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Welcome to PDF Studio

PDF Studio - Affordable, Powerful PDF Software for Windows, Mac, &
Linux.

PDF Studio™ is an all-in-one, easy to use PDF editor that provides all PDF features needed at
a fraction of the cost of Adobe® Acrobat® and other PDF editors. PDF Studio maintains full
compatibility with the PDF Standard.

For previous version user guides Click Here

PDF Studio allows you to:

e Create PDFs from scratch, scanned documents, MS Word, MS Excel, Text, and Image
files

e Merge, Split & Assemble Documents

e Annotate PDFs with Comments and Text Markups

o Fill In & Save PDF Forms

e Secure Documents with Passwords and Permissions

e Add Bookmarks, Watermarks, Headers and Footers

e Create and edit Form Fields

e Add text to a document using OCR (Text Recognition)

o [Edit PDF content directly (Text, Images, Shapes)

o Digitally Sign PDFs

e Redact content from any document including images

e Batch Process Multiple PDFs at once

e Precision Measuring Tools including Distance, Perimeter and Area

e Validate and convert PDF documents to meet PDF/A ISO standards

¢ and much more!

PDF Studio uses Qoppa Software's proprietary technology to view and modify PDF files. It is
platform independent and can run on Windows, Mac OS X, and Linux. Simply download,
install, and start working with PDF files immediately.

Customer Support

Users who have purchased PDF Studio receive free online and e-mail only technical support.

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix
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Online

PDF Studio Online Knowledge Base or Help Tab > Knowledge Base

Contains step-by-step tutorials as well as answers to most common questions on just about
anything you would need for PDF Studio.

Within PDF Studio
Contact us from within PDF Studio by going to Help Tab > Email Support and sending
us an email or question. This is the most effective way for us to assist you as it will
provide us a copy of the PDF Studio error logs which will help us to resolve any problems
you may have.

Email

studiosupport@goppa.com

Only e-mail Technical Support directly if you encounter problems while using PDF Studio
and are unable to send us an e-mail from within PDF Studio as listed above. When you
contact us, please have a clear description of the problem, PDF Studio version, name and
version of your operating system, as well as include any documents or screenshots
showing the issue. To find the PDF Studio version and serial number, start PDF Studio and
select About PDF Studio from the Help tab.

Release notes

For documentation updates and release notes, refer to our knowledge base here (PDFE
Studio 2019 change log)

Download PDF Guide

PDF Studio 2019 User Guide (.PDF)
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Previous Version User Guides

PDF Studio 2018 - @Online ii PDF
PDF Studio 12 - @Online ii PDF
PDF Studio 11 - @Online ii PDF
PDF Studio 10 - @Online ii PDF
PDF Studio 9 - ii PDF

PDF Studio 8 - ii PDF

PDF Studio 7 - ii PDF

PDF Studio 6 - M PDF

What's New

New Major Features in Version 2019

e Cloud Storage Integrations

e Dropbox

e Google Drive
e One Drive

e DocuSign© Integration
« PDF/UA Tag Editing

o Tag Explorer

e Create Document Tags

e Create Content Tags

o Edit Tags

o Set Alternative Text

e Document reading options including binding direction and language
o PDF/UA Verification
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o Split Document View

e Fix Scan Tool with Deskew, Optimize & OCR

e New Vector Overlay Comparison

e New Sanitize document tool to remove sensitive data

User Interface
NEW Features

e New option to customize quick access toolbar with favorite tools
e New split document view

e Text markup and redaction tools in Advanced Search

o New Reduce Size option in File tab

e New option in File tab to close all documents

e New form field Date Picker Button

e New field calculation order tool

e New option to set RTF property on form fields

e New options to merge & flatten layers

o New locale settings option in preferences

Enhancements

e Measurement tools are now a Standard feature

e Options to collapse / minimize the ribbon toolbar

e Option to “Include subfolder” when selecting directory for batch processing
e Option to “Replace page content only” when replacing pages

e Option to create watermark in front or behind PDF content

e Option to lock/unlock scrolling on side by side compare

e Option to show field tab order numbers in form editing mode

e Clear formatting option for text annotations

e Additional properties now available in image properties editing dialog
e Ctrl + A now selects text on all pages

o Continue scanning multiple pages when using Flatbed scanner

e Mini toolbar now displayed when placing fields

e Copying and pasting Text — now preserves font, color, paragraphs

Cloud Storage
e Google drive storage integration

e Dropbox storage integration
e One Drive storage integration

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix
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Microsoft Office

e Option to embed fonts when converting Excel documents

e Support for basic image formats (png, jpeg, bmp) in Excel conversion

e Support for predefined shape objects (callout, shapes, lines) in Excel conversion
e Support for simple EMF Images in Word conversion

e Support for rotated and cropped images in Word conversion

Overlay Comparison (Pro)
e Vector based overlay output for higher detailed comparisons
e Automated overlay comparison alignment tool using points on the page
e Overlay comparison output workflow improvements
Prepress / Print Production
o New Tags Panel (tag explorer)
o PDF UA create tag from text selection
e PDF/UA verification
e New “Advanced” document properties tab (UA options)
e Imposition Tool enhancements

Digital Signatures

e DocuSign© integration including signing and sending for signatures
e “Reason” is now displayed on digital signatures

Other Enhancements
e Ability to export form data as CSV or Text
e Display option to Save As when file is read only
e Ability to add/edit custom metadata values to the PDF
o Basic License Key Management in License Key Dialog

e Added JavaScript support for flatten pages
e Many internal bugs & fixes

System Requirements

Installation requirements

e 350 MB free hard disk space (OCR language packs will require additional space)

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix
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e Internet connection for product activation, internet services (i.e. Google Drive, DocuSign,
etc..), OCR languages, and product updates
e Pointing device and keyboard

Minimum Hardware requirements

e 1024 MB free RAM (system memory)
e Screen resolution of 1024 x 768 or higher is highly recommended

Operating systems

Platform Download Instructions

Windows: Windows 10, %\58%
Windows 8 & 8.1, Windows - Windows
7, Vista, XP, Server, NT, Windows 32- Instructions
etc... I
Bit

macOS X:10.13 (High MacOS Mac OS X
Sierra), 10.12, 10.11, 10.10, — -

Download Instructions

10.9, 10.8, 10.7

Linux 32-bit

Download .
Linux: Not sure which Linux? Instructions
L3, B Linux 64-bit E—
Download
Other Unix* — AIX, Solaris Unix Unix
Intel, Solaris Sparc, HP-UX Download Instructions

*Java Runtime Required:

The Java Runtime Environment (JRE) 1.8.x, is the minimum version required to use the full functionality of
PDF Studio. However, we strongly recommend Oracle Java version 1.8 build 162, or the latest Oracle Java
8, - for Linux users - OpenJDK 8 or higher
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PDF Studio Installation Instructions

Windows Instructions:

o Instructions
e After downloading, double-click PDFStudio_win64.exe.

Mac OS X Instructions:

o Instructions
o Double click on the installation file PDFStudio_mac64.dmg to mount the disk
image, then double click on the mounted image
o Finally double click on the installer PDF Studio Installer.

Note: PDF Studio 2019 works on Mac OS 10.6 (Snow Leopard) or later.

Linux Instructions:

o Instructions
After downloading the installer, open a Terminal window and type the following two
commands:
e '"cd Downloads" or replace "Downloads" with the directory where you
downloaded the installer
o sh ./PDFStudio linux64.sh.
o This will start the installer.

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix
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Other Unix Instructions: AIX, Solaris, HP-UX

o Instructions
o After downloading the installer, open a shell and, cd to the directory where you
downloaded the installer.
e At the prompt type: sh ./PDFStudio_unix.sh. This will start the installer.

Note: You need to install a Java 1.8 virtual machine. When available, we strongly
recommend using the JVM distributed by Sun Oracle as our experience has been that
other JVMs introduce a lot of issues in PDF Studio (GTK issue with toolbar spacing
issues, no SWT support for native file browser, other bugs with image rendering). You
can download one from Sun’s Java web site or contact your OS manufacturer.

Registration / Unregistration / Transfer

When running in demo version, a watermark will be added to documents upon saving them.
To run in full production mode, PDF Studio needs to be activated with the license key that is
emailed to you after your purchase.

Registration / Activation
Use one of the following methods below to register / activate PDF Studio

e Launch PDF Studio and a trial dialog will show up where you can click on the Activate
button.

o IfPDF Studio is already launched go to Help Tab > = Activate.
Then enter your license key and follow the instructions to activate the software

Note: If your computer is offline, put it online temporarily to activate the software. If
the computer can not be put online, contact PDF Studio Customer Support for help.

Unregister / Deactivate Device

Uninstalling PDF Studio from a computer does not automatically deactivate it. If you are
moving computers, first deactivate PDF Studio from your old computer before activating it on
your new computer.
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If you have reached the maximum number of activations allowed on your license, you need to
first deactivate PDF Studio on a computer you no longer use before activating it on another
computer.

How to Unregister Single Device

Go to Help Tab > = License Information and click on the “Unregister” button.

Note: If your computer is offline, put it online temporarily to activate the software. If
the computer can not be put online, contact PDF Studio Customer Support for help.

To access the key management tool:

The License Key Management tool can be used to view or remove any current users &
machines registered to your license key.

1. Launch PDF Studio on any of the machines currently registered

2. Go to the Help Tab > = License Information on the toolbar
3. Click on Manage to see the current list of registered users and devices associated with
your key
e Note: This option is only available for license keys with 10 or less Users
4. Check the box next to each of the User(s) / Device(s) you wish to unregister
Click on the “Unregister” button

9]

Transfer License Key
If you are moving computers or have reached the maximum number of activations allowed on
your license, you need to first deactivate PDF Studio on a computer you no longer use before
activating it on another computer.
1. Follow the directions above to deactivate the User(s) / Device(s) you no longer need to
free up a spot

2. Once deactivated Download and install PDF Studio on the new device
3. User your license key to activate the new User(s) / Device(s)

Retrieve Current Registered User(s) / Device(s)

For keys with 10 users or less, use the new license key management tool to view the list of
current users & machines registered to your license key.

To access the key management tool:

1. Launch PDF Studio on any of the machines currently registered
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2. Go to the Help Tab then click on License Information
3. Click on Manage to see the current list of registered users and devices associated with
your key

Note: This option is only available for license keys with 10 or less Users

Removing Demo Watermarks

When running in demo version, a watermark will be added to documents upon saving them. If
you have saved documents while PDF Studio was running in demo mode you can remove the
demo watermarks once PDF Studio has been activated.

How To Remove Demo Watermarks

Go to Help Tab > Remove Demo Watermark and use one of the below options to
remove the watermarks.

e Current Document - Removes the PDF Studio Demo watermark from the currently
opened document

o Batch - Use this option to start a batch process and remove the PDF Studio Demo
watermarks from multiple documents. See Selecting Batch Files for instructions on using
the batch dialog.

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix
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Getting Started with PDF Studio

To start using PDF studio, simply launch the application and open a PDF document using the

=
Welcome Screen, by going to File Tab > Open, or the using Open button on the toolbar.
Once a document is loaded, you can being navigating, editing, printing, or saving the
document as you wish.

Top Toolbar

The main Toolbar is located at the top of the PDF Studio window. Use the ribbon tabs to
navigate between each set of tools available in PDF Studio. The Office Style Ribbon Toolbar
is the default layout and where you will find all of the functions in PDF Studio. If you wish,
you can switch to the Classic Toolbar in Toolbar Preferences.

Welcome Screen

The Welcome Screen is located in the main frame of PDF Studio and is only displayed when
no document is currently open. The welcome screen allows you to quickly open recent new
files, create PDFs from various sources, or access the user guide and knowledge base.

Panes

Panes are where you will find additional tools or information on the current document. These
pane can be resized by clicking and dragging the edge of the pane. Pane can also be completed
closed by either clicking the "x" on the top right of the pane or using the toggle buttons on the
left of the PDF Studio window.

Details of each of the panels are listed below.

Left Pane

The left pane can show one of four different views. The views can be toggled by their
respective buttons on the left side of the screen, or from the View menu. The following views
are available:

D Pages Pane — view miniature versions of all the pages in the documents. Click a
thumbnail to go to that page. Thumbnails can be dragged and dropped within a document to
move pages, or across documents to copy pages into another document. You can also drag
supported file types to the thumbnail pane to add them as PDF Pages.
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Ai Bookmarks Pane — view bookmarks or the document's table of contents, if present.
Bookmarks allow navigation through bookmarked regions.

||
-|-= Destinations Pane - view, create, manage PDF Destinations

@ Attachments Pane - view files that have been attached to the PDF document, if any.
Attached files can be viewed, saved, or deleted.

Layers Pane — view PDF Layers contained in the document, if any. You can toggle layers
by checking them on or off.

] Signatures Pane — view digital signatures that have been applied to the document

A\
> Tags Pane - view, create, manage PDF Document Tags

Right Pane

The My Comments list in the right pane shows frequently used and saved comments. Click on
any of the comments to quickly reuse a previous or saved annotation with just a single click.

Bottom Pane

The Comments view in the bottom pane shows any comments / annotations in the document.
Navigate to a specific comment by selecting it in the list.

Welcome Screen

The Welcome Screen is located in the main frame of PDF Studio and is only displayed when
no document is currently open. The welcome screen allows you to quickly open recent new
files, create PDFs from various sources, or access the user guide and knowledge base.
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PDF Studio 2019

Recent Documents Create PDF
[#] alphabets.pdf E“ﬁ From He
[¥] Zeitgeist players guide.pdf
% winery.pdf w From Multiple Files

[# Old News 17-2.pdf
; From Scanner

= Open file D New Document
Knowledge Base ii User Guide

Show welcome screen on startup

Welcome Screen Options

Recent Documents - The recent documents section displays the 5 most recent PDF files
opened with PDF Studio. To open a file in this list just click on the name of the file that you
wish to open.

» Open File: Displays the file chooser to select a PDF document to open

Create PDF - Create PDF provides you with quick access to many of the PDF creation
functions available throughout PDF Studio. Simply click on the function you wish to use to
launch the tool.

E
“BFrom File: Converts a Single File to PDF using any of the Supported Files Types

.}}.
hl’ From Multiple Files: Merges/Converts Multiple Files at once to create a single PDF

~ . .
“= From Scanner: Launches the Scanning Dialog to create a new PDF

D From Blank Page: Creates a Blank PDF with no content

i. PDF Studio User Guide - Link that opens the online PDF Studio user guide
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Online Knowledge Base - Link that opens the Online Knowledge Base for PDF Studio
that contains additional information and tutorials

Show Welcome Screen on Startup - Uncheck this option if you wish to not see this dialog at
startup. This setting can be re-enabled in the General Preferences

PDF Studio Ribbon Toolbar

The Toolbar is located at the top of the PDF Studio window. Use the ribbon tabs to navigate
between each set of tools available in PDF Studio. The Office Style Ribbon Toolbar is the
default layout and where you will find all of the functions in PDF Studio. If you wish, you can
switch to the Classic Toolbar in Toolbar Preferences. The default toolbar is setup as displayed
below (in the Pro version).

B-Ad&a-=2|9e v) |TextBax |
T T
I [ vere | conment  Doaument  Pages  Comvert  Forms  Seare  View  Bath  Heb | Propertes

IG5 snapshot [ FitToPage | (5 Layout v A * | sticky Note IB @ @ Az = A
i « =5 o] || [ Create New =
Search D [ Actual Size | ¥D Left T Arrow ; D EX
o

o oW =
Hand  Select  Object FitTo Typewriter  Highliht Rubber Rotate Insert Extact Delete | EditText&  Edit Content
Text  Select | % Advanced Search || Width  ® Zoom v ¥ Right Text  [] Square Stamp v v Images ~

Tools View Comment its Pages Content

Toolbar Preferences

You can access the Toolbar Preferences dialog by going to File Tab > Preferences and
selecting Toolbars.

Ribbon Toolbar Descriptions
File

Properties: Opens the Document Properties of the current open document

Create: Create PDF provides you with quick access to many of the PDF creation functions
available throughout PDF Studio. Simply click on the function you wish to use to launch
the tool.

"BFrom File: Converts a Single File to PDF using any of the Supported Files
Types
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" From Multiple Files: Merges/Converts Multiple Files at once to create a single
PDF

Y . )
“= From Scanner: Launches the Scanning Dialog to create a new PDF

D From Blank Page: Creates a Blank PDF with no content

Open: Open a PDF document or convert any of the supported file types to a PDF.

@Recent Documents: Displays a list of most recent 200 documents that have been
opened

IEliComputer: Opens local file chooser select file to open
= .
== From URL: Allows you to open a PDF file from a specified web address

L’Google Drive: Allows you to open any supported file type directly from your
linked Google Drive

A
“*Dropbox: Allows you to open any supported file type directly from your linked

Dropbox

“ OneDrive: Allows you to open any supported file type directly from your
linked OneDrive

Save: Save the current document. This button will be disabled if no changes have been
made to the document.

Save As: Save the current document as a new file.

Reduce File Size: Creates an optimized version of the document to reduce the file size.

Email: Attaches the current document to an email using the email application set within
Email Preferences.

Close: Closes the currently open document

Close All: Closes all documents open in PDF Studio
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Revert/Reload: Closes and reopens the currently reopened document to it's last saved
state

Print: Prints the current document using the PDF Studio printer dialog. To use the system
print dialog see Print Preferences.

Preferences: Opens PDF Studio Preferences

Exit: Closes all currently open document and shuts down PDF Studio
Home

Tools

U Hand: Click and drag to scroll or move the pages.

el Object Select: Used to Edit Interactive Objects within the PDF.

E"jTake Snapshot: Used to save a portion of the document as an image.

Search: Starts the Quick Search tool

o) Advanced Search: Starts the Advanced Search tool

View

D Fit to Width: Scales the view to fit the width of the document in the PDF Studio
frame.

[3 Fit to Page: Scales the view to fit the entire document within the PDF Studio frame.

Actual Size: Displays the document with a 1:1 ratio to match how the document
would look if printed without any scaling.

Zoom: Select a preset zoom percentage or type in the field for a custom zoom value.

#. Zoom In: Zoom in to view the content larger.
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= Zoom Out: Zoom out to view the content smaller.

it Zoom Tool: Zooms to a selected area within a page. Click and drag to select the
rectangle area you wish to zoom to.

Layout: Sets the page layout on the curret document

Single: Displays only a single individual page at a time

=]
I="1Single Continuous: Displays all of the document's pages in a single column that

can be continuously scrolled

EI EFacing: Displays only two pages at a time side by side with odd pages on the
left and even pages on the right

| 5

“1= Facing Continuous: Displays all of the documents pages in two columns with
odd pages on the left and even pages on the right

|ECover: Displays the document just as when using Facing only the first page will
be displayed alone

=
“1I=Cover Continuous: Displays the document just as when using Facing
Continuous only the first page will be displayed alone

“J Rotate View Counter Clockwise: Rotates only the view within the document counter
clockwise (Note: This rotation will NOT be saved when the document is saved then
reopened. To save the page rotation see Rotating Pages).

C¥ Rotate View Clockwise: Rotates only the view within the document clockwise (Note:
This rotation will NOT be saved when the document is saved then reopened. To save the
page rotation see Rotating Pages).

Comments
m . . .
4 Typewriter: Creates a typewriter annotation.

A Highlight Text: Used to highlight text on a document.

Sticky Note: Creates a sticky note annotation.
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'-—/ Arrow: Creates an arrow annotation.
Ll Square: Creates a square annotation.

- Rubber Stamp: Used to place a rubber stamp on the document. Click directly on the

button to reuse the last used stamp or click on the down arrow  to select another stamp
or choose between the following rubber stamp options.

Standard: Standardized stamps included with PDF Studio such as: Approved, Not
Approved, Draft, etc...

Dynamic: Standardized stamps that also include a time and date that will automatically
be set once placed.

Sign Here: Standardized signature stamps included with PDF Studio such as: Sign
Here, Initial Here, Witness, etc...

Pages

-
%Rotate: Options to rotate pages in 90 degree increments.

Note: Rotating Pages is different then Rotating Page View in that it is not
temporary and the changes made using this tool will permanently rotate the
pages within the document when saved.

@Insert:

D Add Blank Page: Inserts a blank page into the document

@Append Document: Select a PDF file to add to the end to the currently open
document

@Insert Pages: Insert other PDF documents to a location you specify within the
PDF

IEIImport Image as Page: Import an image directly into the PDF as a page

QFrom Scanner: Creates a PDF from a scanner using either of the 2 available
scanning dialogs. The last used option will be the default. Click on the down arrow
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to choose between the available scanner dialogs. (Note: Windows and Mac 64-
bit installers will always use WIA/ICA)

Scan with Twain: starts TWAIN Scanning.

Scan with WIA / ICA / Sane Direct: Scans using the PDF Studio dialog
e Scan with Sane Daemon: starts Sane Daemon Scanning

@Extract: Options to extract pages from the PDF

D Delete: Delete pages from the current PDF
Content

| Edit Text & Images E8: Allows you to Edit Text & Images directly inline in the
PDF.

=% Edit ContentE3: Allows you to Edit Content as the separate object created within
the PDF.

All: Edits all of the available content types at once. (Default)

/% Text: Edit individual text strings with the PDF
“+Images: Edit images contained within the PDF

7% Paths: Edit lines and shapes within the PDF

3
#.:Shades: Edit shade and gradient objects within the PDF
Fast Sign

The Fast Sign tool allows you to create electronic signature stamps that can be easily applied
to documents.

Jehn Dee

J-D.5.

€< |2

Fast Sign

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix



-38-

Note: It's important to also understand that an "Electronic Signature” (Fast Sign) is not
the same as a "Digital Signature". An electronic signature (Fast Sign) is a graphical
representation of a signature on pen and paper such as an image or drawing. A digital
signature (which may also have a graphical representation) contains a unique
encrypted ID to verify its authenticity.

Comment

Tools

"/ Hand: Click and drag to scroll or move the pages.

<+ Typewriter: Creates a typewriter annotation.
|ijallout: Creates a callout annotation.
|:| Text Box: Creates a text box annotation.

‘.

Sticky Note: Creates a sticky note annotation.

Markups
A Highlight Text: Used to highlight text on a document.
Crossout Text: Used to cross out text on a document.
Underline Text: Used to underline text on a document.
Squiggly Underline Text: Used to squiggly underline text on a document.

Insert Text: Adds an insert text markup on the document.
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A Re place Text: Adds a replace text markup on the selected text.

Shapes
O Circle: Creates a circle annotation.

Ll Square: Creates a square annotation.

“-- Area Highlight: Highlights an area on a document. Useful when trying to highlight
scanned text.

C Polyline: Creates a polyline annotation.
O Polygon: Creates a polygon annotation.
QCloud: Creates a cloud annotation.

/ Line: Creates a line annotation.

4 Arrow: Creates an arrow annotation.

Z Pencil: Creates a pencil annotation.

Stamps

1 Rubber Stamp: Used to place a rubber stamp on the document. Click directly on the

button to reuse the last used stamp or click on the down arrow to select another stamp
or choose between the following rubber stamp options.

Standard: Standardized stamps included with PDF Studio such as: Approved, Not
Approved, Draft, etc...

Dynamic: Standardized stamps that also include a time and date that will
automatically be set once placed.

Sign Here: Standardized signature stamps included with PDF Studio such as: Sign
Here, Initial Here, Witness, etc...
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4 Image: Adds an Image as a Rubber Stamp annotation to the document.

- Create: Choose from the below options to create a stamp

e Create Text Stamp: Create a custom Text Stamp that will be added to the rubber
stamps list.

e Create Image Stamp: Create a custom Image Stamp that will be added to the
rubber stamps list.

e Create PDF Stamp: Create a PDF Stamp that will be added to the rubber stamp
list

e Create Custom Stamp: Create a Custom Stamp that will be added to the rubber
stamps list.

& Manage Stamps: Opens the Rubber Stamp Manager to create/edit/delete rubber
stamps.

Measure

““Distance: Used to measure the Distance between two points on the document.

:—+Perimeter: Used to measure the Perimeter on the document using multiple connected
lines.

+4 Area: Used to measure a designated Area on the document.

Media

2

Link: Used to Create Links in a document.

|'g Sound: Adds a Sound Annotation attachment to the document.

@ Attach File: Attaches a file to the PDF without an annotation. Click on the down arrow

¥ to attach a file to the document with an annotation.

Comments

View List: Displays the Comments Panel
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E Export: Options to Export All Comments into a separate file

E Import: Options to Import Comments from either an FDF, XFDF, or PDF file into the
current document.

—
I Flatten: Flatten Annotations directly on the page to which they belong so they are not
editable anymore.

1l Delete: Delete all comments on the current page or entire document

delete or remove any comments from the document)

Hide: Toggles displaying or hiding all comments within the document (Note: Does not
Document

Tools

U Hand: Click and drag to scroll or move the pages.

0

Content

Object Select: Used to Edit Interactive Objects within the PDF.

| Edit Text & Images E8&: Allows you to Edit Text & Images directly inline in the
PDF.

Edit ContentE3: Allows you to Edit Content as the separate object created within
the PDF.

All: Edits all of the available content types at once. (Default)

£ Text: Edit individual text strings with the PDF

= Images: Edit images contained within the PDF
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7 Paths: Edit lines and shapes within the PDF

s
£.:Shades: Edit shade and gradient objects within the PDF

T
-
e

="~ Mark for Redaction™®: Marks content for Redaction.

Process PDF

OCRES: Allows you to add text to scanned documents or images so that the
document can be searched or marked up as you would any other text document.

| |
E OptimizeE®: Compress images or remove objects in order to reduce the PDF file size.
Contains the following drop down options.

e Optimize...: Starts the custom optimize dialog

e Audit: Performs an optimization audit to show what elements of the document are
using the most space

o Aggressive: Starts the Agressive optimization profile - Light compression
maintaining higher quality images

e Balanced: Starts the Balancedoptimization profile - Compression suitable for
most standard needs

o Light: Starts the Lightoptimization profile - High compression while sacrificing
image quality

AN, . I .
-*-'le Scan@3: Fix scans to they are deskewed, optimized & contain searchable text

Compare

EjOverlay: Visually compare documents by overlaying a second document onto the
first using different colors to display any differences.

]Side by SideE3: Open two PDF documents in the same window next to each other to
compare visually.

Print Production

= Preflight: Compliance verification to verify the document meets various archival
compliances defined by ISO PDF standards.
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& Imposition: Advanced Imposition Module that will allow you to preview and
create PDF Imposition Layouts.

Output Preview: Simulates how the PDF will look based on different ICC color
profiles to accurately preview how the printed version will look.

Form Data
Ei*'gi'Reset Fields: Resets the data in all fields in the form.

E Export: Export form data in the current document into a file in FDF, XFDF, XDP, or
XML formats.

E Import: Import form data in the current document into a file in FDF, XFDF, XDP, or
XML formats.

—
I Flatten: Flatten all fields in the form.

Pages

Tools

"/ Hand: Click and drag to scroll or move the pages.

= Object Select: Used to Edit Interactive Objects within the PDF.

Navigation
JEl‘Bookmarks: Create bookmarks within the PDF document.

Ig~.:?5:~Links: Create links within the PDF document.

Page Marks

D Header & Footer: Add or remove headers & footers
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Watermark: Add or remove headers & footers

Pages
@Insert:

D Add Blank Page: Inserts a blank page into the document

Append Document: Select a PDF file to add to the end to the currently open
document

@Insert Pages: Insert other PDF documents to a location you specify within the
PDF

|Ellmport Image as Page: Import an image directly into the PDF as a page

QFrom Scanner: Creates a PDF from a scanner using either of the 2 available
scanning dialogs. The last used option will be the default. Click on the down arrow

¥ to choose between the available scanner dialogs. (Note: Windows and Mac 64-
bit installers will always use WIA/ICA)

e Scan with Twain: starts TWAIN Scanning.
e Scan with WIA / ICA / Sane Direct: Scans using the PDF Studio dialog.
e Scan with Sane Daemon: starts Sane Daemon Scanning

@Rotate: Options to rotate pages in 90 degree increments.

Note: Rotating Pages is different then Rotating Page View in that it is not temporary
and the changes made using this tool will permanently rotate the pages within the
document when saved.

H Crop Pages: Allows you to Crop PDF page(s)
D Delete: Delete pages from the current PDF
@Extract: Extract a portion of a PDF into a separate document.

&
d_';lReplace: Replace pages from a PDF using pages from another PDF
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Reverse: Automatically reverse the order of the pages within a PDF.
Advanced

LAl
I71Split: Split PDF documents in a variety of ways.
[3 Resize: Resize a page to a specified dimension.

Templates: Create/Edit additional pages stored within the PDF that can be appended
or shown based on a JavaScript trigger or action within a document.

> Label Pages: Set distinct names or numbers that can be different from bookmarks or

standard page numbers.

Convert

Tools

"/ Hand: Click and drag to scroll or move the pages.

= Object Select: Used to Edit Interactive Objects within the PDF.

Create PDF

Q From Scanner: Creates a PDF from a scanner using either of the 2 available scanning
dialogs. The last used option will be the default. Click on the down arrow to choose
between the available scanner dialogs. (Note: Windows and Mac 64-bit installers will
always use WIA/ICA)

e Scan with Twain: starts TWAIN Scanning.
e Scan with WIA / ICA / Sane Direct: Scans using the PDF Studio dialog.

¢ Scan with Sane Daemon: starts Sane Daemon Scanning

|EIFrom Image: Create PDF from one of the supported image file types *png, *jpg,
*peg, *jpe, *gif, *tif & *tiff. (Image To PDF settings are in the Preferences Dialog)
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ﬁ From Word: Create PDF from one of the supported file types .doc and .docx (Word to
PDF font settings are in the Preferences Dialog)

B From Excel: Create PDF from one of the supported file types .xIsx files only (Excel to
PDF font settings are in the Preferences Dialog)

D New Document: Creates a Blank PDF with no content

3
From Multiple Files: Merges/Converts Multiple Files at once to create a single PDF

Convert To

@ Text: Extract all text contained within a PDF document to a .txt file.

IEIImages: Convert the pages of a PDF document into the following image formats .jpg,
.png, .tif, .gif

when downloading from a web.

5| HTML5 / SVGEB: Convert PDF documents to an HTML5 web page.

ﬁ Word&&: Convert PDF documents to a Microsoft Word file using a direct connection
with the Microsoft Office application installed on your computer. Requires a valid version

of Microsoft Word (2013 or later).

I?:ELPDF/A: Convert files to the PDF/A format, a strict subset of the ISO PDF
specification used to create archival versions of documents with the intent that they will

always render exactly the same as when they were saved.

Forms

Tools

= Object Select: Used to Edit Interactive Objects within the PDF.

L Typewriter: Creates a typewriter annotation.
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Fields

“—IText Box: Creates a text box field

& -
O==Check Box: Creates a check box

= -

o= ¥ Radio Button: Creates a radio button. To create a new group of Radio Buttons
click on the down arrow to the right of the Radio Button on the toolbar and then
select New. This will start a new group for the Radio Buttons.

EFCombo Box: Creates a combo box

ED List Box: Creates a list box

“““Button: Creates a push button

(] Signature: Creates a digital signature field

Image Button: Creates an Image button

UL

L1 Date Field: Creates a date field using the following format m/d/yy

Form Data
& Calculation Order: Allows you to set the form field calculation order in the document
@Reset Fields: Resets the data in all fields in the form.

E Export: Export form data in the current document into a file in FDF, XFDF, XDP, or
XML formats.

E Import: Import form data in the current document into a file in FDF, XFDF, XDP, or
XML formats.

— ]
I Flatten: Flatten all fields in the form.
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View

E-}’)Preview Form: Toggles form editing mode to allow testing the fields while remaining
in the Forms tab

Ch
CHEShow Tab Order: Displays the field's tab order number when in editing mode
i g Highlight Fields: Highlight all fields in the form, making them easier to locate.

Ij:l Show Rulers: Toggles display of rulers in document viewing area

=/Show Grid: Toggles the grid display on top of the PDF
Secure

Tools

U Hand: Click and drag to scroll or move the pages.

= Object Select: Used to Edit Interactive Objects within the PDF.

Protect Document
DDocument Security: Change passwords and permissions on PDF documents.

EDocusign@ Allows you to send or sign the document using the DocuSign© service

Sanitize Document

B Sanitize: Converts the pages of the document to images and removes all sensitive
information

Digitally Sign

|=_-—’2r Digitally Sign&3: Allows you to Digitally Sign the current PDF
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s Certify Document@®: Digitally Sign the current PDF with additional document
security options to prevent the document from being modified.

EAdd Signature Field&3: Creates a digital signature field
Digital IDsE®: Manage the Digital IDs used by PDF Studio
%
Timestamp Servers&3: Manage the Timestamp Servers used by PDF Studio

ﬁTrusted Certificates: Manage the Trusted Certificates used by PDF Studio

Fast Sign

The Fast Sign tool allows you to create electronic signature stamps that can be easily applied
to documents.

dJohn Doe J-D.§.

€| <|>

| Fast Sign |

Note: It's important to also understand that an "Electronic Signature” (Fast Sign) is not
the same as a "Digital Signature". An electronic signature (Fast Sign) is a graphical
representation of a signature on pen and paper such as an image or drawing. A digital

signature (which may also have a graphical representation) contains a unique
encrypted ID to verify its authenticity.

View

Modes

L*"'lReading Mode: Hide all of the toolbars and panes to enhance the reading experience.

é Loupe Tool: Displays a zoom window that zooms in on the PDF to show the smallest
detail.

LY

CZJPan and Zoom: A window showing the portion of the page currently on screen. Drag
the red box to adjust the view of the document.
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o
l‘{L'-' Touch Mode: Enables/Disables Touch mode

View

LAl
I'71Split View: Displays 2 separate views of the same currently opened document

© Invert Colors: Invert colors when rendering a PDF document

F Show Rulers: Toggles display of rulers in document viewing area

=IShow Grid: Toggles the grid display on top of the PDF

Form Data
—
I Flatten All Fields: Flatten all fields in the form.
i g Highlight Fields: Highlight all fields in the form, making them easier to locate.

E:"E‘@'Reset Fields: Resets the data in all fields in the form.
Display

D Fit to Width: Scales the view to fit the width of the document in the PDF Studio
frame.

. s . . s .
[-J Fit to Page: Scales the view to fit the entire document within the PDF Studio frame.

Actual Size: Displays the document with a 1:1 ratio to match how the document
would look if printed without any scaling.

Zoom: Select a preset zoom percentage or type in the field for a custom zoom value.
®. Zoom In: Zoom in to view the content larger.

= Zoom Out: Zoom out to view the content smaller.

= Zoom Tool: Zooms to a selected area within a page. Click and drag to select the
rectangle area you wish to zoom to.

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix



-51-
Layout: Sets the page layout on the curret document

Single: Displays only a single individual page at a time

1=
I=1Single Continuous: Displays all of the document's pages in a single column that

can be continuously scrolled

£| EFacing: Displays only two pages at a time side by side with odd pages on the
left and even pages on the right

ll | 5
“1= Facing Continuous: Displays all of the documents pages in two columns with

odd pages on the left and even pages on the right

ECover: Displays the document just as when using Facing only the first page will
be displayed alone

=
“1=Cover Continuous: Displays the document just as when using Facing

Continuous only the first page will be displayed alone

“J Rotate View Counter Clockwise: Rotates only the view within the document counter
clockwise (Note: This rotation will NOT be saved when the document is saved then
reopened. To save the page rotation see Rotating Pages).

¥ Rotate View Clockwise: Rotates only the view within the document clockwise (Note:
This rotation will NOT be saved when the document is saved then reopened. To save the
page rotation see Rotating Pages).

Window

ECascade: Rearrange all PDF Studio windows so that they are staggered on top of each
other

|:lTile: Rearrange all PDF Studio windows horizontally or vertically in the entire screen
area so that each frame is equal size and visible

Minimize All: Minimize all PDF Studio windows

Open Frames: Displays a preview of the each document open in PDF Studio. Click on the
preview image to bring that PDF Studio window to the front.
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Batch
Comments

Ul Batch Delete All Comments: Deletes all comments and annotations from a batch of
PDFs

~ )
I Batch Flatten All Comments: Flattens all comments and annotations from a batch of
PDFs

Convert To

Batch Convert Files to PDF: Convert a batch of Supported Files to PDF

|};b‘ﬂ'aBatch Convert to PDF/A: Convert a batch of PDFs to PDF/A

EI Batch Extract Text from PDF: Extract text from a batch of PDFs

Document

D Batch Apply Header and Footer: Add a header and/or footer to a batch of PDFs

Batch Apply Watermark: Add a watermark to a batch of PDFs

zBatch Crop Pages: Crop a batch of PDFs

nl_"'j Batch Resize Pages: Change the document page size of PDFs

D Batch Delete Pages: Deletes a selected page range from each of the PDFs in the batch

hl; Batch Merge Documents: Merge a batch of PDFs to a single document

@ Batch OCR Documents: OCR a batch of PDFs to add searchable text

@Batch Rotate Pages: Rotates all pages within a batch of PDFs

@ Batch Set Initial View: Set the initial view settings for a batch of PDFs
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LAl
I'71Batch Split Documents: Split a batch of documents

=
E Batch Optimize: Optimize a batch of PDFs to reduce the file size

=" Batch Preflight: Verify document compliance using various PDF standards for a batch
of PDFs

Forms

E‘ Batch Export Forms: Export form field data from a batch of PDFs

—]
I Batch Flatten All Fields: Flattens all fields from a batch of PDFs

@'Batch Reset Fields: Resets the field values from a batch of PDFs

Images

|EIBatch Extract Pages as Images: Convert the pages from a batch of PDFs to images

@Batch Rasterize PDF: Re-creates the document using images of the pages instead of
vector commands.

Print

=
B9 Batch Print: Print a batch of PDFs

Security

D‘Batch Set Security: Set the security settings for a batch of PDFs

Properties

Tools

") Hand: Click and drag to scroll or move the pages.

“F'Select Text: Click and drag to Select Text within the document.
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0]

Object Select: Used to Edit Interactive Objects within the PDF.
Font

Helvetica -~

Font: Sets the font for the selected annotation.
12

Size: Sets the font size for the selected annotation.

mm " Text Color: Sets the font color for the selected annotation.

B Bold: Makes the selected annotation or text Bold.

Italic: Makes the selected annotation or text [falic.
I

— Underline: Makes the selected annotation or text underlined

L Strikethrough: Marks the selected annotation or text with a strikethrough

Left Text Alignment: Sets the text alignment for the selected annotation.

Center Text Alignment: Sets the text alignment for the selected annotation

;j Right Text Alignment: Sets the text alignment for the selected annotation.
Style

=
Y Fill Color: Allows you to select the fill color of the selected objects.

- Border Color: Allows you to select the border color for the selected objects.

" Line Width: Sets the border line width for the selected objects.

" Transparency: Sets the transparency for the selected objects.
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Align
=
= Align Left: Aligns the selected objects to the left.
:I . .
= Align Center: Aligns the selected objects to the center.
= Align Right: Aligns the selected objects to the right.
—_—
1 Align Top: Aligns the selected objects to the top.
(o Align Middle: Aligns the selected objects to the middle.

-D”-Align Bottom: Aligns the selected objects to the bottom.

Distribute

|]':”]Distribute Horizontally: Evenly distributes the selected objects horizontally.

=I

= Distribute Vertically: Evenly distributes the selected objects vertically.
Size

)
i:":EiAlign Width: Aligns the width of the selected objects.

IL.HAlign Height: Aligns the height of the selected objects.

Align Both: Aligns both the width and the height of the selected objects.

Bottom Toolbar

The bottom toolbar contains basic document information as well as the navigation and page
view options for the document.

Page Information

Page Size: The size of the current page in view
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Cursor Coordinates: The current X & Y location on the page of the cursor using the
units set in Preferences

Navigation
I< First Page: Navigates to the first page of the document.

< Previous Page: Navigates to the previous page in the document.

L Jof 12Page Number: Displays the current page being viewed and the total number
of pages. Type a number into the field and press "Enter" to navigate directly to that page.
Documents using Page Labels will require the exact page label to be entered (i.e. iv, v,
etc...)

? Next Page: Navigates to the next page in the document.
2| Last Page: Navigates to the Last page in the document.
+. Previous View: Navigates to the last view within the document.

~"Next View: Navigates to the next view within the document.
Page Fit

Single: Displays only a single individual page at a time

Iil . . .

I=1Single Continuous: Displays all of the document's pages in a single column that can
be continuously scrolled

EI |EFacing: Displays only two pages at a time side by side with odd pages on the left and
even pages on the right

ll | 5
71I= Facing Continuous: Displays all of the documents pages in two columns with odd

pages on the left and even pages on the right

= Zoom Out: Zoom out to view the content smaller.

99 ~!Zoom To/Current Zoom: Displays the current zoom value. You can also
select a preset zoom percentage or type in the field for a custom zoom value.

®. Zoom In: Zoom in to view the content larger.
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PDF Studio Classic Toolbar

The Office Style Ribbon Toolbar is the default layout and where you will find all of the
functions in PDF Studio. If you wish, you can switch to the Classic Toolbar in Toolbar
Preferences. The Classic Toolbar is where you will find all of the most commonly used
functions in PDF Studio and the remaining features can be found in the top menus.

P -HaMa - ikel t feyyo i) anial 0w e ]
rb‘ :_.;;-EB.
B ot TMvNO-A- L -BE-H-F-aN-0O-

_T::ET Helvetica « | |12 f—_' B |/ ]--'-"!"|:i'

The default toolbar is setup as displayed above (in the Pro version) but can be customized
using one of the methods below:

Drag and Drop

To rearrange the tools on the toolbar using drag and drop, click on the divider line : to the left
of the tool group you wish to move, and then drag and drop it into new position. You can
move any of the tool groups to any location on the toolbar. A third row can be created by
dragging a tool group below the second row to create a third row.

You can also create a bottom toolbar by dragging the tools and dropping them on the bottom
of the PDF Studio window

Toolbar Preferences

You can access the Toolbar Preferences dialog using either of the following methods:

e Right click on a blank space on the Toolbar and select “Customize Toolbar” option.
e Go to Edit > Preferences and select Toolbars.

Floating Tools

Tools can also be floated in other locations for easier access. To float any of the tools from the

toolbar click on the divider line - to the left of the tool group you wish to float and drag your
toolbar out of the toolbar section and then drop it into new position not on the top or bottom
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toolbar to leave it floating. To return it back to the toolbar either drag it back to a location on
the toolbar or click the “X” button and it will return to its last location on the toolbar.

Reset Toolbar

To reset the toolbar back to the installation defaults right click a blank space on the toolbar
section and select “Reset Toolbars™ option. (Note: This cannot be undone)

Classic Toolbar Descriptions

File

=
Open: Open a PDF document or convert any of the supported file types to a PDF.

Click on the down arrow T to choose a document from the Recent File History to open.

i Save: Save the current document. This button will be disabled if no changes have been
made to the document.

-
&3 Print: Prints the current document using the PDF Studio printer dialog. To use the
system print dialog see Print Preferences.

=2 Email PDF: Attaches the current document to an email using the email application set
within Email Preferences.

Q Scan to PDF: Creates a PDF from a scanner using either of the 2 available scanning

dialogs. The last used option will be the default. Click on the down arrow to choose
between the available scanner dialogs. (Note: Windows and Mac 64-bit installers will
always use WIA/OCA and Linux will always use Sane for scanning)

e Scan with Twain: Scans using the default system print dialog.
e Scan with WIA/ICA: Scans using the PDF Studio dialog.

Navigation
I€ First Page: Navigates to the first page of the document.
< Previous Page: Navigates to the previous page in the document.

L Jof 12Page Number: Displays the current page being viewed and the total number

of pages. Type a number into the field and press "Enter" to navigate directly to that page.
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Documents using Page Labels will require the exact page label to be entered (i.e. iv, v,
etc...)

7 Next Page: Navigates to the next page in the document.
>l Last Page: Navigates to the Last page in the document.
« Previous View: Navigates to the last view within the document.

~"Next View: Navigates to the next view within the document.

Page Fit

Actual Size: Displays the document with a 1:1 ratio to match how the document
would look if printed without any scaling.

LD
L Fit to Width: Scales the view to fit the width of the document in the PDF Studio
frame.

3 . : o .
L=1Fit to Page: Scales the view to fit the entire document within the PDF Studio frame.
View Rotation

¥ Rotate View Clockwise: Rotates only the view within the document clockwise (Note:
This rotation will NOT be saved when the document is saved then reopened).

¥J Rotate View Counter Clockwise: Rotates only the view within the document counter
clockwise (Note: This rotation will NOT be saved when the document is saved then
reopened).

Zoom
= Zoom Out: Zoom out to view the content smaller.

199 ~!Zoom To/Current Zoom: Displays the current zoom value. You can also

select a preset zoom percentage or type in the field for a custom zoom value.

#. Zoom In: Zoom in to view the content larger.

- Zoom Tool: Zooms to a selected area within a page. Click and drag to select the
rectangle area you wish to zoom to.
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é Loupe Tool: Displays a zoom window that zooms in on the PDF to show the smallest
detail.
iy

CJPan and Zoom: A window showing the portion of the page currently on screen. Drag
the red box to adjust the view of the document.

Document

+ Edit Content&@3: Allows you to Edit Content within the PDF.

—

=" Mark for Redaction®: Marks content for Redaction.

E Crop Pages: Allows you to Crop the PDF pages(s).

Er Sign Document@®: Allows you to Digitally Sign the current PDF.

Standard

"/ Drag and Scroll Page: Click and drag to scroll or move the pages.

‘= Edit Interactive Objects: Used to edit interactive objects within the PDF.
E'jTake Snapshot: Used to save a portion of the screen as an image.

% Advanced Search: Used to search the text of a PDF document.
Text Comments

‘.

Sticky Note: Creates a sticky note annotation.
m . . .
L Typewriter: Creates a typewriter annotation.

|:| Text Box: Creates a text box annotation.

|:|3|Callout: Creates a callout annotation.

Qoppa Software's PDF Studio - Affordable, Powerful PDF Software / PDF Editor for Windows, Mac, Linux, Unix



-61-
Shape Comments

O Circle: Creates a circle annotation.

4 Arrow: Creates an arrow annotation.

/ Line: Creates a line annotation.

Ll Square: Creates a square annotation.

Z Pencil: Creates a pencil annotation.

O Polygon: Creates a polygon annotation.

O Cloud: Creates a cloud annotation.

C Polyline: Creates a polyline annotation.

Text Markups
Highlight Text: Used to highlight text on a document.
Crossout Text: Used to cross out text on a document.
Underline Text: Used to underline text on a document.
Squiggly Underline Text: Used to squiggly underline text on a document.
Insert Text: Adds an insert text markup on the document.

Replace Text: Adds a replace text markup on the selected text.

" Area Highlight: Highlights an area on a document. Useful when trying to highlight
scanned text.
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Rubber Stamps

2

== Rubber Stamp: Used to place a rubber stamp on the document. Click directly on the

button to reuse the last used stamp or click on the down arrow to select another stamp

or choose between the following rubber stamp options.

Standard: Standardized stamps included with PDF Studio such as: Approved, Not
Approved, Draft, etc...

Dynamic: Standardized stamps that also include a time and date that will automatically
be set once placed.

Sign Here: Standardized signature stamps included with PDF Studio such as: Sign
Here, Initial Here, Witness, etc...

Create New: Choose from the below options to create a stamp

e Create Text Stamp: Create a custom text stamp that will be added to the
rubber stamps list.

e Create Image Stamp: Create a custom image stamp that will be added to
the rubber stamps list.

e Create PDF Stamp: Create a custom stamp from a PDF that will be
added to the rubber stamp list

e Create Custom Stamp: Create a custom stamp that will be added to the
rubber stamps list.

Manage Stamps: Opens the rubber stamps manager to create/edit/delete rubber stamps.

Multimedia
"D Sound: Adds a sound annotation attachment to the document.
Image: Adds an image as a rubber stamp annotation to the document.
t;::;—?H:'rLink: Used to create links in a document.
El Attach File: Attaches a file to the PDF without an annotation.

a Attach File as Comment: Attaches a file to the document with an annotation.
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Measurements
" "Distance: Used to measure the distance between two points on the document.

:—:Perimeter: Used to measure the perimeter on the document using multiple lines.

*12 Area: Used to measure a designated area on the document.

Alignments
= Align Left: Aligns the selected objects to the left.
- ) .
= Align Center: Aligns the selected objects to the center.
= Align Right: Aligns the selected objects to the right.
—
1 Align Top: Aligns the selected objects to the top.
(o Align Middle: Aligns the selected objects to the middle.
-DD-Align Bottom: Aligns the selected objects to the bottom.
I8 pistribute Horizontally: Evenly distributes the selected objects horizontally.
y y d y

e §

= *Distribute Vertically: Evenly distributes the selected objects vertically.
e

ez Align Width: Aligns the width of the selected objects.

ILHAlign Height: Aligns the height of the selected objects.

Align Both: Aligns both the width and the height of the selected objects.

Properties - Appearance

.—:"-?' -
A \ Fill Color: Allows you to select the fill color of the selected objects.
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- Border Color: Allows you to select the border color for the selected objects.
~ 7 Line Width: Sets the border line width for the selected objects.

" Transparency: Sets the transparency for the selected objects.
Properties - Text

Helvetica v 'Font: Sets the font for the selected annotation.

12 - |Size: Sets the font size for the selected annotation.

O . .
mm  Text Color: Sets the font color for the selected annotation.
B Bold: Makes the selected annotation or text Bold.

! Ttalic: Makes the selected annotation or text ltalic.

|

= Underline: Makes the selected annotation or text underlined

L Strikethrough: Marks the selected annotation or text with a strikethreugh

:I

=1 " Horizontal Alignment: Sets the text alignment for the selected annotation.

Touch Mode

@
O Touch Mode: Enables/Disables Touch mode

Others
Divider: separates each of the toolbar sections

¥ Grouped Button/Options: used in one of the following
e choose between different options for the tool it is attached to

o to select other tools when toolbars are grouped (see Grouped Buttons in Toolbar
Preferences)
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Mini Toolbar

The mini toolbar @ is a small toolbar that is displayed when an Annotation, Link, or
Form Field is selected. This toolbar allows you to easily access the properties or delete the
selected object without needing to use the right click context menu or keyboard. The toolbar
can be enabled or disabled in the Toolbar Preferences.

Note: The mini toolbar will only be displayed on form fields when in Form Editing
Mode or when Selecting Objects.

The Mini Toolbar has two buttons
Ib‘ﬁ
4] Properties: Opens the properties for the selected annotation, link, or form field

Delete: Deletes the selected annotation, link, or form field

Quick Access Toolbar

The Quick Access Toolbar is located on the top left above the Ribbon Toolbar and provides
quick access to common functions. The quick access toolbar is different in that it remains
persistent across all tabs so the tools and functions are always available. This toolbar can be
customized to add any tool from the application for more convenient access.

P-Had&ov=| oo v )<

m Home | Comment Document Pages Convert Faorms Secure View
" Hand a By | T 1 IB K -
L

m A O = 3 [

L0 Select Text ) )
Fit To Rubber Rotate
i ObjectSelect = & || widh & « | G t Stamp Bl =
| Tools || View || Comments || Pages |
L3 i [E3 x ‘
Al /1
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How to Customize the Quick Access Toolbar

The quick access toolbar can be customized by adding or removing any tool found in the
ribbon toolbars. To do so follow the instructions below.

1. Click onthe ™ down arrow on the right side of the quick access toolbar
2. Using the menu click on the tool to toggle adding/removing from the quick access toolbar

Customization Options
Add Separator - Creates a vertical line separator to organize the tools
Remove Separator - Removes the separator currently furthest to the right

Remove All Buttons - Removes all buttons from the quick access toolbar to start over
creating a custom set of tools

Restore Defaults - Restores the default tools set on installation

Minimize Ribbon - Toggles the minimized mode for the ribbon

Opening Files

Opening Files

There are many ways to open a file in PDF Studio. The fastest and easiest way is to drag and
drop any PDF file directly into the PDF Studio frame. You can also use the various other
methods such as the Welcome Screen or File tab which includes recent documents, as well as
cloud storage services such as Google Drive, Dropbox, & OneDrive.

Note: Using any of the below methods and selecting one of the Supported File Types
will automatically convert the file to a PDF.

Drag and Drop

Files can be dragged and dropped onto PDF Studio.
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e Supported file types can be created into a new document by dragging the file onto a PDF
Studio window with no document currently open.

e Supported file types can be inserted as new pages into an existing open document by
dragging the file to the Thumbnail Pane.

e Pages can also be dragged and dropped across multiple open documents.

Note: Dropping a file onto the main document pane will open the document in a new
frame.

Welcome Screen
Recent Documents - The recent documents section displays the 5 most recent PDF files

opened with PDF Studio. To open a file in this list just click on the name of the file that you
wish to open.

=
Open File: Displays the file chooser to select a PDF document to open

File Tab

In the Open pane you will also find the following options to open files

@Recent Documents: Displays a list of most recent 200 documents that have been
opened

IEIiComputer: Opens the local file chooser select file to open
= .
== From URL: Allows you to open a PDF file from a specified web address

LGoogle Drive: Allows you to open any supported file type directly from your linked
Google Drive

>
“#* Dropbox: Allows you to open any supported file type directly from your linked

Dropbox

& OneDrive: Allows you to open any supported file type directly from your linked
OneDrive
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Recent File History

The recent file list in PDF Studio keeps track of recently opened PDF files (500 files total) in
an organized and easy to use menu.

Access Recent File List

The Recent File list can be accessed by going to File Tab > Open > '@Recent Documents

or clicking on the down arrow T next to the Open * icon on the toolbar.

Most Recent Files

=
The Open icon drop down will display the 10 most recent files at the top of the list.

The File Tab > Open > ®Recent Documents panel will display the last 200 documents

Categories

The Open icon drop down categories will organize documents by:

e This Week

o Last Week

e 2 Weeks Ago
e 3 Weeks Ago
e Older

Clear Recent File List

In addition you can clear the recent file list from the recent file list menu. (Note: This can not
be undone)

Google Drive

Google drive integration allows you to connect to your cloud storage to view, modify & save
the files directly from within PDF Studio. Once done you can save it back to the Google Drive
if needed.
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Note: A Google account is required. Files are not edited directly on the server but
instead a temporary local file is stored during editing. Once saved, the file is sent back
to the server and the temp file is removed.

How to use Google Drive

Opening Files

1. Go the File Tab > Open panel select L’Google Drive

2. If not already logged in, follow the steps to log into your Google Drive account

3. Use the right pane to explore your Google drive directories and files just as you normally
would

4. Double click to open the file, and you can begin editing the PDF as you normally would

Saving Files

Files can be saved directly to the drive it came from by just clicking on the Save button on the
toolbar or using the Ctrl + S (Cmd + S on Mac) shortcut key.

1. If you wish to save the file with a new name or a new directory use the Save As panel in
the File tab

Go to the File Tab > Save As panel and select LGoogle Drive

2.
3. Ifnot already logged in, follow the steps to log into your Google Drive account
4. Use the right pane to navigate to where you wish to save the file on your Google drive
5. Set a file name and click Save
Logging Out

1. Once logged in your access key is stored across sessions. If needed you can log out of
your cloud drive service to ensure that another user cannot access your files.
2. Go to the File Tab > Open or Save As panel
=

3. Click on the logout button 28 to the right of the Goole Drive label
4. Click YES to confirm and your account will be logged out

Additoinal Options
Add Folder - Click to create a new folder in the current directory
¥
“~Refresh - Click to refresh the file/folder list in the current directory

-

4 Log Out - Click to log out of your Google Drive account
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Dropbox

Dropbox integration allows you to connect to your cloud storage to view, modify & save the
files directly from within PDF Studio. Once done you can save it back to the Dropbox if
needed.

Note: A Dropbox account is required. Files are not edited directly on the server but
instead a temporary local file is stored during editing. Once saved, the file is sent back
to the server and the temp file is removed.

How to use Dropbox

Opening Files

1.

A
Go the File Tab > Open panel select *%* Dropbox

2. Ifnot already logged in, follow the steps to log into your Dropbox account

3.

4.

Use the right pane to explore your Dropbox directories and files just as you normally
would
Double click to open the file, and you can begin editing the PDF as you normally would

Saving Files

Files can be saved directly to the drive it came from by just clicking on the Save button on the
toolbar or using the Ctrl + S (Cmd + S on Mac) shortcut key.

1.

If you wish to save the file with a new name or a new directory use the Save As panel in
the File tab

A
Go to the File Tab > Save As panel and select “#* Dropbox

2.
3. Ifnot already logged in, follow the steps to log into your Dropbox account
4. Use the right pane to navigate to where you wish to save the file on your Dropbox
5. Set a file name and click Save
Logging Out
1. Once logged in your access key is stored across sessions. If needed you can log out of
your cloud drive service to ensure that another user cannot access your files.
2. Go to the File Tab > Open or Save As panel
3. Click on the logout button ™" to the right of the Dropbox label
4. Click YES to confirm and your account will be logged out
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Additoinal Options
Add Folder - Click to create a new folder in the current directory

a
@ Refresh - Click to refresh the file/folder list in the current directory

-

4 Log Out - Click to log out of your Dropbox account

OneDrive

OneDrive integration allows you to connect to your cloud storage to view, modify & save the
files directly from within PDF Studio. Once done you can save it back to the OneDrive if
needed.

Note: A OneDrive account is required. Files are not edited directly on the server but
instead a temporary local file is stored during editing. Once saved, the file is sent back
to the server and the temp file is removed.

How to use OneDrive
Opening Files

1. Go the File Tab > Open panel select 4 OneDrive
2. If not already logged in, follow the steps to log into your OneDrive account
3. Use the right pane to explore your OneDrive directories and files just as you normally

would
4. Double click to open the file, and you can begin editing the PDF as you normally would

Saving Files

Files can be saved directly to the drive it came from by just clicking on the Save button on the
toolbar or using the Ctrl + S (Cmd + S on Mac) shortcut key.

1. If you wish to save the file with a new name or a new directory use the Save As panel in
the File tab

2. Go to the File Tab > Save As panel and select &OneDrive
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3. Ifnot already logged in, follow the steps to log into your OneDrive account
4. Use the right pane to navigate to where you wish to save the file on your OneDrive
5. Set a file name and click Save

Logging Out

1. Once logged in your access key is stored across sessions. If needed you can log out of
your cloud drive service to ensure that another user cannot access your files.
2. Go to the File Tab > Open or Save As panel

3. Click on the logout button -'}l to the right of the Goole Drive label
4. Click YES to confirm and your account will be logged out

Additoinal Options

*+ Add Folder - Click to create a new folder in the current directory
“
@ Refresh - Click to refresh the file/folder list in the current directory

-
-'}l Log Out - Click to log out of your OneDrive account

Keyboard Shortcuts

General Shortcuts

Action Windows/UNIX | Mac

New Document | Ctrl + N F+N

Open Ctrl + O *+0

Save Ctrl + S 3B +S

Save as Ctrl + Shift + S 38 + Shift+ S
Close Ctrl+ W FB+W
Revert/Reload | Ctrl+ Shift+ G | 38 + Shift + G
Print Ctrl + P dE+P

Exit Ctrl + Q HE+Q

Undo Ctrl+Z H$+27

Redo Ctrl+Y 3£ + Shift+ Z
Show file path | n/a &8 or Ctrl + click window title
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Action Windows/UNIX | Mac

Create bookmark Ctrl + B 3* +B

Add blank page Ctrl + Shift+ B | 38 + Shift + B

Quick Search Ctrl +F 3B +F

Advanced Search Ctrl + Shift + F 3B + Shift + F

Rotate pages Ctrl + Shift + R | 3§ + Shift + R

Crop Pages Ctrl + Shift+C | 38 + Shift+ C

Document properties | Ctrl + D *E+D

Preflight Ctrl + Shift + X | 3 + Shift + X

Optimize Ctrl + Shift+ O | 38 + Shift + O

Navigation/View Shortcuts

Action Windows/UNIX Mac

First Page Home Home

Last Page End End

Next Page PgDn or Space PgDn or Space

Previous Page PgUp or Shift + Space PgUp or Shift + Space

Go to Page Ctrl + Shift + P & + Shift + P

Scroll Down Space Or | Space Or |

Scroll Up 1 1

Next view Alt+ — |

Previous view Alt + «— 38+

Rotate clockwise Ctrl + Shift + — &t + Shift + —

Rotate counter-clockwise Ctrl + Shift + « & + Shift + «

Zoom to actual size Ctrl + 1 FHE+1

Zoom to fit page Ctrl +0 FE+0

Zoom to fit width Ctrl +2 3L +2

Zoom in Ctrl + Plus or Cmd + Plus or
Ctrl + Mouse wheel up Alt + Mouse wheel up

Zoom out Ctrl + Minus or Cmd + Minus or
Ctrl + Mouse wheel down | Alt + Mouse wheel down

Cascade Windows Ctrl + Shift +J &t + Shift +J

Tile: Windows Horizontally Ctrl + Shift + K & + Shift + K

Tile: Windows Vertically Ctrl + Shift + L & + Shift + L

Enter/Exit Form Editor Ctrl + Shift + M &8 + Shift + M

My Comments Pane Ctrl + Shift + T 3t + Shift + T
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Reading Mode Ctrl + H & +Ctrl +H

Compare Side by Side Ctrl + Shift + N &t + Shift + N

Auto Scroll Ctrl + Shift + H g6 + Shift + H

Reverse Auto Scroll Direction | - minus key - minus key

Auto Scroll Speed 0-9 (0 slowest | 9 fastest) | 0-9 (0 slowest | 9 fastest)

Select/Edit 