code in the head of your

The meta description is a text snippet that describes what your specific webpage Fill Color oo
is about. Meta descriptions are usually the first place a search engine will look to

find text to put under your biue link when they list your website on the SERP. If

you do not have a meta description, the search engines will usually select a

random piece of content from the page they are linking to. The meta description

is limited to 150 characters.

/ Title tag
I lmvmel Ml(kodng Compana
company) - Cache

Hu pot pwaau an nbound marketing system so companle- can use Internet mml(e(mql
Sound 2 aate more lead

== Meta description

Meta keyword: of an add text snippet in the HTML that s o
allows you to list a few different keywords that relate to your webpage.

Back in the day, search engines used this field to determine what keywords

to rank your webpage for. Now, most search engines claim they do not

even use meta keywords when indexing content. Some small or niche

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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+ reeitack @ o x

) ¥ Home Edit Comment Convert View Page Tool Form  FPro

) Set Password (=} Mark for Redactic (2 Apply Redaction [ Search & Redact F Sign Document 53 & Electronc Signature

has a title tag. This is the text snippet that appears in the upper left corner
or on the tabs of your web browser. Also, the title tag is the blue link that o) Froperties
the search engines show when they list your webpage on the SERP. Title
tags max out at 75 characters, so choose your words wisely,

Meta tags are snippets of code you can include within your ge's HTML
The meta tags are usually located near the title tag code in the head of your
HTML. There are two meta tags — meta description and meta KeYWOrC (— .., pop-Up hete * Appearance

The meta description is a text snippet that describes what your specifi [T Celere Fé Color o
is about. Meta descriptions are usually the first place a search engine

find text to put under your blue link when they list your website on the =
you do not have a meta description, the search engines will usually se [
random piece of content from the page they are linking to. The meta ¢—
is limited to 150 characters, €

/ Title tag
Internet Marketing Compan:
AR BT b company hed

HubSpet provdes an inbound marketing system so companies can use Internet mnmlngl
10 g8t found and generate more leads

= Meta description

Meta key ofan text snippet in the HTML that ¢ lnfo
allows you to list a few different keywords that relate to your webpage.

Back in the day, search engines used this field to determine what keywords

to rank your webpage for. Now, most search engines claim they do not

even use meta keywords when indexing content. Some small or niche

3. Apply redactions.

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

redact. To apply the redaction, do the following:

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

A dialog box pops up to give a warning message and ask if you are sure
to apply the redaction or not.

Select "Continue" after you have marked all content that you want to

redact.
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has a title tag. This is the text snippet that appears in the upper left corner
or on the tabs of your web browser, Also, the title tag is the blue link that
the search engines show when they list your webpage on the SERP. Title
tags max out at 75 characters, so choose your words wisely.

o

N tags are snippets of you can inclu in your age’s
The meta tags are usually located near the title tag code in the head of your
HTML Thera ara twn mala tane — mata daecrintinn and mata kawsunede

Redaction

Then wvebpage
is abc Il look to
find te IRP. I
you d cta
rando Are you sure you want to continue? icription
is limi

Don't thow again

Feet

h

ORI 34 RN L A G It DR
prowde: can use Internet marketing

= Meta description

Meta key ists of an text snippet in the HTML that
allows you to list a few different keywords that relate to your webpage.
Back in the day, search engines used this field to determine what keywords
to rank your webpage for. Now, most search engines claim they do not
even use meta keywords when indexing content. Some small or niche

A8 x T em am 15 > M P 3 = o— T 100%

4. Search and redact.

You can redact multiple texts using the Search and Redact tool.

tooehookpalt x4+ feestock @ ¢ a

@ oo

File

= Home Edit Comment Coavert View Page Tool Form  Protect g o 2

(]

€) Set Password [®} Mark for Redaction [ Apply Redaction | [ Search & Redact i Sign Document % Manage Signatures ~ & Electronic Signature

Search Redact x linking to you, how they are linking to you, and how your content Is shared in
social networks and across the web are all factors that can have a significant ‘m
Q impact on your ability to rank on the SERP.

Cate semiitive

Whole words only Who's Link[ng to You?

Do you know? As discussed in the What it Takes to Rank section of this book,
you can use free tools to determine what websites are already linking to you,
something the search engines are very concerned about. Although twenty
inbound links from your friends’ websites may be a good start to link building,
garnering one link from a major publication or educational website (with a .edu
. address) could be worth more than the power of those twenty links combined. 4

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

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

a o 2 | [l Pe @ — o0 + | 100% -
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Select "Protect” > "Search & Redact" button. Then type the text you wish

to find and redact in the search box on the left-side Search and Redact
panel.

e Check the item in the search result list, and it will help you redact the text
automatically.

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

e Click the "OK" button if you are sure to remove it.

How to sign PDF

You can sign PDF with digital signature or handwritten signature using

PDFelement.
Index

01 Digital signature

02 Handwritten signature
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
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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.

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

Store.
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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.

G crice-atpdf x IR feeiback (@ O X
File e+ Home Edit Comment Coavert View Page Tool Form 20

€) Set Password (%} Mark for Redaction () Search & Redact |t Sign Document | £2 Manage Signatures~ S Blectronic Signature

.......

Locaten

Digital Signer:
DN:

;;;;;;

Create a signature

If you do not have an ID yet, click on the "New ID" button, select the "l want to

create a new digital ID" option, and then click the "Next" button.
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(] pnce-vst pdt E reeavack (@) O X
Protec &6

e ¥

) Set Password [®} Mark for Redaction S Electronic Signature

LINK BUILDING

o New PKCS#12 digital ID file—Stores the digital ID information to a file
with the extension .pfx on Windows and .p12 on Mac OS. You can use
the files interchangeably across different operating systems.

o Windows Certificate Store—Stores the digital ID to a common location.

Other windows applications can also retrieve it.

Validate and clear signature

To validate the signatures, please click the "Protect” > "Manage Signatures” >
"Validate All Signatures" button, it will pop up a Signature Validation Status

message box which describes the validity of the signature.
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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.

= 4 Home Edit Comment Convert View Page Tool Form | Protect

[ Mark for Redaction [ Search & Redact Fi Sign Document

LINK BUILDING

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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LINK BUILDING

Create handwritten signature
There are three options for adding a handwritten signature, including "Upload",

"Draw", and "Type".

e Tap on the "Upload" tab, and click "Choose Image" to upload an image
signature saved on your computer. After uploading the image, click the

"OK" button.
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LINK BUILDING

e You can draw your name directly under the "Draw" tab. Also, you can

select the color of the signature as you like.

- B /- @ U- T B 6B O B & | & & & @ B Bsmcms
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o 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.

S ¥ Home Edit Comment Convert View Page Tool Form  Protect

- G- ¢ € U-T B 6 O B & & & & @ B Beomn

& BUILDING

S Blv 9= cmms®
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Print PDF Files

How to print PDF

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

01 Print a PDF document

02 Print a portion of a page

03 Print multiple pages through page thumbnails

04 Print multiple PDF files in batch

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.

o Click the "File" > "Print" button.

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

e Click the "Print" button.
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having more authority.

2. Print a portion of a page

e To print a portion of a page, you need to use the "Crop" tool.

e 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.

o 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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Compared to on-page SEO, off-page SEO can certainly be more difficult to
execute. Off-page SEO entails building i ips with other through
the creation of attractive content, or reaching out to the people who run the
websites. This process of building relationships is called link bullding. Who is
linking to you, how they are linking to you, and how your content is shared in
social networks and across the web are all factors that can have a significant
Iimpact on your ability to rank on the SERP.

Who's Linking to You?

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

Since the Internet is essentially an inter-linking network of pages and websites
that make up the World Wide Web, not every link is created equal. Links from
major publications and blogs usually provide more link juice because they are

vieitad hu millinne af nannla asrh dav Tharefare theu have an incredihie imnast

Y —

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

o Ctrl-click to select multiple pages from the document.

o Select "Print Pages" from the right-click menu, and then do the settings

to print.

4. Print multiple PDF files in batch

What's more, you can batch print multiple PDF files. Click the "Tool" > "Batch
Process" button, and then select the "Batch Print" option. In the pop-up
window, upload the PDF files you want to print. For the print settings, you can

click "More Settings" to set the print settings as needed.
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Batch Process » Print D addtie £

PDF print settings

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

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

Print Settings: set to print on a single side or both sides of the paper.
Copies: set the number of copies you need to print.

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

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

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.
D opy - Copy.pdf * X invoice.pdf X balance-she..plate-1.pdf * X + ér"’db“d‘ Login : = = .
[} (= Home Edit Comment Convert View Page Tool Form Protect 2 G
[Z] Open U- T @ § O B - Q % 2 @ ([ B ShowComment
(- Open Recent
I ¢ Open Cloud ‘™
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[#] Create
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I‘:i: Print 1+ P
( Properties trl+ D
= Preferences Ctrl + K

: Science Class
Volcanic Experiment

Willow Creek High School
By Brooke Wells

H R 1 - —

Before printing, you can set the parameters of the printer, there are "Print
Settings", "Orientation”, "Page Range"”, "Print Content", "Print Mode" for you to

set for your need.
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If you want to print multiple PDFs at once, you can directly go to "Tool" >
"Batch Process" > "Print". Then you can select more than one PDF to print in

batch.
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Share PDF Files

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:

o Click the arrow down icon, then the "Send Email" button on the top left,
and your email application will open
e The PDF will be attached to the email automatically.

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

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

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

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

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

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

e Click the "Upload" button to import the file in the pop-up window. After

uploading, click "OK".
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Upload PDF to cloud.

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" > "Document Cloud" button.

e In the pop-up window, click the "Upload" button to import the file.

e After finishing uploading, click the "OK" button. Then you can keep the

file in sync and access it anytime and anywhere.
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