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Introduction

PDF Studio is an easy to use, yet powerful program to work with PDF documents
within your workflow. You can start by creating your own PDF documents using the
scan-to-PDF feature, converting supported file types to PDF using the Create PDF
option under File, or work with existing PDF documents created by other

sources. PDF Studio then allows you to add annotations to the documents, headers
and footers, bookmarks, stamp the documents with text and images, and to
perform other functions such as splitting and merging, setting passwords and
more...

PDF Studio uses Qoppa Software proprietary technology to view and modify PDF
files so there is no need to purchase Adobe Acrobat® or any other software.
Written entirely in Java, it is also platform independent and can run on Windows,
Mac, Linux. Simply download, install and start working with PDF files immediately.






Getting Started with PDF Studio

To start using PDF studio, simply launch the program and open a PDF document
using either the File>Open menu or the Open button on the toolbar. Once a
document is loaded, you can print, save or navigate through the document at any
time using the document toolbar.
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Screenshot of PDF Studio Application
with Thumbnails View on the left pane
and Comments View on the bottom pane

« The main menu toolbar contains the following entries:

o File = Usual functions to work with PDF files, including opening,
creating, saving, reverting, etc.

o Edit — Search, tool selection, and Preferences.

o View - Navigation panel selection, magnification options, and
navigation.

o Scan - Scan images into the current or a new document.

o Document - Manipulate pages, split, merge, rotate, add headers and
footers.
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o Comments - Add new annotations and stamps, export, import or
delete comments.
o Forms - Export and import form data, reset fields and flatten fields.
o Images - Export pages as images and import images.
o Batch 48 - Print a batch, apply actions to a batch, set security to a
batch, etc...
o Help - Access to documentation, send an email to support,
information about PDF Studio.
The annotations toolbar is used to add new annotations.
The left pane of the applications allows to switch back and forth
between four different views available. It can be opened or closed by
clicking the little arrow icons on the separator between the document view
and the pane. The separator can also be moved to the left or to the right to
decrease or increase the width of the pane. The views available are the
following:

1. The Thumbnails Pane to view miniature versions of all the
pages in the documents. By clicking on a thumbnail, the
application will go to the corresponding page. This allows you
to have easy, faster access to any page in the document.
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. To see the
thumbnail view, click on the Pages tab.

2. The Bookmarks Pane to view bookmarks or the document's
table of contents, if present. Bookmarks allow navigation by
navigating through the bookmarked regions. To see the
bookmarks view, click on the Bookmarks tab.

3. The Signatures Pane to view digital signatures that have been
applied to the document.

4. The Layers Pane to view layers contained in the document, if
any. You can turn layers on and off by checking them on or
off.



Getting Started

On the right pane of the application, the Tool Chest Pane allows to
view and apply frequently used comments.

On the bottom pane of the application, the Comments view allows to
view comments / annotations added to the document, if any. This
view allows navigation through the document by jumping from one
annotation to another. To see the comments view, click on the
Comments button at the bottom of the left pane. The comments
pane can be open or closed by clicking the little arrow icons on the
separator between the document view and the pane. The separator
can also be moved up or down to decrease or increase the height of

the pane.

i POF Studio Pro by Qoppa Software - Version 6,01 - C\Usen\Aaron Karp\Documents\Qoppa\Demo POPossabaw boobomarks pdf = (-l
EH"! Edit View 'Scln_l;hc:curr_-eﬂ Comments Forms Images Batch Help —

S =N R

1E
K

| Commant

OCvvRRroeC B> gl §

ko F o

& Titl Page
& Introduction
& Truck Image
, Chaplier 1
@ Alitte Hstory
@ Island Life
® The Geness Prof
® Art of Ossabaw

skl - R AR oo @ [T &

Screenshot of PDF Studio Frame
with Bookmarks View






1.

2.

Batch Processing

Batch Processing

Batch processing is a simple, fast way to modify multiple documents. A batch
process is configured by choosing the documents to be modified, setting any
necessary passwords, and configuring the job specific options:

Apply Headers and Footers to a Batch
Apply Watermarks to a Batch

Crop a Batch

Extract Images from a Batch

Extract Text from a Batch

Merge a Batch

Preflight a Batch

Print a Batch

Set Initial View for a Batch

Set Security on a Batch

Split a Batch

Choose Batch Files

Files may be added, removed, and re-ordered using the file chooser table:

Fie List

| Addfies || Addfolder | [7] Set a default batch directory | C:\test Lz

i File name Fée path

[testo1.pdf C:'testizest 1. pdf .|
[test02.pdf C:\estifestl2pdf

ltest02p. pof C:\testitestD2p. pdf

[test03.pdf C:\test\testn 3, pf o
|test04,pdf C: \testitestOs,pdf

(test05.pdf C:\test\testn5.pdf

st pdf (C:\testitestos. pdf

|est0 7. pdf Ci\bestitest0 7 pdf

esto8.oof Cltesttestts oof

test03.pdf C:\testitestDs pdf

[kest13.pdf C:\test\test13,pdf

:test14.pdf _lf_:'llte's't'llteitl-lpdf | =

a9

- Produces a file chooser that allows the user to add individual files to the list.

- Produces a file chooser that adds the contents of a directory to the list.
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. - Removes the selected file(s) from the list.
. - Moves the selected file(s) up the list.
. - Moves the selected file(s) down the list.

. - When checked, all files from the default batch directory will be added to the file
list each time a batch dialog is opened.

Set Open Passwords

Some files may require a password to be opened. The user can enter up to four
passwords, which the batch process will use to attempt to open any password
protected files.

Passwords to try when opening documents

Password 1; Edit

J

Password 2: | Edit
Password 3: Edit
Password < Edit

Apply Headers and Footers to a Batch

This feature allows users to add a header or footer to a batch of documents. The
processed documents are either saved to a new folder or saved over the previous
files.

To apply a header and footer to a batch of PDF documents:
e From the top toolbar, choose Batch > Apply Header to a Batch.



Batch Processing

ent Comments Forms Images IEatch Security Help

i\ of 5 B I:I E Apply Action to a Batch

: Apply Header to a Batch
& @ @ Cf [ Apply Watermark to a Batch
4 Crop a Batch

Extract Images for Batch
Extract Text for Batch

Merge a Batch
Preflight a Batch
Print a Batch

m

Set Security to a Batch

The application will open the Apply Header to a Batch dialog.

[ (@) Appiy Header to a Batch =5
Select Header
Batesthunber Header Saple -
File List
| Addfies || Addfolder | [7] Set a default batch drectory |C:\test [les
File name File path .
test0l.pdf C:\esttestOLpdf -
test02.pdf C:\testitestD2 pdf r
{test02p.pdf C:\restitest02p.pdf
[tast03. pdf IC:\pestikest03 pdf =
testdd,pdf C:\estitestd4 pdf
testDs. pdf C:\testitestos, pdf
testDs, pdf [C1\tmstikest0s. pdf
testO?.pdf IC:\testitest0 7, pdf
{test08.pdf [C:\estitestds pdf
testlg. pdf ICi\testitest0s.pdf
test13.pdf IC1\testitest13.pdf
test14.pdf IC:\test\test 14, pdf -
3
Save Files To Passwords to try when opening documents
") Crverwrite Source Files Password 1:
i) Destination Folder: Password 2: [ Edit |
C'n,hst'bah:i't"headerl | Password 3: Edit |
[7] Overwrite fles Passwerd 4 | Edt |
[ stat., || Close |

e Configure the Add Header/Footer Batch:
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Select Header/Footer - Select the header/footer to apply from the
combo box in the upper left of the dialog.

Choose the files to process.

Set open passwords.

Configure output — In the "Save to Files" section, select either
"Overwrite Source Files" or "Destination Folder." If the "Overwrite
Source Files" is selected, output files will be saved over the
corresponding source files. In the latter case, output files will be
saved to the directory in the text field. If files are saved to a new
folder, the user can check "Overwrite Files" to save over any files in
that folder with the same name. If this option is not checked, a
number will be appended to the output file name, to avoid naming
collision.

Apply Watermark to a Batch

This feature allows users to add a watermark to a batch of documents. The
processed documents are either saved to a new folder or saved over the previous

files.

To apply a watermark to a batch of PDF documents:
From the top toolbar, choose Batch > Apply Watermark to a Batch.

10

ent Comments Forms Images |Batch| Security Help

i)

m

of 5 > [l DE Apply Action to a Batch | o O ﬂ

Apply Header to a Batch

@ @ @ Cf [ Apply Watermark to a Batch ? é

Crop a Batch

¥ g. ¥ Extract Images for Batch
Extract Text for Batch

Merge a Batch
Preflight a Batch
Print a Batch
Set Security to a Batch

The application will open the Apply Watermark to a Batch Dialog.
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&l Apply Watermark to a Batch ﬁ
Select Watermark
Sample Watermark v | pdd || Edt
Fle List
[ addfies |[ addFolder | 7] Seta default batch directory | C:ltest T
File name File path
te<t0 1.pdf C\reat\testd 1. pdf -
test2.pdf C:'pestitestD2. pdf
st 2. pof C:restitesto pof
[test03.pdf 1Cx\testtest3, pdf -
testl4. pdf C:\estitestld, pdf
‘testDS. pdf i hest\testS. pdf
testD6 pdf C: restfestos.pdf
{test7.pdf IC:\test\test 7, pdf
te=tDE. pdf C:\test\testls, pdf
tests. pdf C:\restitest0s pdf
testi3.pdf C:festifest 13.pdf .
test14.pdf C:\test\test 14.pdf -
(@] i) R
Save Files To Passwords to try when opening documents
Crerwrite Source Fles Password 1: [ Edit
& Destrabon Felder: Password 2:  Edit |
C:\testhatchwabermark | A Password 3: [ E‘I:‘;t
Overwrite files Password 4 [ Edit
St Gose |

Configure the Add Watermark Batch:

o Select Watermark - Select the watermark to apply from the combo
box in the upper left of the dialog. This combo box contains all the
watermarks in PDF Studio. The "Add" and "Edit" buttons next to this
box will open the Create/Edit Watermark Dialog.

o Choose the files to process.

o Set open passwords.
o Configure output - in the "Save Files To" section, select either

"Overwrite Source Files" or "Destination Folder." If the "Overwrite
Source Files" is selected, output files will be saved over the
corresponding source files. In the latter case, output files will be
saved to the directory in the text field. If files are saved to a new
folder, the user can check "Overwrite files" to save over any files in
that folder with the same name. If this option is not checked, a
number will be appended to the output file name, to avoid naming
collision.

11
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Crop a Batch

This feature allows users to adjust the crop margins of a batch of documents. The
processed documents are either saved to a new folder or saved over the previous
files.

To crop a batch of documents
e« From the top toolbar, choose Batch > Crop a Batch.

ent Comments Forms Images [Eatch] Security Help

d of5 [ B I:IE Apply Action to a Batch OO ﬂ

Apply Header to a Batch
& @ @ Cf [ Apply Watermark to a Batch
4 Crop a Batch

Extract Images for Batch
Extract Text for Batch

I~|

Merge a Batch
Preflight a Batch
Print a Batch

m

Set Security to a Batch

The application will open the Crop Pages dialog.

12
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8| Crop Pages v - i . ﬁ
Box
@ Crop Box Bleed Box Trim Box Art Bax
Margins
Units: |Inches -
Tap: LI55in Bottom: p.s=in
Left: 0.255in Right: n
File List
[ Addfies || Add foider ¥] Set a default baich drectory |C:itest e
File rame File path
te-stui._qdf _c:'-:est'-.tgsp:.pdr'_ -
test02.pdf (G hestipestDl.pdf
test02p.pdf C: \restitestldn. pdf
test03.pdf C:estitest03. pdf g
testD. pdf [C1\kestitest04, pdf
test0s. pdf C: hestitestoS pdf
testDs.pdf C:pesttestOf. pdf
test07.pdf IC:\testitest07.pdf
testos. pdf i estirestos pof
tests. pdf Ciltestitest3. pdf
test13.pdf G \pmstitest13.pdf
test14.pdf IC:\estitest14.pdf -
@ @ @
Save Files To Passwords to try when opening documents
Crvarwrite Source Files Parsword 1: =T ]
@ Destnation Folder: Password 2: [ Edt |
C:\testibatchirop Password 3: Edt |
[¥] Overwrite fles Password 4: [ E.d-]

Configure the Crop Batch:

o Set Crop Margins - Set the top, bottom, left, and/or right margins

for the crop, bleed, trim, and/or art boxes.

o Choose the files to process.

o Set open passwords.

o Configure output - In the "Save Files To" sections, select either

"Overwrite Source Files" or "Destination Folder." If the "Overwrite

Source Files" is selected, output files will be saved over the

corresponding files. In the latter case, output files will be saved to

the directory in the text field. If files are saved to a new folder, the

user can check "Overwrite Files" to save over any files in that folder

13
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with the same name. If this option is not checked, a number will be
appended to the output file name, to avoid naming collision.

Extract Images from a Batch

This feature extracts images from a batch of documents. Each page of each
document will be saved as an image file.

To extract images from a batch of PDF documents:
o From the top toolbar, choose Batch > Extract Images for Batch.

ent Comments Forms Images [Eatch] Security Help

41 ofsp Pl DE
F @@ |
4 ;

I~|

m

Apply Action to a Batch

oo f

& 4

Apply Header to a Batch
Apply Watermark to a Batch

Crop a Batch
Extract Images for Batch
Extract Text for Batch
Merge a Batch
Preflight a Batch
Print a Batch
Set Security to a Batch

The application will open the Extract Images dialog.

14
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Wl Extract Images for Batch ' - - ' ’ A . . A ﬁ
Export Pages as
Image Format [PEG -
DPT Resolution : 72 [24
RESaty O— ¢ (&)
] 10

Fie List

[ Addfles | [ Add folder | 7] Seta default batch drectory |C:iest P—

| File name File path

jtestD1.pdf C:ltestitestl pdf [

ftestD2.pdf [C:itmctitestD.pdf

{testl2p.pdf IC:\est\testip. pdf

[test0 3. paf Cilhest\testDs, paf &

ftest0d.pdf [C: estikestosd, pdf

[test0S.pdf [C: et ifestdS.pdf

{testDE. pdf IC: \testtest6. pdf

|test07.pdf IC:\testitest0?. pdf

testo8.pdf Ciltestikest0s,odf

|testDs.pdf Calfestifestds. odf

[test13.pdf IC:\test\test 13, pdf |

\te=t 14 paf C:\teatitest 14, pdf -

@ @ @
Sawve Files To Passwords ta try when apening documents
C:estibatchymages _ ] Password 1: _E\c;t_|
J| Overwrite files Password 2: Edt |
Password 3: [ Echt_]
remrs Ceo ]
[t ][ Gose |

Configure the Extract Images Batch:
o Configure image options.
= Image Format - Choose from JPEG, PNG, TIFF, GIF.
= DPI Resolution - Set the resolution used to render the page.
= JPEG quality — The quality of JPEG compression, ranges from 0
to 10. Generally 8 is high quality, 5 is medium quality, and 2 is
low quality.
o Choose the files to process.

o Set open passwords.
o Configure output - In the "Save Files To" section, select the

directory to save output files to. If "overwrite files" is checked, any
existent file in the output directory with the same name as an output
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file will be saved over. Otherwise, a humber will be appended to the
output file to avoid naming collision.

Extract Text from a Batch

This feature extracts text from multiple PDF documents in a single action. Each
document will output a text file with the text content of that document.

To extract text from a batch of PDF documents:
e« From the top toolbar, choose Batch > Extract Text for Batch

ent Comments Forms Images [Eatch] Security Help

dn of 5 [ B I:IE Apply Action to a Batch OO ﬂ

Apply Header to a Batch

Apply Watermark to a Batch

Crop a Batch
Extract Images for Batch
Extract Text for Batch
Merge a Batch
Preflight a Batch
Print a Batch
Set Security to a Batch

m

The application will open the Extract Text dialog.
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)| Extract Text for Batch &
Fle List
| | Addfies || Addfolder | 7| Seta defoult batch drectory | C:\test
File name File path
(test0 1. polf [C:\testitesto L, pdf [l |
test02.pdf C:i\bestitest02, pdf | |
testDp.pdf [Ci'testitest0dp.pof |
[test03.paf C:testifestd3. pdf £
testD . pof (€t pestitestna. pdf 1
test]S.pdf [Cilkestitestds. pdf
(testD.pdf [C:lhestitestos. odf
|test07.pdf C:festtestd7.pdf _
testh.pdf - \test\testis. pdf |
festo3.paf st kests, odf
jtest13.pdf C:'testifest1d.pdf |
test 14.pdf IC:\testtast 14 pudf | -
@
Save Flles To Passwords ta try when apening documents
C:\testipatchifext [ ]  Password1: [ &at |
| Overwrite files Password 2: _El_i
Fassword 3: Ecil‘. I
Password 4: -Edt |
Lot ][ cos= |

o Configure the Extract Text Batch:
o Choose the files to process.

o Set open passwords.

o Configure output - In the "Save Files To" section, select the
directory to save output files to. If "Overwrite Files" is checked, any
existent file in the output directory with the same name as an output
file will be saved over. Otherwise, a humber will be appended to the
output file name to avoid name collision.

Merge a Batch

This feature allows users to merge multiple documents in a single action. It will
convert all supported non-PDF files into PDF.

To merge a batch of documents:
e From the top toolbar, choose Batch > Merge a Batch.

17
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ent Comments Forms Images |Batch| Security Help

d jof5 D> Dol

Apply Action to a Batch

[ 1

Apply Header to a Batch
Apply Watermark to a Batch

m

Crop a Batch
Extract Images for Batch
Extract Text for Batch
Merge a Batch
Preflight a Batch
Print a Batch
Set Security to a Batch

The application will open the Batch Merge dialog.

Merge a Batch

File List

Add files ][ Add folder ]

[7] Set a default batch directory | \test

L3

= File name File path Size Last Modified
appartRoyan.pdf C:\Usersiabe Oppenheim'D. .. |65 KB 1/7/10 8:16 AM
testD 2MultilineText, pdf C:\Usersiabe Oppenheim'D,.. 100 KB 1f7/10 8:16 AM
testd ZType\Writer. pdf C:\Jsersiabe Oppenheim'D. .. |36 KB 1/7/10 8:16 AM

1

Save As

ippenheimiDesktopiext testiuntited. pdf E]

@ | & @ e &

Passwords to try when opening documents

#dd a bookmark for each merged document

Password 1: Edit
Password 2: Edit
Password 3:
Password 4 Edit

| start.. || Close

e Configure the Merge:
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o Choose the files to merge.

o Set open passwords.

o Configure output
e In the "Results" section, select "Open" to open the document
without saving, or enter a full path under "Save As".
e Add a bookmark for each merged document - When selected,
the output document will have a bookmark for each of the
merged documents.

Preflight a Batch

This feature allows users to preflight a batch of documents. After the process
completes, the results of the preflighting are displayed in a dialog:

\@| Prefiight =X
=€) testo 1.pdf -
- || Preflight Results - PDF f¥-1a:2001 I
@ Document creation date missing: Document info is missing
@ Missing GTS_PDFXVersion key: Document info is missing
6 Document modification date missing: Document info is missing E
6 OutputIntent missing
@ Document tite missing: Document info is missing
@ Document ID missing. 5
6 Missing Trapped key: Document info is missing
[ ) TrimBox or ArtBox missing: 10 times.
[+ |, Document Owerview
- L Preflight Information
=€) test02.pdf
G- |, Prefiight Results - PDF/X-1a:2001
EE} ) Document Owverview
EI- ;) Preflight Information
5 tartn? ndf =

To preflight a batch of PDF documents:
e From the top toolbar, choose Batch > Preflight a Batch.
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ent Comments Forms Images IEatch Security Help

IR of s [ Bl

Apply Action to a Batch
Apply Header to a Batch
Apply Watermark to a Batch

e

m

¥ @ @ & |
4

Crop a Batch

Extract Images for Batch
Extract Text for Batch
Merge a Batch
Preflight a Batch
Print a Batch

Set Security to a Batch

The application will open the Batch Preflight dialog.

[ start...

J|

(@ Prefiight a Batch 5]
Select preflight profile
POF-12:2001 -
File List
[ Addfies | [ Addfolder | [¥7] Set a default batch drectory |C:\test | (i}
File name File path
test 1. pdf (C:\testitestd 1. pdf -
test02.pdf C:\test testoz. pdf 5
test02p. pdf C: \test\test02p.pdf
test03,pdf C:\test\test03,pdf =
testl<.pdf C:\test\test0q. pdf
testos paf i estest05,pof
tests. pdf IC:\test\test0s, pdf L
testd7. pdf IC: \test\testo 7, pdf
tests, pdf C:\test\testds. pdf
test0d, pdf (C:\testitest0s. pdf
test13.pdf IC: \test\test 13.pdf
test14,pdf IC:\testtest 14, pdf =
) @/
Results Passwords to try when opening documents
[¥] Add annotations for preflight errors P 1] '
|¥]| Create Pr t % ' :
7] Greate Prefipht repor Password 2: |
i@ Append report to doasment : -
() Create new document for report Passmnad 3:| |
Destination Folder: Password 4; ! |
C:\testibatchiprefighty] [z
Close
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o Configure the Preflight Batch:
o Set Preflight Profile - Select a preflight compliance standard from:
= PDF/X-1A:2001
= PDF/X-1A:2003
= PDF/X-3:2002
= PDF/X-2:2003
o Choose the files to process.

o Set open passwords.

o Results - In addition to displaying the preflight results dialog, results
can be persisted in a variety of configurable ways. If preflighting
encounters any errors, these errors can be added to the document as
annotations and/or a report detailing the errors can be created. The
report is either appended to the document or saved as a new
document. The modified document and/or the new report document
are saved to the destination folder.

Print a Batch

This feature allows users to print multiple PDF documents in a single action.

To print a batch of PDF documents:
e« From the top toolbar, choose Batch > Print a Batch.

ent Comments Forms Images |Batch| Security Help

dn of 5 [ [ I:IE Apply Action to a Batch | OO ﬂ
Apply Header to a Batch

F @@ ¢ |

<] r

>
Apply Watermark to a Batch f é

] Crop a Batch
= ¢ 'g i Extract Images for Batch
Extract Text for Batch

Merge a Batch
Preflight a Batch
Print a Batch
Set Security to a Batch

m

The application will open the Batch Print dialog.
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[7] Set & default batch drectory | Critest |_
File name File path
ftest0 1.pof (C:\pestitesto L pdf =
fiest02.pdf Ciltestipesto2 pdf T
{test02p.pdf C:\testitestd2p, pdf
{test03 pdf IC:\test|test 3. pdf I=
festD4.pdf Citestfests, pof i
[pest0S.paf [C: Vst kest.pdf |
{testD6.pdf C: \hest\test0s. pdf |
|testl?.pdf Ciltestifestd?.pdf il
|{test0B.pdf Ciirestitestns. pdf |
{test05.pdf i
{test13.pdf C: st |
[test14.pdf (C:\testitest 14, pdf |-
—_= Y R L | e
= =
@ @ ¥

Passwords to try when epening documents

Password 1 Edit

Password 2 [ Edit

Password 3: _EE‘L-

Pazsword 4 Edit

o Configure the Print:
o Choose the files to print.

o Set open passwords.

Set Initial View for a Batch

This feature allows users to modify the properties that determine how the

document will be initially displayed of multiple PDF documents in a single action.

To set initial view on a batch of PDF documents:
e« From the top toolbar, choose Batch > Set Initial View for a Batch.
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ents Forms Images Security Help .
of 1 [ [ I:I [ Apply Sction to a Batch o0 ﬂ;

. Spply Header to a Batch
' @ Cé’ L Spply Watermark to a Batch i @? g

| : Crap a Batch

Extract Irmages for Batch
Extract Text for Batch
Merge a Batch

Preflight a Batch

Print a Batch

SetInitial Wiews for a Batch
Set Zecurity to a Batch
Split a Batch

The application will open the Set Initial View for a Batch dialog.
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24

Set Initial View for a Batch . é 3 |
Layout and Magnification
Mavigation Takb: .F‘ages Fanel and Page -
Pane layout: .Single Continuous -
Magnification: _."-\ctual Size -
Opento page: | 1
File List
add files l [ Aadd Folder ] [] Set & default batch directary | Defaulk direckary
File name Filz path Size Last Madified
kest0l, pdf CiQoppaipdftestitest0l, pdf 413 KB 11/17104 5:00 PM -
tesk02, pdf C\Qoppaipdftestitest0z, pdf o5 KB f10/04 10:28 AM
test0Zp.pdf C:\Goppaipdftesttest0Zp. pdf 153 KB 11/8/04 10:29 AM
test03, pdf i\ Qoppalpdftesttest0s, pdf 23 KB 512106 7:50 PM
kest04, pdf Ci\Qoppaipdftesttestod, pdf ZKE 10/28/04 519 PM
tesk0S, pdf C\Qoppaipdftesttest0s, pdf 43 KB 10/23/04 5:19 PM F
testD6, pdf C:\Coppaipdftestttest0s, pdf 424 KB 7FI23/02 2111 PM
test07 . pdf i\ Qoppalpdftesttest0?. pdf 59 KB 10/25/04 5:18 PM
kest0s, pdf Ci\Qoppaipdftesttest0s, pdf 3673 KB 11/9/04 10:24 PM
tesk09, pdf C\Qoppaipdftestitesk09, pdf 447 KB 10/23/04 5141 PM
test10.pdf C:\Coppaipdftestitest10. pdf 959 KB 10/28/04 6:09 PM
test11.pdf i\ Qoppaipdftesttest11, pdf 200 KB 11/16/04 11:59 AM
Fack i mAF i~ Cimemm s e PR Fik ek rdF (=] 10 20dnd 1111 Ok i
Save Files To Passwords to try when opening documents
() Cverwrite Source Files Password 1
(@) Destination Folder: Password 2
E Password 3
[7] overwrite files Fassword 4
Start. .. ] ’ Close ]

Configure the Initial View:

o Navigation Tab - Set which navigation tab if any is automatically
opened when the document is opened.

o Page Layout - Set whether there will be a single page or two facing
pages as the layout, and whether or not the layout will be
continuous.

o Magnification - Set the initial magnification level for the document.

o Open To Page - Set the page the document is opened to.

Choose the files to process.

Set open passwords.
Configure Output - In the "Save Files To" section, select either

"Overwrites Source Files" or "Destination Folder." If the former is selected,
output files will be saved over the corresponding source files. In the latter
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case, output files will be saved to the directory in the text field. If files are
saved to a new folder, the user can check "Overwrite files" to save over any

files in that folder with the same name. If this option is not checked, a

number will be appended to the output file name, to avoid naming collision.

Set Security on a Batch

This feature allows users to modify the security settings (using the same passwords
and permissions) of multiple PDF documents in a single action.

To set security settings on a batch of PDF documents:

e« From the top toolbar, choose Batch > Set Security to a Batch.

ent Comments Forms Images |Batch| Security Help

4 lofs B P DE
F @@ |
4

I'>|
-
L]

m

Set Security to a Batch

Apply Action to a Batch
Apply Header to a Batch =
Apply Watermark to a Batch ? é
Crop a Batch I "
Extract Images for Batch
Extract Text for Batch
Merge a Batch
Preflight a Batch
Print a Batch

The application will open the Set Security to a Batch dialog.
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File List
[ addfies || addfolder

File name
test0 1 pef
test02,pdf
testDzo.pdf
test03.pdf
testD, pdf
test0S, pdf
testD6, pdf
testO7 pdf
e
test00 pdf
testi3.pdf
test14,pdf

Save files To
Owverwrite Source Files
& Destinabion Folder:
Ci\kestbatch\seourity
V] Overyrite fes

|| St Security to a Batch ' - - e [ A K A A ﬁ
Passwords Permessions
Acrobat 5.0 and later 128 it RC I ol 2.
Hah ( 9 [ Alow Printng High Res [(72] %) Biow AN Changes (2]
7| Open Password Ratype Paceward | Ao Priniting (2 | Mo Document Assemily (2]
Pt oy Allows Text & Graphics Extraction [2] ¥| Ao Annatations and Comments 24
Permissions Password Retype Password | Alow Extraction for Accessbiity [ 7 | 7] Ao Flley Form Fekds 8 Sgning (2.

[¥] Set a defaudt batch drectory  C:\test [ o

File path
Co\test\testD 1 pdf L
[Critestitesto . pdf
ICritastizestnzn. par
Criestitestos,pdf
IC:testitestDs pdf
[Cr\test\test0s. pdf
IC:itestitesto. pdf
C:testtestO?. pdf
G estitestog.ndf
C:\esttest0d.pdf
IC:itestitesti3.pdf
(Crtestitest 14 pdf -

e e

Passwonds to try when opening documents

m

Password 1 eeseee

Password 2:

Password 3: | Edt

Password 4; | Bdt. |

e Configure the Security Batch:

o Passwords - Set passwords to protect the documents:

= Password to Open Document - This is also known as the user

password and it is the password that will be required when the

documents are opened. Check the box and enter the password

twice if you want to set a user password.

= Password to Change Permissions — This is also known as the

permissions password or owner password and is the password

that will be required when trying to change permissions and

passwords on the documents. Check the box and enter the

password twice to set a permissions password.

o Permissions - Set specific permissions for the documents:
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Allow Printing High Definition - Check this box to allow
printing the document at high resolution. Checking this box
automatically grants the "Allow Printing" permission.

Allow Printing - Check this box to allow printing the
document.

Allow Text & Graphics Extraction - Check this box to allow
copying or extracting text and graphics from this document.
Checking this box automatically grants the "Allow Extraction
for Accessibility" permission.

Allow Extraction for Accessibility - Check this box to allow
copying or extracting text and graphics from this document in
support of accessibility to disabled or other purposes.

Allow Change Document - Check this box to allow changes
to this document, for instance by creating form fields.

When this permission is granted, the following 3 permissions
(Allow Document Assembly, Allow Annotations & Comments,
and Allow Form Filling & Signing) are also automatically
granted.

When this permission is not granted, the following 3
permissions (Allow Document Assembly, Allow Annotations &
Comments, and Allow Form Filling & Signing) can
independently be granted.

Allow Document Assembly - Check this box to allow
assembling the document: inserting, rotation or deleting pages
and creating bookmarks or thumbnail images.

Allow Annotations & Comments - Check this box to allow
adding or modifying text annotations.

If this permission is granted, the following permission, Allow
Form Filling & Signing, is also automatically granted.

If this permission is not granted, then the following permission,
Allow Form Filling & Signing, can be granted independently.
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= And if this permission is granted and the Allow Change
Document permission is also granted, creating or modifying
interactive form fields (including signature fields) is allowed.

= Allow Form Filling & Signing - Check this box to allow filling
in existing interactive form fields, including signature fields.

o Choose the files to process.

o Set open passwords.

o Configure Output - In the "Save Files To" section, select either
"Overwrites Source Files" or "Destination Folder." If the former is selected,
output files will be saved over the corresponding source files. In the latter
case, output files will be saved to the directory in the text field. If files are
saved to a new folder, the user can check "Overwrite files" to save over any
files in that folder with the same name. If this option is not checked, a
number will be appended to the output file name, to avoid naming collision.

Split a Batch

This feature allows users to split multiple PDF documents in a single action.

To split a batch of PDF documents:
e From the top toolbar, choose Batch > Split a Batch.

ents Forms Images |Batch| Security Help

B B I:I E Apply Action to a Batch OO ﬁ

Apply Header to a Batch

' {ZB (:‘l::\.:'r [ Apply Watermark to a Batch ? ﬁv

Crop a Batch

Extract Images for Batch
Extract Text for Batch
Merge a Batch

Preflight a Batch

Print a Batch

Set Security to a Batch
Split a Batch
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The application will open the Batch Split dialog.

Split a Batch

Split Document
(split
File List
| Addfles | [~ Add foider |

- Edit

[7] set a default batch directory Default directary

~ File name File path Size Last Modified
form26. pdf C:\Wsers\Gerald Holmann\Deskto. .. (425 KB 2/4/10 12:14PM i
form26_2.pdf C:Wsers\Gerald Holmann\Deskto. .. [431 KB 2/4/10 12:15PM
form26_3.pdf C:\Wsers\Gerald Holmann\Deskto. .. [446 KB 2/4/10 1:52PM
formtest.pdf C:\Users\Gerald Holmann\Deskto. .. [514 KB 3/17/10 12:25PM
links. pdf C:\Users\Gerald Holmann\Deskto. .. (2 KB 5/28/10 1:42 PM
Rubberband_brochure.pdf C:\Wsers\Gerald Holmann'\Deskto. .. [2478 KB 9/2/08 12:57 PM
Rubberband_brochure_signed.pdf |C:\Users\Gerald Holmann\Deskto... |2485 KB 2/3/10 6:01 PM
Rubberband_brochure_signed_f... |C:\Users\Gerald Holmann\Deskto... |2504 KB 2/3/10 6:02 PM
Rubberband_brochure_signed_f... |C:\Users\Gerald Holmann\Deskto... 3035 KB 2/3/10 6:05 PM
simplesignature.pdf C:\Wsers\Gerald Holmann\Deskto. .. [81 KB 4/8/10 12:59 PM
test.pdf C:\Users\Gerald Holmann'Deskto. .. {2526 KB 12/18/09 2:27 PM
test2,pdf C:\Wsers\Gerald Holmann'Deskto. .. |0 KB 122109 11:.07 AM -

@ ®Bee®

Passwords to try when opening documents

Password 1: Edit
Password 2: Edit
Password 3: Edit
Password 4: | .

Start... Close

I

Configure the Split:

o Choose the split parameters: select a split configuration from the
"split document" drop down box. Or add a new split configuration
with the "new" button.

o Choose the files to print.

o Set open passwords.
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Bookmarks & Outlines

Typically a bookmark will only have one action associated with it and will be a goto
page action. By default, created bookmarks will be goto page actions for the current
page view (the current page number, magnification, and scrollbar values). Upon
clicking on the bookmark, the user is redirected to the bookmarked page and the
scrollbars and scale are also set as they were when the bookmark was created.

However, in the PDF format definition, bookmarks can have many different actions
associated with them: go to a page in another document, show or hide a form field,
open a file, open a web link... If a bookmark has multiple actions associated with it,
actions will be executed in the order they were added to the bookmark.

Add a bookmark

Remove a bookmark

Move bookmarks

Bookmark from selected text
Rename a bookmark

Set destination

Edit properties of a bookmark
Automatically create bookmarks

Add a Bookmark

Bookmarks may be added as roots or as children to existent bookmarks. In both
cases, the new bookmark is added as a goto action for the current page view. The
actions for the bookmark can be modified after creation: Editing actions of a
bookmark.

To add a bookmark as a root, choose Document > Create Bookmark, use the
keyboard shortcut Ctrl+b), or click the new bookmark button at the top of the
bookmark panel. If the bookmark panel is not visible (this happens when a
document doesn't have any bookmarks defined), click on View > Bookmarks to
display the bookmarks pane. If any text is selected on the document, it will be used
as the name of the bookmark. If not, the bookmark name will be based on the page
number.
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Bookmars | Pages d

To add a bookmark as a child, right-click on a bookmark and select add child:

[ % % | h b ] e R
w Hx EH=
s 0 SR
o - Page 1
—| &4 Zenobiz Picture
__E i Page 7
-4 Page 10
----- .
""" W - Pact | Cut Ctrl +3
..... # Page|
_____ * F'age% Paste Ctrl +4/
----- # Page| Rermowe Delete
e i F'agei i
-] Pags| Add b Before
i P Rerarme Lfter
..... # Page
..... # Page| Properties hild
set Destination |

Remove a Bookmark

To remove bookmarks, either select the bookmark and press delete on your
keyboard or right-click (Mac: ctrl+ Left click) on the bookmark in the bookmark tree
and choose the remove option in the mouse menu.
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" A At L& 5 = v
£ 1% = X|
|:|“3 ....... # Page 1
| ;@ Zenobia Picture
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§|~®Pa Cut Ctrl+X
= Paste Ctrl +4
Rertthwe Delete
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Properties
Set Destination [
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Move Bookmarks

Drag and Drop can be used to move and reorganize bookmarks. When a
bookmark is dragged to a target, a horizontal black line appears on the screen
under the target bookmark. The length of the black line indicates whether the
dragged bookmark will be inserted underneath the target bookmark, or added as a
child to the target bookmark.

- R x| ¢
------ # Page 10
------ # Page 11
------ # Page 12
------ # Page 13

L | # Page 14
M EEEs # Page 15
------ # Page 16
------ # Page 17
- | Page 13
‘4 Page 20

nnkmarks]i Pages 1

-] Pagagl9
------ # PagerEl

The bookmark will become a child of Page 20.
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Page 15
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Page 17
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‘g Page 20
E-[E P 149

il P 3

4 Page 25

i Page 26

----- o B
i Page 28

'LEEEE 20
The bookmark will become a child of Page 18.

Eh:u:-kmarh:s]_ Pages J

sessssee

Cut and Paste can also be used to reorganize bookmarks. You can cut a bookmark
from the tree by right-clicking (Mac: Ctrl+Click) on it and selecting cut or by using
the keyboard shortcut, Ctrl+x. Then paste the bookmark onto its new parent by
right-clicking on an existent bookmark and selecting Paste or by using the keyboard
shortcut, Ctri+v.

Bookmark from Selected Text

If a bookmark is created while some text is selected in a document, the bookmark
will be created for the current page view and the selected text will be used as its
name.
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Bneﬂmth“ Pages O
o
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Type of Eligible Activity (Check All T

Activities that create or preserve affor
B Construction of single family 4
B Conversion
mfRchabilitation
B Acquisition
D Land

Rename a Bookmark

To rename a bookmark, double-click on the bookmark in the bookmark tree or
right-click (Mac: Ctrl+Click) and select Rename. The bookmark label will become
editable. You can enter the new name for the bookmark.

Set Destination

To set the destination of a bookmark to the current location, right-click
(Mac: Ctrl+Click) on a bookmark in the tree and select Set Destination. This will
remove any actions currently associated with the bookmark and replace them with
a goto page action for the current page view.
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Edit Properties of a Bookmark

To edit actions of a bookmark, right-click (Mac: Ctrl+Click) on the bookmark in
the bookmark tree. Choose the Properties option in the bookmark menu. Select the
Action Tab in the dialog. The Bookmark Properties dialog will be displayed:

: Bookmark Properties @

{Action | Appearance

Bookmark Title: | Page 1
Bookmark Ackions

Go ko page 1 in this document:

fdd ” Edit H Remane ]

[ (0] 4 ” Cancel ]
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Selecting Add or Edit will show the action dialog:

@ Action Iﬁql

lGu:u to & page in this document -

o toa page inthis document
Pae Mumbetco to & pege in snother document

=howeHide a field

Open file

Open & web link
Feset Farm Fields

[ Ok ][ Cancel ]

To edit appearance of a bookmark, right-click (Mac: Ctrl+Click) on the
bookmark in the bookmark tree. Choose the Properties option in the bookmark
menu. Select the Appearance Tab in the dialog. The Bookmark Properties dialog will
be displayed:

{2 Bookmark Properties ﬁ

| Action | Appearance |

Tewk Calor -
Tewxk Skyle

| [ Ok ][ Cancel ]

T

This can be used to give the bookmark color and text style.
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Automatically Create Bookmarks

To automatically create bookmarks for a range of pages, select Document >
Auto Create Bookmarks. This will display the Auto Create Bookmarks dialog.

& Auto Create Bookmarks L-iﬂj

Auto Create Bookmarks

i) Create bookmarks for all pages

(@ Create bookmarks For selected pages: | 1 To | 32

l Skart ] | Cancel |

Select the range of pages you wish to automatically create bookmarks on and click
the start button. This will add goto action bookmarks for each page in the given
range.
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Comments and Annotations

PDF Studio allows you to comment or annotate a document with text, graphics,
sound and hyperlinks.

Create an annotation

Set tool properties

Update an annotation

Move or resize an annotation
Delete an annotation

Flatten annotation

Copy and pasting annotations
Group annotations

Paste a clipboard image
Paste clipboard text

Set a status or check mark
Hyperlink

Export annotations (Pro)
Import annotations (Pro)
Comments Panel

PDF Studio supports the following annotations:

Text Annotations

El
Free Text Annotation

Eh
Callout Annotation

=
Typewriter Annotation
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[/
Sticky Note Annotation

Graphics Annotations

@
Circle Annotation

N
Line Annotation

K¢
Arrow Annotation

P
Square Annotation

@
Polygon Annotation

&2
Cloud Annotation
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Pencil Annotation

Measurement Annotations

4

Distance Annotation

~t

Perimeter Annotation

<

Area Annotation

Miscellaneous

@

Sound Annotation

&
Hyperlink

Highlight
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Create an Annotation

There are two ways to create a new annotation:

1. From the annotations toolbar, simply click on the appropriate annotation
tool, then place the mouse on the desired location on the page and draw
the annotation by dragging the mouse on the screen.

Qv B/ ¢erad @ H- AAAA[E | Y

2. From the top toolbar, choose Comments > Add Comment, click on the
appropriate annotation, place the mouse on the desired location on the
page, and draw the annotation by dragging the mouse on the screen.

n Document |Comments| Forms Images Batch Security Help

K < 1: Add Mote v @ Circle ;:?'_ 5,:1
Measurement b B¢ Arrow |
¢ E‘!& Add Stamp AP Line = ¢
4] e Add Scund P} Square Lo
* | & Addlink & Pencil
B Typewriter @ Polygon
Show Comments €2 Cloud
Export Comments v El FreeTed
Import Comments b |__P| Sticky Mote

m

Flatten Page Comments Area Highlighter

Flatten All Comments

Delete Page Comments

Delete All Comments

al [

The selected tool's settings determine whether the annotation's property
dialog is displayed after creating a new annotation and whether the tool
remains selected.
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Set Tool Properties

The tool's properties determine its default appearance and how the tool behaves
after the annotation is created. The properties can be accessed by right-clicking the
tool icon in the toolbar or by navigating to Edit > Preferences to open the user
preferences.

Square Tool Properties WO

Appeatance |

Line Width 1| Transparency: 05| %

[ sticky [ ] Always show dialog | 84 | | Cancel ]

e A

When the tool is "sticky," the tool remains selected after a new annotation is
added to the document.

The Always Show Dialog check box determines whether the annotation properties
dialog will be displayed after each new annotation is added to the document.

Update an Annotation

PDF Studio allows the editing of any annotation, whether the annotation was
created in PDF Studio or another software, such as Adobe Acrobat®.

To edit an annotation's properties, such as line width or color, right click (Mac:
Ctrl+Click) on the annotation and choose Properties in the mouse menu. The
annotation's properties dialog will be displayed. Each type of annotation has its own
list of options. See Circle @, Free Text El, Highlight [, Line ¢, Arrow "¢, Distance
-+, Perimeter *{, Area =, Pencil &, Square [4, Poquon @, CIoud €2, Sound @,
Hyperlink &, Sticky Note [/, Typewriter i.

Move or Resize an Annotation

To move an annotation, simply click on the annotation and move it to its new
location on the page.

In the same way, to change the bounds or shape of an annotation, simply

drag the mouse to change the bounds of the annotations to the new desired
bounds.
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Delete an Annotation

To delete a specific annotation:
Click on the annotation with the hand tool, right-click on the annotation (CTRL +
Click on Mac), choose "Delete" in the context menu.

To delete all annotations:
From the top toolbar, choose Comments > Delete All Comments.

To delete all annotations on any given page:
From the top toolbar, choose Comments > Delete Page Comments.

Flatten an Annotation

Flattening annotations is the act of painting the annotations directly in the content
page to which they belongs so they are not editable anymore (and in effect not
annotations anymore). This can be useful to permanently paint an annotation on a
document. For instance, a custom signature stamp can be flattened so the
signature is added to the document itself and doesn't only sit on a document as an
annotation anymore.

To flatten a specific annotation:
Click on an annotation with the hand tool, right-click on the annotation (CTRL +
Click on Mac), choose "Flatten" in the context menu.

To flatten all annotations on any given page:
From the top toolbar, choose Comments > Flatten Page Comments.

To flatten all annotations:
From the top toolbar, choose Comments > Flatten All Comments.

Copy and Paste Annotations

All annotations can be copied using Ctrl+c (Mac: Apple+c) and pasted using Ctrl+v
(Mac: Apple+v). The copy command will copy any selected annotation to the
system clipboard. If an annotation is in the system clipboard when the paste
command is pressed, a copy of that annotation will be placed in the center of the
screen. On subsequent pastes at the same location, the annotation will be pasted at
a slight offset.

To paste an annotation onto a different page:

1. Navigate to the page.
2. Click on the page with the mouse to select the page.
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3. Paste the annotation using Ctrl+v (Mac: Apple+v).
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Group Annotations
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A group of annotations is comprised of one parent annotations and one or more
child annotations. Any operation (delete, move, etc) performed upon one
annotation in a group, will also be performed on the rest of group. Also, all children
will display their parent's comments.

A group may be formed by selecting two or more annotations, right-clicking (Mac:
ctrl +click) on one of them, and choosing Group from the mouse context menu.
The annotation that was clicked will be the parent.

Annotations may be ungrouped by right-clicking (Mac: ctrl+click) on a grouped
annotation and choosing Ungroup from the mouse context menu.

Note that the following annotations can not be included in a group: sound and text
replace annotations.

Paste a Clipboard Image as a Stamp

When an image is on the system clipboard, it can be pasted onto a page by
following the steps below:

1. Navigate to the page.

2. Click on the page with the mouse to select the page.

3. Paste the image using Ctrl+v (Mac: Apple+vV) onto the page. Doing so will paste
the image as a Rubber Stamp annotation that can be moved around or resized.

If Adjust To Zoom is selected in User Preferences, the initial size of the pasted

image will depend on the zoom level of the document. Otherwise, the image will be
initially pasted at its original size.

Paste Clipboard Text as a Text Box

When text is on the system clipboard, it can be pasted onto a page by following the
steps below:

1. Navigate to the page.

2. Click on the page with the mouse to select the page.

3. Paste the text using Ctrl+v (Mac: Apple+v) onto the page. Doing so will paste
the text as a Text Box annotation using default properties. The annotation can be
moved around and resized.

Set a Status or Check mark

Setting the status or marking an annotation can be useful for keeping track of
which annotations you have already reviewed. To set a status or checkmark, right
click (Mac: Ctrl-Click) on the annotation and select Mark with Checkmark or
select a status from the Review submenu.
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Mark with Checkmark

Review ko

Delete

Flatten

Propetties ...

Mone
Accepted
Rejected
Canceled

Completed

Comments and Annotations

The review history is saved each time the annotation status is modified and can be
viewed in the Status History tab on the annotation property dialog.

Text Annotations

E

Free Text Annotation

Typewriter Annotation

[J

Sticky Note Annotation

Text Box Annotation E

To create a text box annotation (also called free text annotation), follow the
standard steps to create a new annotation. The application will then display the
Text Box Properties dialog where you can choose the options for your new

annotation.

Text Box Annotation Properties:

Border Width
Border Color
Background Color
Text Color
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e Text Horizontal Alignment (left, center, right)
e Text Vertical Alignment (top, center, bottom)
e Text Size, Bold, Italic

e Text Content

e Author

r 3
{l| Free Text Properties [i_E-J

Appearance | Genetal | Stakus Hiskary

Barder Wicth 15 Hariz Align ;| Left -

Border Calor : _ Vertical Align ;| Top -
IR Color s [ —~—] Font : | Helvetics -
Text Colar _ Size: 12 - E

Mate f Comment ;

=ample free te>d|

[7] Save as defautt

D Sticky @ Alwvays show dialog [ 0.4 ] | Cancel I

Text on the System Clipboard can be pasted into a PDF document as a Text Box.

Callout Annotation B

To create a callout annotation, follow the standard steps to create a new
annotation. The application will then display the Callout Properties dialog where you
can choose the options for your new annotation.

Callout Annotation Properties:
e Border Width
e Border Color
o Background Color
e Text Color
o Text Horizontal Alignment (left, center, right)
e Text Vertical Alignment (top, center, bottom)
o Text Size, Bold, Italic
e Text Content
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e Author

@ Callout - Annotation Properties 2

Appearance | General I Status History'|

Border Width : 1F= Horiz Align : :Lef't 'v:

Border Color : - Vertical Align : 'Tup -
[ Fill Color : E Font : Helvetica =
Text Colar : - Size @ |12 -

Mote [ Comment :
Check this out

=

1l

[] 5ave as default

[] sticky [] Always show dialog oK ] [ Cancel

Typewriter Annotation &

To create a typewriter annotation, follow the standard steps to create a new
annotation. You can then type directly on to the page to add text to the document.
This feature is useful to add text to PDF documents that do not have interactive
forms. The application has the following Typewriter Properties dialog where you can
change the options for your annotation.

Typewriter Properties:
e Text Color
e Text Font, Size, Bold, Italic
e Author
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@& Typewriter Properties [i?—]

- Appearance || General | Status Histary |

Text Colar - Fornt : | Courier -
Size: 12 ~| [B][2]

r:l Save az default

] Sticky | ok || cancs

Sticky Note Annotation [

To create a sticky note annotation, follow the standard steps to create a new
annotation. The application will then display the Sticky Note Properties dialog where
you can choose the options for this new annotation.

Sticky Note Properties:

e Sticky Note Icon Color

e Transparency Percentage (100% transparent is invisible, 0% is completely
opaque)

e 'Open Initially' Flag indicates whether the sticky note should be showing
when the document is first open.

e Author

e Annotation Note or Comment (optional)
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Appearance | General | Status History

lcon Colar |:| Transparency 0 %

[ open Initislly

Mate f Comment :

Sample sticky note

« [ »

|:| Save az default

[ sticky Alweays show dislog [ Ok ] [ Cancel

Graphics Annotations

Comments and Annotations

Circle Annotation

Line Annotation

Arrow Annotation

Square Annotation

Polygon Annotation

Cloud Annotation

Pencil Annotation
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Circle Annotation

Q@

To create a circle annotation, follow the standard steps to create a new
annotation. The application will then display the Circle Annotation Properties dialog
where you can choose the options for your new annotation.

Circle Annotation Properties:

e Line Width
e Transparency Percentage (100% transparent is invisible, 0% is completely
opaque)

e Color of the circle border
e Color of the inside of the circle

e Author
e Annotation note or comment (optional)
[ | Circle Mote Properties lihy

Appearance | zenetal I Skakus Hiskary

Lire Wittt ; 1 Transparency 0 %

Mate f Comment :

EI Save az default

[ sticky  [7] Arvays show dislog Ok ] l Cancel

Line Annotation ¢

To create a line annotation, follow the standard steps to create a new
annotation. The application will then display the Line Annotation Properties dialog
where you can choose the options for your new annotation.

To draw horizontal, vertical, or lines at 45 degrees, press and hold the Shift key
while drawing the annotation.

Line Annotation Properties:
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e Transparency percentage (100% transparency is invisible, 0% is completely

opaque)
e Color of the line

e Line Start Icon, none by default. Available icons are Square, Circle,
Diamond, Open Arrow, Closed Arrow

e Line End Icon, none by default. Available icons are Square, Circle, Diamond,

Open Arrow, Closed Arrow.

e Annotation note or comment (optional)

r b
@ Line Annotation Properties li_E_J
Appearance | General | Status Histary |
Lirne "icth : 1% Line Start : | bMone -
Color : _ Line End : | Mone -
L_! Fill Color : IE Transparency : 0l %
Mote § Comment
-
[] Save as defautt
'lfj Sticky ::, Alvvays showe dialog [ Ok ] I Cancel

Arrow Annotation "¢

To create an arrow annotation, follow the standard steps to create a new
annotation. The application will then display the Arrow Annotation Properties dialog
where you can choose the options for your new annotation.

To draw horizontal, vertical, or lines at 45 degrees, press and hold the Shift key will

drawing the annotation.

Arrow Annotation Properties:
e Line Width
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e Transparency Percentage (100% transparent is invisible, 0% transparent is
completely opaque)

e Color of the Line

e Line Start Icon, none by default. Available icons are Square, Circle,
Diamond, Open Arrow, Closed Arrow.

e Line End Icon, an Open Arrow by default. Available icons are Square, Circle,
Diamond, Open Arrow, Closed Arrow.

e Annotation Note or Comment (optional)

r b
& Arrow Annotation Properties li_E-J

Appearance | zenetal I Skakus Hiskary

Y

Lirne Wyicth %+ Line Start © |Mone -

Color _ Line End : | Clozedarrow +
[E Fill Color : _ Transparency : 0l %

Mate f Comment :

[] Save as defautt

@ Sticky E} Alwvays showe dialog [ Ok ] I Cancel

Square Annotation [4

To create a square annotation, follow the standard steps to create a new
annotation. The application will then display the Square Annotation Properties
dialog where you can choose the options for your new annotation.

Square Annotation Properties:

e Line Width
e Transparency Percentage (100% transparent is invisible, 0% is completely
opaque)

e Color of the border of the square.
e Color of the inside of the square.
e Annotation note or comment (optional)
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Appearance | zenetal | Skakus Hiskary

Line Wyicth : 1+ Transparency : 05 %

Mate § Comment :

[7] Save as defautt

E] Sticky ||| Ahwvays show dialog Ok J I Cancel

Polygon Annotation @

Comments and Annotations

To create a polygon annotation, follow the standard steps to create a new
annotation. The application will then display the Polygon Annotation Properties
dialog where you can choose the options for your yew annotation.

Polygon Annotation Properties:
e Line Width

e Transparent percentage (100% transparent is invisible, 0% is completely

opaque)
e Color of the border of the polygon
e Color of the inside of the polygon
e Annotation Note or Comment (Optional)
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r 1
4| Polygon Annctation Properties &J

Appearance | General | Status History

Lire ‘Width : 1 Transparency: 0 %

Moke [ Comment

[] Save as defaul:

[ sticky  [] Always show dialog [ (o4 ] [ Cancel

Cloud Annotation €2

To create a cloud annotation, follow the standard steps to create a new
annotation. The application will then display the Cloud Annotation Properties dialog
where you can choose the options for your new annotation.

Cloud Annotation Properties:
e Line Width
e Transparency percentage (100% transparent is invisible, 0% is opaque)
e Color of the border of the cloud
e Color of the inside of the cloud
e Annotation note or comment (optional)
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& Cloud Annotation Properties [i_E-J

Appearance | zenetal I Skatus Histaory

Lire ‘Width : 1 Transparency: 0 %

Moke [ Comment

[] Save as defaul:

[ sticky  [] Always show dialog (o4 ] I Cancel

Pencil Annotation &

To create a pencil annotation, follow the standard steps to create a new
annotation. The application will then display the Pencil Annotation Properties dialog
where you can choose the options for your new annotation.

Pencil annotations can consist of multiple marks or gestures. The Delay property on
the pencil tool specifies the amount of time to wait before completing the pencil
annotation.

Pencil Annotation Properties:
e Line Width
e Transparency (100% transparent is invisible, 0% is completely opaque)
e Color of the pencil
e Annotation note or comment
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r

{8 Pencil Annotation Properties [i_E-J

Appearance | General | Status History

Line Width : 15 Transparency : 0

Mote S Comment

A
#

1 |:|'r

|:| Save az default

[V] sticky  Delay 1[5 zeconds

|:| Always show dialog [ Ok ] [ Cancel

Measurement Annotations

Distance Annotation

Perimeter Annotation

Area Annotation

Calibration

Distance Annotation =

To create a distance annotation, follow the standard steps to create a new
annotation. The Distance Measurement dialog will be displayed, which is used to set
the scale and precision for the measurement. These values must be set prior to
drawing the annotation. They may not be modified after the annotation is finished.
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1

.
Distance Measurement |£|
Options -
Measurement
Distance: 4.43in ARy 442in
angle; 2,94 AY: 0.230n

Scale

Precision: | 0.01 - Calibrate |

Scale; lin=1in

in * =1 in -

e

’

To draw horizontal, vertical, or lines at 45 degrees, press and hold the Shift key
while drawing the annotation.

To set scale from drawing, click Calibrate button and follow the steps to
calibrate.

Distance Annotation Properties:

Line Width

Transparency percentage (100% transparent is invisible, 0% is completely
opaque)

Color of the line

Line Start Icon, none by default. Available icons are Square, Circle,
Diamond, Open Arrow, Closed Arrow.

Line End Icon, an Open Arrow by default. Available icons are Square, Circle,
Diamond, Open Arrow, Closed Arrow.

Annotation note or comment is disabled for distance annotations.
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r -
)| Distance Annotation Properties @

Appearance | General | Status History

Liree Wyictth : 1 Line Start : | Closedarrow *

Color : _ Lime End : | Closed&rrow -
@Fill Caolar : _ Transparency 0 %

Mote S Comment :
G.03 1t "

Ij Save as default

Sticky [ | Abways show dislog [ Ok ] l Cancel

Perimeter Annotation =}

To create a perimeter annotation, follow the standard steps to create a new
annotation. The Perimeter Measurement dialog will be displayed, which is used to
set the scale and precision for the measurement. These values must be set prior to
drawing the annotation. They may not be modified after the annotation is finished.

i N
Perimeter Measurement |£|
Options -
Measurement
Distance: 0.71in ARy 044in
angle; 51,27 AW 0.550n
Perimeter: 4.17in
Scale: lin=1in
Scale
1 in -|=[1 in =
Precision: .III.EIl - Calibrate
h

To draw horizontal, vertical, or lines at 45 degrees, press and hold the Shift key
while drawing the annotation.
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To set scale from drawing, click Calibrate button and follow the steps to
calibrate.

Perimeter Annotation Properties:
e Line Width
e Transparency percentage (100% transparency is invisible, 0% is completely
opaque)
e Color of the line
e Annotation note or comment is disabled for perimeter annotations.

2 5
{@| Perimeter Annotation Properties Iﬁ

Appearance | General | Status History

Line Width : 15| Transparency: 0= %

Mote [ Comment :

o

(8]

[m] »

1

[7] save as default

[] sticky [ Always show dialog Ok, ] l Cancel

Area Annotation =

To create an area annotation, follow the standard steps to create a new
annotation. The application will then display the Area Measurement dialog where
you can set the scale and precision for the area measurement. The scale must be
set before you begin drawing the annotation. Once the area annotation is created,
the scale cannot be modified. The scale can be set using decimals or fractions.
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-

Area Measurement |£|
Options
Measurement
Distance: 1.22in Axy 11500
angle;  164.61° AY: 0.32in

area: 1.11=qin
Scaler lin=1in

Scale
1 in * =1 in -
Precision: | 0,01 - Calibrate

LS A

To draw horizontal, vertical, or lines at 45 degrees, press and hold the Shift key
while drawing the annotation.

To set scale from drawing, click Calibrate button and follow the steps to
calibrate.

Area Annotation Properties
e Line Width
e Transparency percentage (100% transparency is invisible, 0% is completely
opaque)
e Color of the line
e Annotation note or comment is disabled for perimeter annotations
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= —
\{@| Area Annotation Properties M

Appearance | General | Status History

Line Width : 115 Transparency: 0 %
Mote [ Comment ;
1.86 =q in

=
8-

1]

[] 5ave as default

[T sticky  [] Always show dialog 0K ] [ Cancel

Calibration

PDF Studio allows users to set the scale directly from measurement tools.

To calibrate:
1. Create a measurement annotation (Distance, Perimeter, or Area) and click
Calibrate button.
2. Users are prompted to choose two points on the document. Click OK and

draw a line.
Calibrate | 22 |

@ Select two points to calibrate the measuring toal,

[] Do nat shaow this dialog again

3. Enter the measurement in the following dialog.

L
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[ |

Calibrate \__C

Enter the measurement between the bwo poinks,

10 —

[ (0] 4 ” Cancel ]

b

4. The new scale will show up in the measurement dialog now

i~ .’
Area Measurement |_EE |
Options
Measurernent
Distance: &
Angle: 'S
Area:
Scaler 36338 In=1010n
Scale
36338 | in v =100 |in |

Precision: .IZI.IZII - Calibrate

Miscellaneous Annotations

Sound Annotation

Hyperlink

Highlight

Sound Annotation @

Sound Recording or Importing
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When you add a Sound Annotation to a page (by following the standard instructions
to create an annotation), the Sound Recorder dialog pops up. You have the
following options to add the sound data:

e Record an audio comment from a microphone: Choose the microphone
in the microphone combo box. Then click the arrow button to start
recording from a microphone and the red circle button to stop the
recording.

e Load an audio comment from a file: Click the load file button and
browse to the appropriate sound file. Supported formats are .au, .aiff, .wav.

f 5
@ Sound Recorder &J
[:} a =Mo Audio=
hicro Fritmary =ound Capture Driver -
I Ok ‘ | Cancel | | Load File

Sound Annotation Properties: Once the sound has been recorded or imported
from a file, the application will open the Sound Annotations properties dialog. This
dialog is also accessible by right-clicking (Mac: Ctrl-click) on an existing sound
annotation and choosing the Properties option. The only option available for the
Sound Annotation is the color of the speaker icon. You can change it by clicking the
color button.

@& Sound Annotation Properties lﬁ

=Moo Sounds-

) 0
lcon Colar : I:I

| seve | | concel |

Hyperlink &
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Add a hyperlink

Highlight 2

A highlight annotation is simply a square annotation with a transparent background
and no border (line width = 0).

Add a highlight annotation to a page by following the standard instructions to
create an annotation. After the annotation is added, the Highlight Properties dialog
is displayed.

Highlight Properties are the same as the Square Properties.

Export Annotations

PDF Studio allows users to export comments from the current document into a file
in FDF or XFDF format. Comments from Text Annotations, Graphics Annotations,
and Sound Annotations will be exported. Hyperlinks are not considered comments
in PDF format and thus are not exported.

To export comments:
1. From the top toolbar, choose Comments > Export
2. Select whether to export in FDF or XFDF format
3. The application will open a file chooser dialog. Select the file you wish to
export to.

Import Annotations

PDF Studio allows users to import data from a file into the current form fields. The
file can be in FDF or XFDF format. Comments from Text Annotations, Graphics
Annotations, and Sound Annotations will be imported. Hyperlinks are not
considered comments in PDF format and thus are not imported.

To import comments:
1. From the top toolbar, choose Comments > Import
2. Select whether to import in FDF or an XFDF format
3. The application will open a file chooser dialog. Select the file you wish to
import from.
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Comments and Annotations

View the comments panel by selecting View > Comments.

Edit IEIEH'I.' Scan Document Comments Forms Images Bat

Ik

2

Optic

|

Comments
Thumbnails
Bockmarks
Attachments

al:
B

From this panel, you can view, search, and modify all the comments in the
document.
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Text Annotations

Text Search, Extraction, Selection & Markup

ﬂﬂ Search Text

Extract Text

/A Highlight Text

+H; Cross Out Text

A Underline Text

A Squiggly Underline Text

A Insert Text

ﬁ; Replace Text

Search Text

With PDF Studio, you can search the text of a PDF document.

To open the Text Search dialog: Click on the Text Search button - it's the
button with the magnifying glass icon — on the toolbar or choose Edit > Text Search
from the menu and the text search dialog will open.

To search for text: Enter the text to search for in the text field, select the
appropriate search options, and press the Enter key or click on the New Search
button. All occurrences of the string in the document will appear in the occurrences
list.
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-

f 1
| Text Search [&J

quEEn

I

Mewy Search ] E] [E

[] Case-Sensitive
[] Whale wards anly

6 Occurences

P1) Queen Cleopatra of Egypt.

P11 herself "Queen of the

P17} 9yrian queen. In 272 he sent a Roman
(1) Syrian Queen .

P2) Zenobia, Queen of the

PZ1 die a queen rather than ko live in

Close

To navigate through the list of occurrences, you can either:

Use the Up arrow key (previous occurrence) and Down arrow key (nhext
occurrence) on your keyboard.

Click on the Previous Occurrence or Next Occurrence buttons. These are the
two buttons next to the New Search button with the Left and Right arrow
icons.

Or use the F3 (next occurrence) and Shift F3 (previous occurrence) keys.

Searches can be customized with the following options:

Case-Sensitive: If checked, the search will be case sensitive. Searching for
the string "The" will not return the same results as searching for the string
"the."

Whole words only: If checked, the search will only look for whole words. For
instance, when checked, searching for "the" will not return occurrences of
"they." But when this option is left unchecked, all occurrences of "they" will
appear in the occurrence list.

Include comments: If checked, the search will include annotation
comments.
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Extract Text

To extract text from the current document:
e Click on the Document menu on the top toolbar
e Choose the Extract Text option
e The application will open a Save File dialog
e Choose the name of the text file where the text will be extracted to

Select Text

i

To select text on the page, from the top toolbar, click on the Select text icon

LT} then drag the mouse around the desired rectangle text area. All the text

contained in the area will be selected. When right-clicking on the mouse (Mac:
Ctrl+Click), a menu will appear giving you the choice to:

e Copy the selected text to the clipboard. Once the text is copied to the
clipboard, you can paste it into any text or Word document by simply right-
clicking (Mac: Ctrl+Click) on the mouse and choosing the paste option in
the mouse menu.

o Highlight the selected text.

e Underline the selected text

e Cross Out the selected text.

e Squiggly underline the selected text.

e Replace the selected text

o Insert text after the selection.

quickly d-el“eulted the barbarians, then
turned his attention to the renegade
Syrian queen, In 272 he sent a Roman
army to attack Zenobia’s troops in Egypt.
Zenobia’s men fended off the Romans,
but Aurelian attacked again, this time in

=d her army of archers, oot
savalry in two battles against

: near Antioch and another
in Svria. Aurelian’s veteran

To exit the selection mode, simply click on the mouse icon. T
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Highlight Text

A

To highlight text in a page, click on the highlight icon on the annotation toolbar

, then select the desired rectangular text area on the page by dragging the
mouse. Once you release the mouse, a property dialog will open. Select the color of
the highlight and add any comments in the content area then click on the Save

button.

— 3
{48 Text Markup Properties ﬁ

Appearance | General | Status History

Mark Up Type _Tex‘t Higihlicghit el

Mate § Comment :

1 [

|:| Save az default

|:| Alwvays show dialog [ Ol ] [ Cancel ]

All text contained in the rectangular area will be highlighted.

Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD,

Zenobia was a stunningly beautiful
woman with black hair, olive skin, pearly
teeth, and a fiery nature. She enjoyed
hunting lions from horseback, but she
was also fond of books and leaming. Her
intellectual interests included military
tactics, Greek philosophy. and foreign
languages. Although she was an Arab,
she claimed to be descended from
Alexander the Great of Greece and from
Queen Cleopatra of Egypt.

71



PDF Studio 6 User Guide

To remove or edit a text highlight, click on the mouse icon & , select the
highlight by clicking on it, and right click (Mac: Ctrl+Click). The mouse menu will
give you the option to open the properties dialog for the highlight or to simply
delete it.

Cross out text

A

To cross out text on a page, click on the Cross Out icon on the annotation toolbar

ﬁ, then select the desired rectangular text area on the page by dragging the
mouse. Once you release the mouse, a property dialog will open. Select the color of
the cross out and add any comment in the content area then click on the Save
button.

{4l Text Markup Properties &J

Appearance | Genetal | Skakus Hiskary

Mark Up Type ;| Text Cross Out E

Mate § Comment :

[7] Save as defautt

E] Alwvays show dialog [ Ol ] I Cancel ]

e

All text contained in the rectangular area will be crossed out.
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Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD,

To remove or edit a text cross out, click on the mouse icon 7 , select the cross
out by clicking on it, and right-click (Mac: Ctrl+Click). The mouse menu will give
you the option to open the properties dialog for the cross out or to simply delete it.

Underline Text

A

To underline text on a page, click on the Underline icon on the annotation toolbar

ﬂ, the select the desired rectangular text area on the page by dragging the
mouse. Once you release the mouse, a property dialog will open. Select the color of
the underline and add any comment in the content area and then click on the save
button.

{8 Text Markup Properties [

Appearance | General | Status History

Mark Up Type | Text Undetline -

Mate f Comment :

1 [

|:| Save az default

|:| Alwvays show dialog [ Ol ] [ Cancel
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All text contained in the rectangular area will be underlined.

Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD.

Jenobia was a stunningly beautifiT
woman with black hair. olive skin. pearly
teeth, and a fNaery natore, She enjoved
hunting lions from horseback. but she
was also fond of books and leaming, Her
intellectual interests included military
tactics. Greek philosophy, and  foreign
languages, Althoush she was an Arah,
she claimed to he descended from
Alexander the Great of Greeee and from
Oueen Cleopatra of Egvpt.

To remove or edit a text underline, click on the mouse icon 7 , select the
underline by clicking on it, and right-click (Mac: Ctrl+Click). The mouse menu will
give you the option to open the properties dialog for the underline or to simply

delete it.

Squiggly Underline Text

A

pa

To underline text with a squiggly, click on the Squiggly Underline icon on the
annotation toolbar (SQUIGGLY ICON), then select the desired rectangular text area
on the page by dragging the mouse. Once you release the mouse, a property dialog
will open. Select the color of the underline and add any comment in the content

area then click on the Save button.
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{48 Text Markup Properties Lﬁ

Appearance | General | Status History

Mark Up Type | Text Souigly Underline

Mate § Comment :

1 [

|:| Save az default

|:| Alwvays show dialog [ Ol ] [ Cancel ]

All text contained in the rectangular area will be underlined with a squiggly.

Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD.

Zenobia was a_stunningly_heautiffT
woman with black hair, olive skin, pearly
teeth, and a fery nare, She enioved
hunting _lions from horseback, but she
was also fond of books and leaming, Her
intellectual interests included military
tactics, Greek philosophy, and foreign
languages. Althoush she was an Arab,
she claimed to be descended from
Alexander the Great of Greeee and from
Oueen Cleopatra of Egvit,

To remove or edit a text squiggly underline, click on the mouse icon T , select
the squiggly underline by clicking on it, and right-click (Mac: Ctrl+Click). The
mouse menu will give you the option to open the properties dialog for the underline
or to simply delete it.

Insert Text

A

To add an insert text annotation, click on the Insert Text icon on the toolbar.
The cursor will become a crosshair. Click the crosshair on the desired location for
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the insert text annotation. One placed, a property dialog will open. Select the color
of the annotation and add any comment in the content area then click on the Save
button.

@ Insert Text i ﬁ

Appearance | General | Status History

Tcon Colar : - Transparency: 0= %

Mote § Comment :

[] 5ave as default

[ sticky  [] Always show dialog [ Ok ] I Cancel

-

Version 1.1 or any later
Sections, with no Front-
mcluded in the séctmn (

To remove or edit an insert text annotation, click on the mouse icon ¥ , select
the annotation by clicking on it, and right-click (Mac: Ctrl+Click). The mouse menu
will give you the option to open the properties dialog for the annotation or to simply
delete it.

Replace Text

A

To add a replace text annotation, click on the Replace Text icon on the
annotation toolbar then select the desired rectangular text area on the page by
dragging the mouse. Once you release the mouse, a property dialog will open.
Select the color of the strikethrough and add any comment in the content area then
click on the Save button.
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— .|
\{@| Text Markup Properties ﬁ

Appearance | General | Status History|

Mark Up Type : :Cmss out Text -

Mote § Comment :

Some new text] -

[ 5ave as default

[ Always show dialog l o]'8 ] [ Cancel I

0123456789:;:<=>?@ABCI
‘abcdefghijklmnopqrstuvw:
TSN ~“TM S}CE'Z-Y l¢£l:ﬂ¥

A

To remove or edit a replace text annotation, click on the mouse icon 7 ,
select the annotation by clicking on it, and right-click (Mac: Ctrl+Click). The mouse
menu will give you the option to open the properties dialog for the annotation or to
simply delete it.
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Create PDF

There are many ways to create a PDF file in PDF Studio. Under the File menu, if you
choose Create PDF, you will find the following options:

From File - This option opens a file dialog that filters in all supported file
types. Any non-PDF file selected will be converted to PDF format and then
opened.

From Multiple Files - This option opens the Create from Multiple Files dialog,
which allows users to merge multiple documents in a single action. All
supported non-PDF files are converted to PDF. The configuration options
include setting open passwords, and adding a bookmark for each merged
document in the output document. This can also be found at File >
Combine Files.

From Scanner - This option opens the Scan To PDF dialog.

From Blank Page - This allows the user to create a new PDF Document with
no content.

Merge and Split Documents

PDF Documents can also be created by Merging and Spliting Existing Documents in
several ways.

Drag and Drop - Documents of all supported file types can be inserted as
new pages into an existing open document by dragging the file to the
Thumbnail Pane. Also pages can 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.

Insert/Extract Pages - There are menu options for Inserting PDF Pages into
an open document (Document -> Insert Pages), or Extracting Pages from
an open document into a new PDF document (Document ->Extract Pages).
Create PDF from multiple files - The Create from Multiple Files dialog found
under File->Create PDF -> From Multiple Files allows users to merge
multiple documents in a single action. All supported non-PDF files will be
converted to PDF.

Advanced Split @ - There is an option for creating Advanced Split
configurations (Document -> Split Pages).

Batch Merge @ - Multiple files can be combined into one PDF using the
Batch Merge option (Batch -> Merge a Batch).
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Supported File Types

PDF Studio supports converting certain non-PDF file types into PDF Documents. The
current supported types are:

o Image Files - files of type GIF, PNG, TIFF, and JPEG can be converted into
PDF.

e Word Files - PDF Studio can convert Word (97-03) .doc files into PDF.

e Text Files - .txt files can be converted to PDF. Users can also define Text To
PDF settings in the Preferences Dialog.
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Crop Pages

PDF Studio allows the user to adjust the crop box, bleed box, trim box and art box

on your PDF document. Documents may be cropped using the cropping dialog or
the cropping tool. Units can be specified in inches, points, centimeters or
millimeters. Cropping can be applied to a single page, a range of pages, or all
pages.

The Crop Pages Dialog

To open the Crop Pages dialog, choose Document > Crop Pages from the top

toolbar.
Crop Pages ﬁ
Box
@ CropBox () BleedBox (7) TrimBox (7 ArtBox
Margins
Units: | Inches -
Top: 0.5 in
Bottom: 13755 in
Left: 195 in
Right: 3.15in
Range
i Al
@ From Page: 1 ToPage: g of 10
| ok || cancl
Crop Tool

To use the crop tool, select the crop tool icon from the toolbar.
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After selecting the tool, drag the mouse over the page to select the area to be

cropped.
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About the High

Admission

Members are admitted to the Museum free of charge
during non-ticketed exhibitions by presenting & member-
ship card with photo 1D If you have forgotten ar lost
your membership card, a tempaorary card allowing
all the benefits of membership for that day can be
obtained at the Membership Desk in the Museum
entrance. Replacement cards can also be ordered for
%3 each at the Membership Desk.

Admission to certain exhibitions reguires tickets, a
limited number of which are given to members free
of charge. The quantity of free tickets s based on level
of membership. Members will be notified of ticketing
procedures by mail in advance of such exhibitions. The
ticketing guide can also be found online at wanwhigh.ong,

Museum Hours
The Museum is apen Tuesday through Saturday, 10 a.m,
ta 5 pom.: Sunday, 12 noon to 5 pam,; Closed on Mondays
and major holidays, Extended hours for Friday Jazz, the 3rd
Friday of each manth, and After Houwrs, the 15t Thursday of
each month, are available, Call for a schedule, 404-733-4575.
During special exhibitions, Museum hours may be
extanded. Please refar to exhibition literature or call
404-733-4575 for special hours,

flash bulbs/attachments, and videc cameras are
not allowed.

isitors with cammeras must obtain a photography permit
from the security desk. Photography may be prohibited
in some galleries with light-sensitive artwork as well
as in most special exhibitions. When in doubt, please
ask a secwrity officer. The Museurn Shop sells excellent
reproductions of many of our works.

Shketching

“We ask that wisitors who would like to sketch in the
galleries obtain a sketching permit from the front desk.
Wisitors under the age of 18 must be supervised by an
adult. You may sketch in pencil enly; no pens, paints,
charcoal, pastels, or markers are allowed. For the safety
of the art, easels are not permitted. Sketching may be
prohibited in some special exhibitions.

For Everyone's Safety

Coat and package check is available on the Main Floor.
Food, liguids, bulky items, backpacks, and umbrellzs
are not allowed in the galleries.

Public Telephones

A courtesy phone is located on the Lower Level of the
Museum near the High Café and in the main building of
the Woodruff Arts Center.

When the mouse button is released, the page crop margins will be set such that
only the selected area is visible and the crop dialog will open so that the cropping

can be manually adjusted.
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Crop Pages ' - About the High
B Admiasion
Members are admied to the Muneum free of charge
i FropBod () BleedBox () TrimBoor () Art Box during ron-ticketed ehibitions by presering 3 member

ahigp card with phata 1D, I ypou have Rerpotien o kot
your membarship card, & temporary card allowing
all the banefits of membership for that day can be
ined at the Memberihip Desk in the Mutéum
entrance. Replacement cards can atio be ordered for
3 each at the Mamberthip Dedh
Admizclan to cevtain edhibtions reguies tickels, &
limited pumibee of which are given 1o members fee
of charge. The quarntity of free tickets s baved on bevel
of membarchip, Members will be notified of teketing
procedures by mal in advarce of wuch exhibitions. The
ticketing puide can alsa be found anling 28 wewhigh.ong

| Mlusem Hours
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Digital Signatures

Digital Signatures are a way of authenticating the contents of a document. A
document with a valid signature is guaranteed not to have been changed since
being signed. A valid signature has a digital ID issued by a trusted certificate
authority. In order to sign documents, a digital ID may be imported or PDF Studio
can create a self-signed digital ID.

Create a Signature Field @

Modify a Signature Field &

Apply a Signature @ B
Customize Signature Appearance &
Validate Digital Signatures
Manage Trusted Certificates &
Manage Digital IDs &

Create a Digital Signature Field

PDF Studio can create new, unsigned digital signature fields in a document. To do
so, select Add Signature Field from the Security menu.

- — ——

Batch |Security| Help
T Document o O

Security Settings 3

L
@ Sign Docurment H g

Add Sighature Field I.\-}

When the tool is started, the cursor will become a crosshair and will allow the user
to mark the location for the new field on the document.
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g Number: |E-mail Address:
Mew Address and ldentifying Infarmation

B FEIMN/SSN:

I: Tax Account No.
state, Zip: Fax Mo:

g Mumber: E-mail Address:

all required blocks are fully and correctly completed, sign below.

aclare that the information on this applica- DEPARTMENT USE ONLY
5 correct and complete to the best of my
edge and belief.

Name:

Here: : I

A2t

After the field is created, it can be clicked on to apply a digital signature.

Modify a Digital Signature Field

To modify a digital signature field, right-click on the signature field (Mac: Ctrl-
Click). A mouse context menu will appear.

; \ CH=Suzle Libra, I
UZIE Ol=Departmant, "
| Q=0oppa Soltware !
| 1 L=Atlanta, ST=G4 : o

| Libra EAE b o Apply Signature
i ARl Clear Signature

Add trusted certificate..

Edit

Delete

Properties...

If the field is signed, the only enabled menu options are Properties and Clear
Signature. The Properties option will display additional details about the signature:
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r .
{| Signature Validation Status Iﬁ
Signature validity is UNKMNOWMN;
- The document has not been modified since the signature was
applied,
- At least one of the certificates has EXPIRED or is not YET VALID,
Signer: Suzie Libra
Date: Mow 10, 2009 11:09:10 AM EST
Reason: <Not Available =
Location: <Mot Available =

Details

|

The Clear Signature option will remove the signature from the signature field. In
the context menu for an unsigned field, the other menu items will be enabled.

Apply Signature

Clear Signature

Add trusted certificate...
Edit

Delete

Properties...

The Edit option will allow the empty field to be modified (moved or resized). The
Delete option will remove the field. The Apply Signature option will apply a digital
signature.

Apply a Digital Signhature

Digital signatures may be applied to documents using digital IDs contained within
PKCS#12 files. To apply a signature, click on a signature field or select Sign
Document from the Security menu. If PDF Studio has one or more digital IDs
stored, the user will be prompted to pick from the existing IDs. Otherwise, the user
will be prompted to either create or import an ID.

Create or import a digital ID
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If there are no digital IDs saved in PDF Studio, the user will be prompted to either
create a new ID or import an existing one.

@ Add Digital ID S5

In arder ko sign a dacument you must use a digital ID. You can either
impart one From a file (PKCS12 format, .pl2, .pfx) or you can create
a self-signed ID with PDF Studio,

@ Import my existing digital ID From a File

Create a new digital ID now

Import digital ID from file

This option allows the user to import digital IDs in .pfx or .p12 format. Browse for
the digital ID file and enter the password to add this digital ID to PDF Studio. You
will be required to enter the password whenever you use the digital ID.

@ Add Digital ID S5

Browese For a digikal ID, Digital ID files are password protectked and require
a password in order to be opened.

File name:

CPOFSkudiolsigniQoppa Software.plz Browse, .,

Passwiord;

e i i i i

IJ=e my passwiord

Digital ID files may be protected with a complex password that is difficult to
remember. The Use my password option will allow you to create your own
password. PDF Studio will prompt you for your password instead of the file's
password when you sign documents. The digital ID file will not be modified, but the
file's password will be securely stored and can only be retrieved with your
password.
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Passwiord;

e i i i i

& digital ID may be protected with a complex password, PDF Studio can save this
password and prokect ik with your own password, When signing documents,
POF Studio will prampk you For your own passward,

Enter your passward ko use when signing documents with this digikal 10,
My Password:
Confirm Passwords

Passwiard Hink

< Back ][ Mext = H Cancel

Create new digital ID

This option allows the user to create a self-signed digital ID.

P 1
New Digital ID S5

Enter the following information to create your digital ID.

Validity [days): 355
Mame: Qoppa Tester
Organizational Unit: | Qoppa Testing

Organization Mame: | Qoppa Software

Locality /City: Atlanta

State: GA

Country: us

Email: qtest@qoppa. com|

| < Bacdk |[ Mext = ” Cancel |

The newly created ID will be added to PDF Studio's list of IDs and can be applied to
the document.
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Select a Digital ID

If there are digital IDs saved in PDF Studio, the user will be prompted to select
from these existing IDs. A new digital ID can be added with the New Digital ID...
option in the list.

i & | Sign Document ﬁ1
Digital 10 _Qu:uppa Software <supporb@goppa, conm = x|
Password:

Certificate Issuer:  Qoppa Software
Appearance
_Qu:uppa Image x|

Digitally signed by Qoppa
Software

cn=Cloppa Software, c= US,
email= support@qoppa.com
Date: 2010.06.22 10:3:37
EDT

Signature Information
Reason: | <none:= -
Location:

Contact Info:

[ Sign ] l Close I

|

Pressing the Sign button will apply the selected signature.

Customize Signature Appearance

To modify the signature appearance that is created when the document is signed,
select Create New Appearance... from the Appearance list. There are many
options to customize the text that will display in the signature field. The certificate
contains the information used to fill these fields. Additionally, an image can be used
for the signature appearance.
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& Mew Signature Appearance &J

Title:

Presview

Digitally signed by Your Name
0 u r cn=Your Name, ou=
Organizational Lnit, o=

Organization Mama, |=
Locality/City, st= State, c=

N m Country, email= Email
Diate: 2010.06.22 11:10:52 EDT
Image
[] shaw Image Transparency: 0F
File:
Align: | Center
Text

Show:
Marne Digitally signed by Date

Common Mame Organizational Unit Crganization Mame

LocalityfCity Stake Counkry
Ernail

Crientation: | Left to Right

(4 I I Cancel

Validate Digital Signatures

PDF Studio validates any digital signatures upon opening a document. PDF Studio
will first check that the digital signatures in the document use valid certificates and
that the document has not been changed. It will then check that the certificate used
to issue the digital ID in the signature was issued by a trusted certificate authority.

Depending on the results of the validation, PDF Studio will display one of three
icons on the signature:

v

indicates that the signature validated correctly, that there were no changes
made to the document, and that the issuing certificate authority is trusted.
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)
&
i

indicates that the signature validated correctly, but there might be some
problems, such as the digital ID being issued by a certificate authority that is
not trusted.

X

indicates that there were problems validating the signature. The problems
can include changes to the document after the signature was applied.

Manage Trusted Certificates

When PDF Studio validates digital IDs, it checks that the digital ID was issued by a
trusted certificate authority. The user can manage which certificate authorities to
trust. When a digital ID is created or imported, its issuing authority is automatically
added to the list of trusted certificates. Open the Trusted Certificates dialog by
selecting Security > Security Settings > Trusted Certificates from the top toolbar.

Batch |Secunty| Help
T Document s Cr T8 AL -rw

1111 @

Secutity Settings 3 Trusted Certificates [ ’
Sign Docurent Digital ID's s
Add Signature Field

This will open the Trusted Certificates dialog.
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[@)] Trusted Certificates |£|

Subject Issuer Date

B Coppa Software Qoppa Software Jun 22, 2010 9:49:12 AM EDT

@Impurt EDetails fiil Delete

Close

E;h Irnpork

Opens a dialog to import certificates

[Z] Details
Displays details of the selected certificate

] Delete
Removes the selected certificate

Manage Digital IDs

PDF Studio allows the user to manage the Digital IDs. To do so, open the Digital
IDs dialog by selecting Security > Security Settings > Digital IDs from the top
toolbar.

Batch [Security| Help
| @ S Document J_Q_t‘ i1 e m T
] Security Settings k Trusted Certificates
@ Sign Docurment | Digital I
Add Signature Field |

This will open the Digital IDs dialog.
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Digital [Ds

Display Mame Path

Qoppa Software <support@goppa,com:= [ CUsersiGerald Holmannh, POFStudiotsigntQoppa ...

Dake

Tue Jun 22 09:49:12 EDT 2010

Add Digital ID E Change Display Mame [ Remave

Close

#dd Digital ID

Opens a dialog to create or import a digital ID

E Change Display Mame

Changes the display name of the selected digital ID

il Remaove

Removes the selected digital ID
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Document Properties

To open the Document Properties dialog, choose Document > Document Properties

from the top tool bar. The application will display the Document Properties dialog.

This dialog has the following three tabs:

General

Security
Initial View

General

-

Document Properties

Gaeneral | Security | Initial Wigsw

Title:
Author:

Subject:
Keywords:

Producer:
Created:
Modified:

Page Size:

Sample Tikle
John Doe

Displaying document properties

these are some keywards

PDF Studio 6 Pro - htbp: f v, qoppa. com
Jun 21, 2010 4:3531:02 PM

Jun 21, 2010 4:31:02 PM

3.50x 11.00in

K

] [ Cancel

]

The general tab allows you to view and edit title, author, subject, and keywords. It
allows you to view the producer, created date, modified date, and page size.
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Security

Set Security - Set passwords and permissions.

Initial View

Set Initial View - Modify the properties that determine how the document will be
initially displayed.
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Document Security

PDF Studio allows the user to set or change passwords and permissions on PDF
documents. Two passwords may be set for a document, an open password and a
permissions password. If set, the open password must be entered properly to open
the document. The permissions password prevents users from modifying the
document's permissions. The document's permissions can be configured to restrict
the ways a document may be modified and accessed.

View Security Settings - View passwords and permissions for the current PDF
document

Change Security Settings — Update passwords and permissions for the current PDF
Set Security on a Batch — Apply the same security settings to multiple files in a
single action

View Current Security Settings

To view current security settings, click on Document > Security from the top
toolbar. The application will open the Document Security Settings dialog, where you
can view current security settings for the document.

97



PDF Studio 6 User Guide

r — - - . i
Document Properties v @
| General [} Security | Initial View |
H
Security
Security Method : Mo Security
Document Open Password : Mo
Permissions Password : Mo
Permissions
Printing High Res : Allowed [ 2 | Change Document: Allowed
Printing : Allowed Document Assembhy | Allowed
Text & Graphics Extraction : Allowed 2 Annotations & Comments Allowed E]
Extraction for Accessibility : Allowed ? Form Filling & Signing : Allowed 2
| Cear || Edt |
[ oK ] [ Cancel l
§ e

e Passwords

o Password to Open Document - This is also known as the user
password. It is the password that is required to open the document.

o Password to Change Permissions — This is also known as the
permissions password or owner password. It is the password that is
required when trying to change permissions and passwords on the
document.

e Permissions - Specific permissions for the document:

o Printing High Definition - Permission to print the document at high
resolution. When this permission is granted, the following permission
Printing is automatically granted.

o Printing - Permission to print the document.

o Text & Graphics Extraction - Permission to copy or extract text
and graphics from this document. When this permission is granted,
the following permission Extraction for Accessibility is automatically
granted.
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o Extraction for Accessibility - Permission to extract text or graphics
from this document in support of accessibility to the disabled or other
purposes.

o Change document - Permission to make changes to this document,
for instance by creating form fields.

= When this permission is granted, the following 3 permissions
(Document Assembly, Comments, and Form Filling) are also
automatically granted.

= When this permission is not granted, the following 3
permissions (Document Assembly, Comments, and Form
Filling) can be granted independently.

o Document Assembly - Permission to assemble the document:
insert, rotate, or delete pages and create bookmarks or thumbnail
images.

o Annotations & Comments - Permission to Add or Modify text
annotations.

= If this permission is granted, the following permission, Form
Filling and Signing, is also automatically granted.

= If this permission is not granted, then the following permission,
Form Filling and Signing, can be granted independently.

= And if this permission is granted and the Change Document
permission is also granted, creating or modifying interactive
form fields (including signature fields) is allowed.

o Form Filling & Signing - Fill in existing interactive form fields
including signature fields.

Change Current Security Settings

To change current security settings:

1.
2.

o u AW

Click on Document > Security from the top toolbar.

The application will open the Document Security Settings dialog, where you
can view current security settings for the document.

Click on the Edit button

The Change Document Security dialog will open

Choose the desired options in the dialog (see options below)

Save the document to save the new security settings
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Change Document Security

Compatibility

Compatibility: |#Acrobat 7.0 and later

Passwaord

I_. Password To Open Document

Permissions
[#] Allow Printing High Res

[#] Allow Text & Graphics Extraction

[] Allow Extraction for Accessibility

{ w | High (123-bit AES)

Retype Password

Retype Password

7 | [¥] Allow All Changes

)
2]
B2

[#] Allow Annotations and Comments

[7] Allow Filing Form Fields & Signing

& BB

?

x|

Cancel

)

e Passwords

o Password to Open Document - This is also known as the user password. It

is the password that is required to open the document.

o Password to Change Permissions — This is also known as the permissions

password or owner password. It is the password that is required when

trying to change permissions and passwords on the document.

e Permissions - Specific permissions for the document:

o Printing High Definition - Permission to print the document

at high resolution. When this permission is granted, the

following permission Printing is automatically granted.
o Printing - Permission to print the document.

o Text & Graphics Extraction - Permission to copy or extract

text and graphics from this document. When this permission is

granted, the following permission Extraction for Accessibility is
automatically granted.
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Extraction for Accessibility - Permission to extract text or
graphics from this document in support of accessibility to the
disabled or other purposes.
Change document - Permission to make changes to this
document, for instance by creating form fields.
= When this permission is granted, the following 3
permissions (Document Assembly, Comments, and Form
Filling) are also automatically granted.
= When this permission is not granted, the following 3
permissions (Document Assembly, Comments, and Form
Filling) can be granted independently.
Document Assembly - Permission to assemble the
document: insert, rotate, or delete pages and create
bookmarks or thumbnail images.
Annotations & Comments - Permission to Add or Modify text
annotations.
= If this permission is granted, the following permission,
Form Filling and Signing, is also automatically granted.
= If this permission is not granted, then the following
permission, Form Filling and Signing, can be granted
independently.
= And if this permission is granted and the Change
Document permission is also granted, creating or
modifying interactive form fields (including signature
fields) is allowed.
Form Filling & Signing - Fill in existing interactive form fields
including signature fields.

Set Security on a Batch

To set security on a PDF document that is not opened in PDF Studio or to set
security on multiple PDF documents in a single action, use the Set Security to a
Batch function. See our documentation of Setting Security on a Batch in the Batch
Process documentation page.
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PDF File Attachments

PDF Studio allows you to attach files to a PDF document.

Attach a file

Delete an attached file

Open an attached file

Save an attached file on your computer

Attach a file

To attach a file to a document, click on the small down-arrow icon next to the
attach icon on the annotations toolbar. A menu will be displayed, giving you the
choice to attach the file simply as an embedded file or as a comment. If the file is
attached as an annotation, the cursor will become a cross cursor and you can
choose a location on the page where the file should be attached.

You can also simply drag and drop files onto the attachments tab to attach them as
an embedded file.

> [ 2w AR 00| D
7 Q@ ® Y G| dceaeae [ &

Attach a File

Attach a File as a Comment I}

The Dolmetsch Story

by Dr. Brian Blood

The Dolmetsch Workshop is the most tangible aspect of a craft

Note that the option chosen in the menu is remembered throughout the session.
When you click the attach icon (and not the down-arrow) in the session, PDF Studio
will attach files according to your choice as an embedded file or as a comment.

Delete an attached file
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To remove an attached file:

If the file is attached as a comment, select the file attachment comment on
the page and click delete. You can also right-click (Mac: Ctrl+Click) on the
file attachment comment and choose Delete.

If the file is attached as an embedded file, go to the attachments tab where
the list of attached files is displayed, right-click (Mac: Ctrl+Click) on the
attached file and choose the option Delete.

File Edit “ieww Scan Document Comments Formz Images Batch Help

J

|F‘ages

|G-:|rnmen13 Attachments

T testn4.pdf »
| POFStudialconds.al
[] doorsign.dac

m Open file |

[l bet:

2 EH S (A sk D[]l
GvRBrre B¢ % ¢

Save File... The --DOI

Delete Attachment I,\@
#dd Attachment by Dr. Brian

The Dolmetsch
to the 1880s w
begin a lifetims

Arnold Dc

Open an attached file

To open an attached file:
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If the file is attached as a comment, double-click on the file attachment
comment on the page. You can also right-click (Mac: Ctrl+Click) on the file
attachment comment and choose Open File

If the file is simply attached as an embedded file, go to the attachments tab
where the list of attached files is displayed, and double-click on the
attached file. You can also right-click (Mac: Ctrl+Click) on the attached file
and choose Open File.



File Attachments

Note that PDF Studio simply sends the file to your operating system for opening. If
your operating system doesn't recognize the type of file or doesn't have the
appropriate application to open the file, nothing will happen.

Save the attached file to your computer

To save an attached file to a local drive on your computer:

o If the file is attached as a comment, right-click (Mac: Ctrl+Click) on the file
attachment comment on the page and choose Save File.

o If the file is attached as an embedded file, go to the attachments tab where
the list of attached files is displayed, right-click (Mac: Ctrl+Click) on the
attached file and choose Save File.

e A file dialog will open. Choose the location and name of the file you wish to
save.
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Headers and Footers

Create and apply a new header and footer

Fill header and footer options

Apply an existing header and footer

Apply an existing header and footer to a batch @

Creating and applying a new header and footer

To create a new header and footer:

1.

Open the document to which you would like to add a header and footer.
This is not a required step if you only wish to create a header and/or footer
without applying it immediately. However, it is useful to be able to preview
the header and footer on the document.

. From the top toolbar, go to Document > Header & Footer > Create Header

& Footer to show the Create Header & Footer dialog. In the combo box the
name for the new header and footer shoes as <New Item>.

Fill in the desired options for the header and footer.

As options are being changed, you can preview the header and footer on

the document pages in the preview panes.

. To apply the header and footer to the document, click on the Apply

button at the bottom of the dialog. You do not need to save a header and
footer before applying it to a document.

To save the header and footer for later reuse, click on the Save button
below the name combo box. You will be prompted to enter a name for your
new header.

All your previously saved headers and footers appear in the drop down list in the
combo box. Headers & footers are saved as part of the user settings and can thus
be accessed next time you launch a new session of PDF Studio.

Header and footer options

Headers and footers have a set of attributes that determine the properties of the
text to add to the document. Attributes of the text include the font, size and style,
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foreground and background color, and more. It is also possible to add the header
and footer to only a subset of pages in the document.

(@) Edit Header & Footer X
rGeneral ridargns
Name: heasst v Untsinches
IJS.I'.MID\'IHB:NJ [ Say'-&_]l P ] Top: 03= Bottom: 9.5- ':
Left 15 Right: 1
rAppearance -Pages
Fort:  Helvetica v 18 Bl (G (1] || Poges: -
Border - | Mo Border = Flegnd: [N
Header & Footer
Header Left Cerfler Right
iﬂe-ceived!date -‘
Footer Lefi : Certer . ot
Page Spage of Stotaipages ‘
insert | Date || Pagetumber || Batesnumber || Other |
K (4 - [Pl
_______ Aacabhand FRN S O e
”F"'age 10f12
| close || Appty |

—
The options for a header and footer are as follows:
e General - Options associated with the current header and footer
configuration
o Name - Name of the header and footer. The name is used on the
drop down combo boxes and in the Header & Footer menu.

o Show on Menu - Whether to show this header and footer on the
Header & Footer menu for easy access
e Margins
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o Units - What units to use when calculating the horizontal and vertical
margins. This can be inches, centimeters, or points. Points are
calculated in the PDF standard, 72 points per inch.

o Top, Bottom, Left and Right margins.

e Appearance - Options that control the text

o Font - Name of the font

o Size - Font size in points

o Color of the text

o Bold/Italic — Use the B and I toggle buttons to make the text bold
and/or italic

o Border - Border of the text. If this is chosen, a box outline will be
drawn around the text

o Bgnd - Background color. Check this box and enter a background
color to draw a box behind the text in the specified color.

o All - The header and footer will be placed on all pages in the
document

o Even - The header and footer will be placed only on the even-
numbered pages of the document

o 0dd - The header and footer will be placed only on the odd-
numbered pages of the document

o First - The header and footer will be placed only on the first page of
the document

o Last - The header and footer will be placed only on the last page of
the document

o Range - The header and footer will be placed only on the pages in
the specified range (e.g. Pages 7-20)

= From and To - The range of pages on which the header and
footer will be placed
e Header and footer — Text content for the different header and footer areas
in the document

o Header Left

o Header Middle

o Header Right

o Footer Left

o Footer Middle
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o Footer Right

o Click on the Date button to choose and insert a date form

o Click on the Page Number button to choose and insert page numbers
in a chosen format

o Click on the Bates Number button to insert a Bates number

These are predefined keywords to allow users to refer to the current
page, current date, etc.

$page — The page number

$author — The user logged in

$totalpages — The number of pages in the document
$filename - The file name that the document was opened from
$filepath — The full file path that the document was opened
from

$date — The current date formatted as Nov 28, 2007
$shortdate - The current date formatted as 11/28/07
$time - The current time

$day — The day of the month

$month - The current month, using two digits

$year — The current year, using four digits

$shortyear — The current year, using two digits

$second - The current second

$minute — The current minute

$hour - The current hour, 1-12

$ampm - AM or PM

$longhour - The current hour, 0-23

Apply an existing header and footer

There are 2 ways to apply an existing header and/or footer:

From the Header and footer dialog. Open the document to which you'd like
to apply a header and/or footer. Open the Header and Footer dialog from
Document > Header & Footer. Choose the header from the drop down list in
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the combo box and click the Apply button at the bottom of the dialog. You

can preview the header and footer before you decide to apply it.

From the Header & Footer menu. Open the document to which you'd like to
apply a header and footer. Under the Header & Footer menu, there is a list



Headers and Footers

of all the Headers and Footers that you have previously created. Note that
only the ones for which you chose the option Show On Menu will appear on
this list. Click on the header and footer you'd like to apply from the list.
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Images Export and Import

PDF Studio allows you to export the pages of the current document as images or to
import images as pages in the current document. To do so, click Images from the
top toolbar and then choose the appropriate option.

Export pages as JPEG - Exporting pages of the current document in JPEG format
Export pages as TIFF - Exporting pages of the current document in TIFF format
Export pages as PNG - Exporting pages of the current document in PNG format
Export pages as GIF - Exporting pages of the current document in GIF format
Import Images as Pages - Importing images as new pages in the current document
Import Image as Stamp - Importing an image as a stamp in the current document

Export pages as JPEG

To export pages as JPEG, choose Images > Export Pages as JPEG from the top
toolbar. The application will display the Export Pages as JPEG Images dialog.
Choose the appropriate options in the dialog and click the OK button to start.

[ | Export Pages as JPEG . =t ]
Save Files To
Destination Falder ; ChJdohmimages |:|
File Mame Pattern : test36_page E|
DPI Resolution - 7218 (2]
JPG Quality - ( 5 [uda)
0 10
[ (8],3 l | Cancel ]
L

The options in the Export Pages as JPEG dialog box are as follows:
o Destination Folder - Select the directory where you wish to save the
images. Click on the browse button to browse to the desired directory or
type in the directory in the text box.
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o File Name Pattern - Enter the desired pattern for the output file names.
Current page number and file extension (.jpg) will be appended to the
pattern to create the final file name.

o DPI Resolution - Choose the desired resolution in DPI used to render the
page. 72 is the native PDF resolution.

e JPG Quality - Select the desired quality of JPG compression. Compression
varies

o From 0 - very high compression - very low quality

o To 10 - low compression — very high quality
Based on the quality parameter. Some guidelines for the quality
value: 8 high quality, 5 medium quality, 2 low quality.

Export Pages as TIFF

To export pages as TIFF, choose Images > Export Pages as TIFF from the top
toolbar. The application will display the Export Pages as TIFF Images dialog. Choose
the appropriate options in the dialog and click the OK button to start.

[ | Export Pages as TIFF &11
Save Files To
Destination Folder : CJohnimages |:|
File Mame Pattern : test36_page |Z|
DPI Resolution - 72 ==
Campression Group 4 Fax b E|
[ (8].4 ] | Cancel ]

The options in the Export Pages as TIFF dialog are as follows:

« Destination Folder - Select the directory where you wish to save the
images to. Click on the browse button to browse to the desired directory or
type in the directory in the text box.

« File Name Pattern - Enter the desired pattern for the output file name.
Current page number and file extension (.tif) will be appended to the
pattern to create the final file name.
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DPI Resolution - Choose the desired resolution in DPI used to render the
page. 72 is the PDF native resolution.

Compression - Choose the compression to use. Available compressions
are: CCIT RLE, Group 3 Fax, Group 4 Fax, Pack Bits, LZW, ZLib, Deflate, No
Compression. The most standard one is Group 4 Fax, which is optimized for
faxing.

Export Pages as PNG

To export pages as PNG, choose Images > Export Pages as PNG from the top
toolbar. The application will display the Export Pages as PNG Images dialog. Choose
the appropriate options in the dialog and click the OK button to start.

[ | Export Pages as PNG &11
Save Files To
Destination Falder : CohJdohmimages |—|
File Mame Pattern ; test36_page |Z|
DPI Resolution - 7218 (2]
[ (8].4 ] I Cancel I
L

The options in the Export Pages as PNG dialog are as follows:

Destination Folder - Select the directory you wish to save the images to.
Click on the browse button to browse to the desired directory or type the
directory in the text box.

File Name Pattern - Enter the desired pattern for the output file names.
Current page number and file extension (.png) will be appended to the
pattern to create the final file name.

DPI Resolution - Choose the desired resolution in DPI used to render the
page. 72 is the PDF native resolution.

Export Pages as GIF

To export pages as GIF, choose Images > Export Pages as GIF from the top
toolbar. The application will display the Export Pages as GIF dialog. Choose the
appropriate options in the dialog and click the OK button to start.
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| Export Pages as GIF [_J&
Save Files To
Destination Folder: 4 JohiniMyIrmages | |
File: Mamne Pattern: miydoc_page| [
DPI Resolution ; T2 =
[ (84 ] | Cancel J
e

The options in the Export Pages as GIF dialog are as follows:

« Destination Folder - Select the directory you wish to save the images to.
Click on the browse button to browse to the desired directory or type in the
directory in the text box.

o File Name Pattern - Enter the desired pattern for the output file names.
Current page number and file extension (.gif) will be appended to the
pattern to create the final file name.

« DPI Resolution - Choose the desired resolution in DPI used to render the
page. 72 is the PDF native resolution.

Import Images as Pages

Images of these types may be imported as pages: gif, jpeg, jpg, png, tif, and tiff.
To import images in the current PDF document, choose Images > Import Images as

Pages from the top toolbar. The application will display the Import Images as Pages
dialog. Compile a list of images to import, and press the start button.
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{@| Import Images az Pages

o)

File List
~ File name File path Size Last Modified
ScreenHunter_01 ... [C:\Users\Abe Opp... |60 KB 11210 2:31PM
ScreenHunter_02 ... [C:\Users\Abe Opp... |63 KB 1f12f10 2:32 PM
ScreenHunter_03 ... [C:\Users'\Abe Opp... |64 KB 1f12f10 2:32 PM
ScreenHunter_04 ... [C:\Users\Abe Opp... |64KB 1f12f10 2:32 PM
ScreenHunter 05 ... [C:\Users‘\Abe Opp... |172 KB 1f12f10 2:33 PM
ScreenHunter 06 ... [C:\Users\Abe Opp... |183 KB 1f12f10 2:33 PM
ScreenHunter 07 ... [C:\Users'\Abe Opp... |166 KB 1f12f10 2:34 PM
ScreenHunter 08 ... [C:\Users'\Abe Opp... |165KB 1f12f10 2:34 PM
ScreenHunter 09 ... [C:\Users'\Abe Opp... |166 KB 1f12f10 2:34 PM
ScreenHunter_10 ... [C:\Users'\Abe Opp... |165KE 1f12f10 2:34 PM
ScreenHunter_11 ... [C:\Users'\Abe Opp... |166 KB 1f12f10 2:34 PM
ScreenHunter_12 ... [C:\Users'\Abe Opp... |166 KB 1f12f10 2:35PM
ScreenHunter_13 ... [C:\Users‘\Abe Opp... |178 KB 1f12f10 2:35PM
ScreenHunter_14 ... [C:\Users'\Abe Opp... |179 KB 1f12f10 2:35PM
Addfies | [ Add foider | |
[ Start... ] [ Cloze ]

Import an Image as a Stamp

To import an image as a stamp in the current PDF document, choose Images >
Import Image as Stamp from the top toolbar. The application will display the File
Chooser dialog. Select an image file, the pointer changes to resemble the image,
and then click the document where you would like to apply the stamp.

This can also be done by using the Image button on the annotation toolbar, or by
choosing Comments > Add Image.

Once an image stamp has been applied to a page, it is possible to flatten it so the
image is painted directly into the content of the PDF document itself instead of
being an annotation sitting on top of it.

To create an image stamp that can be reused instead of an "on-the-fly" stamp,
create a custom image stamp that will be saved as part of user preferences.
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Integration with Acrobat.com

Our PDF editor PDF Studio seamlessly integrates with Acrobat.com document
services allowing users to access and manage PDF files from their Acrobat.com
account.

Acrobat.com Login

Logout
File Management

Open a file
Save a file
Delete files
Upload Documents

Acrobat.com Login

The user will be prompted to sign in to their Acrobat.com account once per PDF
Studio session (a "session" begins when PDF Studio loads and ends when it closes).
After the user is signed in, the log in dialog will not appear for the rest of the
session. In order to switch Acrobat.com accounts the user may logout.

Login - Acrocbat.com lth

Login to your Acrobat.com account

Email: | -

Password: | |

[] Remember password E]

[ Ok, ][ Cancel ]

Powered by Acrobat.com

Logout

Pressing the logout button in the upper right of the dialog will log out the current
user and the login dialog will be displayed the next time the user attempts to
access the repository.

File Management
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Open the Acrobat.com file manager dialog by selecting: File->Acrobat.com File
Management.

Open a File

Open the Acrobat.com file chooser dialog by selecting: File->Open From-
>Acrobat.com.

Or by clicking the arrow on the open icon and selecting "Acrobat.com".
The Acrobat.com file chooser is displayed:

| Open file - Acrobat.com &J

Filter e Refresh i| Logout
= Mame Owner |Last Modified

10 Cool Things You Can Do With Acrobat... abe.oppenheim@goppa.com 112309 3:41 AM

a blank file.pdf abe.oppenheim@qoppa. com 1/20/10 4:36 FM

blank1.pdf abe.oppenheim@qoppa. com 1/29/10 11:46 AM

collection 16. pdf abe.oppenheim@qoppa.com 2/24/10 11:36 AM

@ collection16.png abe.oppenheim@qoppa.com 202410 11:36 AM

form01_crop.pdf abe.oppenheim@qoppa. com 11/20/03 4:13FM

. [obe. opperhem@qoppa.com U2/ ta7AM |
D Presentations Quick & pen abe.oppenheim@qoppa.com 112309 3:41 AM

D Project Mamt Sample Delete abe,oppenheim@qoppa. com 11/23/09 9:41 AM

[Z] shared doc.doc abe.oppenheim@qoppa. com 1/20/10 10:35 AM

testD1_crop.pdf save locally | abe.oppenheim@qoppa.com 112009 4:13 FPM

testd3_crop.pdf abe.oppenheim@qoppa.com 112009 4:13 FM

[ welcome to Buzzword abe.oppenheim@qoppa. com 11/23/09 9:41 AM

E Upload il Delete E Save locally

File name: |form1.pdf Open
Files of type: jAII Supparted Files (*.%) - E]

This dialog can be used to view all files in the user's Acrobat.com account. When
the "open" button is pressed the selected file will be donwloaded and opened in PDF
Studio.

Save File

Documents may be saved directly to the Acrobat.com repository.
If an open document was loaded from the Acrobat.com repository, pressing the

save button: E " will save over the source doucment, with no additional prompts.
Very similar to how changes to a document loaded from the local file system are
saved when the save button is pressed.
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The Acrobat.com save dialog may be used to save an open document to the
Acrobat.com repository. Open the save dialog with File->Save to->Acrobat.com.
Or by clicking the arrow on the save icon and selecting "Acrobat.com".

Either select a file from the file table or enter a new file name, and press save. If a
file is selected, the user will be prompted to ensure that they would like to save
over it.

Delete Files

Documents and may be deleted by right clicking on a selection and choosing
"Delete".

Upload Documents

File and directories can be easily uploaded from the local file system to the user's
Acrobat.com account.

Upload a List of Files

To upload a list of files and press either "Upload button" and choose either "Upload
Files" or the "Upload Direcotry".

The user can use the "Choose Files" dialog to build the list of files to upload:

@| Choose Files & ﬁ
File List
+ File name File path Size
d.pdf C:\Qoppa'pdfsign'd.pdf |9 KB -
test.pdf C:\Qoppa'pdfsignites... |122 KB
j.pdf C:\Jsers\Abe Oppenh... |3 KB
Add fles || Add folder |
Only add pdf files
ok || cancel |
- =
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The "Add files" button allows the user to add indiviudal Files to the List. The "Add
folder" button allows the user to select a folder and add its entire contents to the
list (if "Only add pdf files" is checked, only the pdf files in the selected folder will be
added to the list). The trash and arrow keys allow the user to remove and reorder
items. When the user hits the "ok" button the list of files is uploaded to the selected
collection.

Upload a Directory

Alternatively, an entire directory structure may be uploaded. To upload a directory,
select a collection node from the tree to upload to. Either right click on the node
and select "Upload directory " or press the "Upload directory " button in the upper
right of the dialog.

| Open file - Google Docs ﬁ
New Search =) Uplosd fies | | Upload directory |
@' My files -~ Mame |Co||ettions |Last Modified
5] Shared files alphabets.pdf a new collection 1/6/10 5:48 PM
appartRoyan.pdf a new collection 1/6/10 5:48 PM
DigitalSignatureCverview.pdf a new collection 1/6/10 5:48 PM
facturel.pdf a new collection 1/6/10 5:48 PM
form 1. pdf a new collection 1/6/10 5:48 PM
form139.pdf a new collection 1/6/10 5:48 PM
Creat llecti a new collection 1/6/10 5:48 PM
reate coflection i a new collection 1/6/10 5:48 PM
Delete a new collection 1/6/10 5:48 PM
Share \pdf a new collection 1/6/10 5:48 PM
Save locally
Upload files
Upload directory
File name: Open

Files of type: | All Supported Files (*BMP, *,C5V, *.DOC, *DOCX, *.GIF, *HTM, *HTML, *JPEG, *.JPG, *.ODS, ... |

The user is then prompted to select the direcotry to upload:
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Browse Directory ﬁ
.
Flease select directory
- -
%

- Desktop
(-8 Computer
(- ¥ Network
(-8 Abe Oppenheim
[~ j. screenshots
i test
[ WQupload_test
[ |, Public

i

Lok [ concel |
i |

Integration with Acrobat.com

All the files and folders to be uploaded are presented as a tree, so the user can
choose which files to upload:
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L—_I . | O SUD Sun
= |, & sub sub sub dir
- [] |5 test.tut. txt (0 KE)
- test11.pdf (200 KE)
- [¥] [T testi2.pdf (70 KE)
B [#] L. a@sub sub sub dir_2

-~ [&] @ test, tet. it (0 KB)
~ [#] [ testd7.pdf (59 KB)
~ [#] [ test08.pdf (3678 KE)
- . 7] T test09.pdf (447 KEB)
----- . scan031.pdf (143 KEB)
----- [¥] [T simplesignature.pdf (81 KE)
----- |5 test. bttt (0 KE)
----- test01.pdf (413 KB)
----- test02p. pdf (153 KE)
- [#] L asubdir_2
----- ] |5 test.bet (2).bet (0 KE)
----- [ 5 test.tet.tet (0 KE)
----- test03.pdf (28 KE)
----- test04.pdf (2 KEB)
----- test05.pdf (48 KE)
alphabets, pdf (5 KB)
appartRoyan, pdf (65 KB)

= 1o

| Choose Files ﬁ
= L -I!-r-!l -
= @ L asub Select only pdf files

m

Lo || concl ]

L

)

Initially, all files and folders are selected to be uploaded. The user may prevent
items from being uploaded by de-selecting them. Also, the user can right click on a
tree node and press "Select only pdf files", which will de-select any non-pdf files.
Finally, the user presses "ok" to start the upload.

Adobe, Acrobat, Acrobat Connect and Adobe AIR are either registered trademarks
or trademarks of Adobe Systems, all rights reserved.

THIS PRODUCT IS NOT ENDORSED OR SPONSORED BY ADOBE SYSTEMS
INCORPORATED, PUBLISHER OF ACROBAT.COM.
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Integration with Google Docs

Our PDF editor PDF Studio seamlessly integrates with Google Docs, allowing users
to access and manage files from their Google Docs account.

Google Login
Logout

File Management
Open a file

Open a non-PDF file
Save a file

Delete Files

Share

View Documents
Search Files
Manage Collections
Download Documents
Upload Documents
Drag and Drop

Google Docs Login

The user will be prompted to sign in to their Google Account once per PDF Studio
session (a "session" begins will PDF Studio loads and ends when it closes). After the
user is signed in, the log in dialog will not appear for the rest of the session. In
order to switch Google Accounts the user may logout.

Login - Google Account Iﬁ

Google docs

Sign in to Google Docs with your Google Account:

User name: |abe.oppenheim@goppa.com -

Pazsword: |iiiiilii| |

Remember password

N % e )

Logout
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Pressing the logout button in the upper right of the dialog will log out the current
user and the login dialog will be displayed the next time the user attempts to

access the repository.

| Google Docs

]

El Shared files

(g ] [ mgou)
i

= My Collections
= cats

= Mame |COIIEl:h'Dns |Last Modified ‘x__,_r
alphal.pdf forms 1/11f10 5:58 AM

alphabets. pdf upload_test 1/11f10 5:36 FM

alphabets.pdf a new collection 11110 441 PM
) alphabets.pdf pdfSamples 1/7/10 4:58 PM

T alphabets.pdf
| appartRoyan.pdf

oo
==
=R
Foo

BED
-

oo
3 3
L=RR]
i
=+

T cc.pdf

EDEDEDED EDEDEDEDED

= copy (2) of text. bet
= Copy (3) of text. txt
=] Copy (4) of text. txt
= Copy (5) of text. bet
=] Copy (8) of text. bt
@ Copy (7) of text. txt

@ Copy of text.tut
d.pdf
dd.pdf

DigitalSignatureCverview....

facture 1.pdf

B formtnirmd mdE

a new collection, upload_test

a new collection
upload_test
upload_test
test

dup test

dup test

dup test, testl
dup test, testl
dup test, testl
dup test

dup test

test

a new collection

a new collection
PR A T

1/12/10 2:32PM
1/11/10 5:52 AM
1/11/10 453 PM
1/12/10 2:34PM
1/11/10 5:56 AM
1/11/10 453 PM
1/8/10 11:50 AM
1/8/10 11:50 AM
1/3/10 3:40 PM

1/8/10 3:40 PM

1/8/10 3:40 PM

1/3/10 11:51 AM
1/8/10 11:51 AM
1/11/10 453 PM
1/11/10 8:13 PM
1/11/10 2:15 AM
1/11/10 2: 15 AM

14440 A E ARA

s

m

.

File Management

Open the Google Docs file manager dialog by selecting: File->Google Docs File
Management:

05l untitled - PDF Studio 6 Pro by Qoppa Software
Edit View Scan Document Comments Forms Images Batch Security Help

W
=

H

3

Create Blank PDF
Open

Open From

Save
Save As

Save To

Google Docs File Management

Cloze

ﬁ@ £ 100

-

B @ ¥

Ctrl+M
Ctrl+0
Ctrl+5
Ctrl+5hift+5
3
Ctrl+W

The Google Docs file manager dialog is displayed:
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0| Google Docs

S5

New Search %3] | Upksdfies || Uplosd directory |
= Mame ICI::IIev:h'ons ILast Modified I
6| shared files ) alphal.pdf 1/6/10 5:38 PM -~
= : & alphabets.pdf pdfsamples 1/5/10 5:31FM §
55 My Collectons

= ats B alphabets.pdf a new collection 1/6/10 5:43 PM s

B appartRoyan. pdf pdfsamples 1/6/10 4141 PM
B appartRoyan. pdf a new collection 1/6/10 5:43 PM B

B appartRoyan.pdf upload_test 1/6/10 5:55 PM

(% appartRoyan_p1-p1.pdf 1/6/10 5:13PM

E arrow.pdf pdfsamples 1/6/10 4141 PM

5 blank.pdf 1/5/10 5:23 FM

B DigitalSignatureCverview.... a new collection 1/6/10 5:48 PM

B facture 1. pdf upload_test 1/6/10 5:55 PM

E facture 1. pdf a new collection 1/6/10 5:43 PM

B form1.pdf a new collection 1/6/10 5:43 PM

B form19.pdf a new collection 1/6/10 5:48 PM

B form2.pdf a new collection 1/6/10 5:43 PM

E form3.pdf a new collection 1/6/10 5:43 PM

B link. pdf a new collection 1/6/10 5:43 PM

B outtest. pdf a new collection 1/6/10 5:48 PM

B scan031.pdf a sub dir 1/6/10 5:54 PM
E simplesignature, pdf a sub dir 1/6/10 5:54 PM 1B

T3 dmmd dmek et 1% ki Afci40 C.CC Dk

Open a File

Open the Google Docs file chooser dialog by selecting: File->Open From->Google

Docs:

@ untitled - PDF Studio 6 Pro by Qoppa Software

File| Edit View 5can Document Comments Forms Images Batch Security Help

[] CreateBlank PDF

E Open

Open From

E Save

Save Mz

Save To

Google Docs File Management

E3

Cloze

Revert

D

Drimt

Ctrl+M
Ctrl+ 0

]
Ctrl+5
Ctrl+5hift+5

3
Ctrl+W
el D

CIOE

Open URL

Google Docs

Or by clicking the arrow on the open icon and selecting "Google Docs":

127



PDF Studio 6 User Guide

ﬂ untitled - PDF Studio 6 Pro by Qoppa Software

File Edit View Scan Document Comments Forms Images Batch Security Help

4

5]

Open URL

B & K4 ppl [JHE 2w
Oenfle ' 1 @ @ ¢ [E [J @ »

-

Google Docs

The Google Docs file chooser is displayed:

Open file - Google Docs

=l

Mew Search >3] Upload fies | [ Upload directory |
E‘ My files = Mame ILast Modified
E Shared files =3 cats 1/5/10 3:10 PM
#== forms 1/6/10 2:41 PM
£= pdfSamples 1610 5:29 PM
£3 test 1/6/10 2:41PM
B appartRoyan_p1-p1l.pdf 1/6/10 5:13 FPM
[ blank.pdf 1/5/10 5:23PM
& test0Slinks.pdf 1/6/10 5:23FM
(W testopdr ] g
3 test33.pdf 1/5/10 5:23PM
[ test3s.pdf 1/6/10 5:29 PM
[ test37.pdf 1/5/10 5:29 PM
[T test3s.pdf 1/5/10 5:26 PM
% test3a.pdf 1/6/10 5:29 PM
3 test44.pdf 1/5/10 5:27 PM
[T test4s.pdf 1/6/10 5:27 FM
File name: test30.pdf
Files of type: | All Supported Files (*.8MP, *.CSV, %.DOC, =.DOCX, *.GIF, *:HTM, =HTML, *.JPEG, =.JPG, *.0D5, %...
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This dialog can be used to view all files in the user's Google Docs account. When
the "open" button is pressed the selected file will be donwloaded and opened in PDF
Studio.

Open a non-PDF File

Documents, spreadsheets, presnetations, and image files are converted and opened
as PDFs.

| Open file - Google Docs ﬁ
Mew Search & [ Upload || Refresh || Logout |
ﬁ' My Files ~ Name |Cu:u||ev:tions |Last Modified |
’ = F
0] shared Files {31 An odt file.odt 1/13/10 4:50 PM -
T An odt fileodt.pdf 1/14/10 3:16 PM
=] Bookl.xls 1/13/10 3:26 PM
cc.pdf 1/14/10 £:32 PM
D convertToPdf.doc 1/13/10 5:50 PM il
dd.pdf 1/11/10 8:19 PM
f.pdf 1/14/10 3:23PM
[L] FrFf.rtf 1/13/10 4:55 PM
form.pdf 1/14/10 6:32 PM
form5. pdf 1/14/10 6:32PM
[ MxAgCrProd.ppt 1/13/10 5:26 PM E
test18.pdf 1/14/10 £:33 PM
[u] todo Open as PDF 1/13/10 1:43 PM
5 todo.txt Delete 1/13/10 1:43 PM
Untitled 1/13/10 4:00 PM i
wva.pdf Share 1/14/10 5:33 PM -
File name: | Timeline_BarGraph. s Remove from collection E Jpen
- Manage collections -
Files of type: _ALI Supported Files (*.%) : - E
Save locally

Save a File

Documents may be saved directly to the Google Docs repository.
If an open document was loaded from the Google Docs repository, pressing the

save button: E " will save over the source doucment, with no additional prompts.
Very similar to how changes to a document loaded from the local file system are
saved when the save button is pressed.

The Google Docs save dialog may be used to save an open document to the Google
Docs repository. Open the save dialog with File->Save to->Google docs:
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il untitled - PDF Studio 6 Pro by Qoppa Software
@ Edit View 5can Document Comments Forms Images Batch Security Help

[] Create Blank PDF Ctrl+ N ﬁ@ 2 100 -
- Open Ctrl+0

Open From 3 IEI D @ &
E Save Ctrl+5

Save As Ctrl+5hift+5

Save To 3 Local File System

. Google Docs
Google Docs File Management

Or by clicking the arrow on the save icon and selecting "Google Docs":

0] untitled - PDF Studio 6 Pro by Qoppa Software

File Edit View S5Scan Document Comments Ferms Images Batch

2 H S wd > b [ =
@ Save to local file system Ca’ IEI

] Save to Google document repository

The Google Docs save dialog is displayed:
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Save As - Google Docs - Iﬁ
New Search = | Uplosdfies || Uplosd directory |
= MName ICnIIecﬁons ILast Modified I
£ | Shared files 7 alphabets.pdf pdEamples 1,.'6,,’10 4:26 P
_ B St
B My Collections E appartRoyan.pdf deSampIes 1/6/10 4 41 PM E
{ E appartRoyan.pdf pdfSamples 1/6/10 4:26 PM =
forms E appartRoyan_pl-pl.pdf  pdfSamples 1/6/10 4:26 PM
pdfSamples B appartRoyan_pl-pl.pdf 1/6/10 5:13 PM
} B arrow.pdf pdfsamples 1/6/10 4:26 PM
: Shared Collections B arrow.pdf pdfsamples 1/6/10 4:41 PM
+%:3 a folder = blank.pdf 1/6/10 5:23 PM
E blark.pdf pdfSamples 1/6/10 4:26 PM
Copy of alphabets. amples 5/10 4:26 PM
f alphabets.pdf pdfsampl 1fef
emo. amples 510 4:26 PM
d pdf pdfSampl 1fsf
cturel, amples 6/10 4:26 PM
fa pdf pdfSampl 1/8f
pref_1, amples 6/10 4:26 PM
f_1.pdf pdfsampl 16/
pref_2, amples 6f10 4:26 FM
f_2.pdf pdfsampl 16/
5723418, amples /10 4:27 PM
pdf pdfsampl 1fef i
] test01_1.pdf output 1/6/10 2:43 FM il
B 4 i, ur Y 4 e f4m .AT Rk
File name: alphabets. pdf Save
Files of type:  |POF Files (*.pdf) Cancel

Either select a file from the file table or enter a new file name, and press save. If a
file is selected, the user will be prompted to ensure that they would like to save
over it.

Delete Files

Documents and Collections may be deleted by right clicking on a selection and
choosing "Delete". Deleting a collection, whether the collection is selected from the
tree or the table, will the collection's entire hierachy (all its sub-collectinos will also
be deleted).
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Save locally

-

Google Docs M
|NE'N5EE|I’E|‘| |E [ Upload ] [ Refresh ] [ Legaut ]
ﬁ My files = Mame Collections Last Modified
B Shared files = sgeenshots &) 2:73

; alphabets.pdf

EI% My Collections appartRoyan.pdf

% ats facture 1.pdf

[ £ forms Delete

E| = test @ test. bt bt En _test 1/12/10 2:32 PM

. s are
EI-@ a new collection
L% screenshots Remove from collection
=% Shared Collections Manage collections
----- £ & folder

View Documents

When "My files" is selected, all documents owned by the user will be displayed in
the files table. When "Shared files" is selected, all documents shared with the user
will be diplayed in the files table. If a specific collection is selected from the
collection tree, the collections and files belonging to the selected collection are
dipslayed in the files table.
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{i| Google Docs M

New Search ] | Upladfies || Upload directory |
@' My files ~ Mame |Cu::-||ev:tion5 ILast Modified |
E Shared files £== a new collection pdfSamples 1/8/10 5:944FM -

% alphabets.pdf pdfSamples 1/6/10 5:31PM i
E appartRoyan.pdf pdfsamples 1/6/10 .41 FM
B arrow.pdf pdfsamples 1/6/10 4:41FPM
B test0 1typewriter. pdf pdfsamples 1/6/10 .39 FM =
[ test02 pdf pdfsamples 1/5/10 4:40 FM
[ testo2MultiLineText. pdf pdfsamples 1/&6/10 440 PM
[ test02p.pdf pdfsamples 1/6/10 4:40 PM
B test0 ZTypeWriter. pdf pdfSamples 1/6/10 4:40 FM b
& test03.pdf pdfSamples 1/6/10 4:41FM
[ test04.pdf pdfsamples 1/5/10 4:41FM
[T test0s.pdf pdfSamples 1/6/10 4:40 PM
B test0Sfreetext. pdf pdfsamples 1/6/10 4:40 FM
E test0 SPermissions. pdf pdfSamples 1/6/10 4:41PM
- [ testos.pdf pdfSamples 1/6/10 4:38 PM
~2 a folder 7 test6_01.pdf pdfsamples 1/6/10 4:32 PM
[ testo7.pdf pdfsamples 1/5/10 4:41 PM
%) test0d.pdf pdfSamples 1/6/10 4:40 PM
[ test09.pdf pdfsamples 1/5/10 4:39 FM
[T test0d_page1.pdf pdfsamples 1/6/10 441 PM
E test11.pdf pdfsamples 1/6/10 .39 FM 1B
B bt AT mAE T ] A 42 M40 AvAd DKA

Search Files

Files can be filtered by typing in the search text field in the upper left of the dialog.
As text is typed, any file dispalyed in the file table that does not start with the
entered text, will be removed from view. For example, when "test0" is entered, only
files beginning with "test0" are displayed:
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Google Docs — W ﬁ
= @ [omine ] (Cosbmidrany ]
- MName ICoIIections ILast Modified I
6| Shared files ] testlpdf a sub dir 1/6/10 5:54 PM -
test01,pdf a sub dir 1/7/10 8:14 AM ¥
[=)-#3 My Collections = testOltypewriter. pdf  pdfSamples 1/6/10 4:33 PM
£33 cats test02.pdf pdfsamples 1/8/10 4:40 PM
-3 forms test02MultiLineText,pdf pdfSamples 1/6/10 4:40 FM
E1E3 pdfSamples test02p.pdf a sub dir 1/7/10 8:14 AM
52 2 new collection test02p.pdf a sub dir 1/6/10 5:55 PM
E-%3 upload_test testD2p.pdf pdfSamples 1/6/10 4:40 PM =
53 a sub dir test0ZTypeWriter.pdf  pdfsamples 1/6/10 4:40 PM
- ErEzasubsubdr = |E) testos.pdf a sub dir_2 1/6/10 5:55PM
~EFasubsubsubdir | tesin3.paf a sub dir_2 1/7/10 8:14 AM
++ %3 @ sub sub sub dir _ testD3.pdf pdfSamples 1/6/10 441 PM
wiF asubdi 2 testD4.pdf asub dir_2 1/7/10 8:14 AM
B3 test testn4.pdf pdfsamples 1/6/10 4:41 PM
B3 test_sub1 test04.pdf a sub dir_2 1/6/10 5:55 PM [
-2 anew collection test05.pdf pdfSamples 1/6/10 4:40 PM
1% upload_test | | testos.pdf a sub dir_2 1/6/10 5:55 PM
55 3 sub dir test05.pdf a sub dir_2 1/7/10 8:14 AM
- E-=Zasubsubd testO5festextpdf  pdfSamples 1/6/10 4:40 PM
@ & sub sub sub d?r I testOSLinks. pdf 1/6/10 5:23PM
. : rfr;‘i a suh suh suh dir 2 testOSPermissions.pdf  pdfSamples 1/6/10 4:41 PM il
B brntns odE A 1 4G40 AP0 DRA

Add Collections

ol — — —

To add a new collection, right click on either a node in the collection tree and select

"Create collection":
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Enter a name for the new collection in the resulting input dialog. And a new
collection with the inputted name will be created, as a child of the selected

collection:

Google Docs ﬁ
. s e —
Mew Search & Upiad fies | [ Upload directory |
[ My fles ~ Name | Collections | Last Modified
E Shared files £ a new collection test 1/7/10 8:10 AM
£ test_subl test 1/7/10 3:08 AM
[=-£2 My Collections
= pdfSamples
Create collection
Delete !
Share
Save locally
Upload files
Upload directory
= — T — = ——— S ———— ———
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r Google Docs e g

New Search |8 [ upiadfies || upload directory |

ﬁ My files = Mame ICoIIecﬁons ILast Modified
_El Shared files

=% My Collections

. ot

| E-ES forms

| £33 pdfSamples

| EES test

' -5 test_sub1

(=13 new collection I

B% Shared Collections
23 a folder

e E__1 - — __— _____F — __— = -

Manage Collections

A file may belong to multiple collections or none. To manage which collections a file
belongs to, right click on the file and select "Manage collections".

136



Integration with Google Docs

" TR W W Wy e
[@] Goagle Docs W AP - - - - o e P
|
[New Search I°= [ upiadfies || upload directory |
[ My files - Name | collections | Last Modified
] shared files =2 cats 1/6/10 3:10 PM
= forms 1/6/10 2:41PM
== pdfSamples 1/6/10 5:29 PM
3 test 1/6/10 2:41PM :
alphal.pdf 1/5/10 5:38 PM
appartRoyan_p1-pl.pdf 1/6/10 5:13 PM
blank.pdf 1/6/10 5:23FM '
testOsLinks.pdf 1/6/10 5:23 PM
test30.pdf 1/5/10 5:24 PM
| W test33pdf | [i/5/105:23PM
test36.pdf Open 1/6/10 5:29 PM
test37.pdf Delet 1/8/10 5:29 PM
test38.pdf Fiste 1/6/10 5:26 PM !
test39,pdf Share 1/6/10 5:29 PM
test44. pdf 1/8/10 5:27 PM
test45.pdf Remove from collection 1/5/10 5:27 PM |
test&4.pdf Manage collections 1/5/10 5:41 PM y
Save locally

This will open the manage collections dialog:

-
Manage collections

=

o | cats

-[] |} forms

|- [0 g testl

= [C] | pdfsamples

- [ 4 test
& [

.. anew collection

|, test_subl

This dialog displays all the user's collections as a tree. Use this dialog to select the
collections the file should belong to:
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i Manage collections l&]

e .. cats

- [ 4 forms

@ [ ) testl

=- [ | pdfsamples

. @ [¥] | anew collection
B[] W test

& |, test_subl

Press "ok" and the appropriate changes will be made:

i T T e = wn e
Google Docs L e T e R L L
[New Search 1™z [ Upadfis | [ Upload directory |
- Name |Co||ections |Last Modified |
£ | Shared files | test1s_z.pdf pdfsamples 1/8/10 441 PM A
_ ) test19.pdf pdfsamples 1/6/10 4:35 FM
(-2 My Collections £ test20_page L.pdf pdfsamples 1/6/10 4:39 PM
- 5 test22.pdf a sub sub sub dir_2 1/6/10 5:53 PM
5 test22.pdf pdfSamples 1/6/10 4:36 PM
bt 7 test23.pdf a sub sub sub dir_2 1/6/10 5:54 PM
. E-E3test ) teste4.pdf pdfsamples 1/6/10 4:38 PM
=23 Shared Collections 7 test2s.pdf pdfsamples 1/6/10 4:41 PM
£ a folder ) test2s.pdf pdfsamples 1/6/10 441 PM
& test27.pdf pdfsamples 1/6/10 4:41 PM
5 test29.pdf pdfSamples 1/6/10 4:37 PM
[ test30.pdf 1/6/10 5:24 PM
5 test3s.pdf pdfsamples 1/6/10 4:40 PM
5 test3s.pdf 1/6/10 5:29 PM £
5 test37.pdf 1/6/10 5:29 PM
5 test3s.pdf 1/6/10 5:26 PM
5 test39.pdf 1/6/10 5:29 PM
] test40.pdf pdfsamples 1/6/10 4:40 PM
) testal.pdf pdfsamples 1/6/10 4:40 PM
E test41_pagel_cropped.pdf pdfSamples 1/6/10 4:41 PM it
B AT A E e 1 b P4 A.A miRa

Remove from Collections

To simply remove a document from the selected collection, right click on the

document and select "Remove from collection".
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r Google Docs ﬁ
New Search ™= [ Upload |[ Refresh |[ Logout |
E‘ My files = Name ICoIIecﬁons ILast Medified
E Shared files £ screenshots a new collection 1/12/10 2:34PM
alphabets. pdf a new collection, upload_test 1/12/10 2:32FM

[=-£2% My Collections

: sl cion, upload_test 1/12/10 2:32 PM
-5 cats fartL Open ction, upload_test 1/12/10 2:32 PM
EI:% o 5 test. Delete ction, upload_test 1/12/10 2:32 PM

B, - ciccon share
‘£ screenshots
[=-%% Shared Collections Rernove from collection
""" 2 a folder Manage collections
Save locally

Share

Documents and collections can be shared with other Google Docs users. To view
who access to a document or collection, right click on the item and select "Share":
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[ Google Docs

T T . W o = e e

W A - - - .

=

=2 My Collections

Create collection
Delete
Share

Save locally

Upload files
Upload directory

[New Search |8 [ upkadfies | [ uplosddiectory |
ﬁ' My files = Name ICoIIech'ons ILast Modified
E Shared files test33.pdf a new collection, cats, test_sub1 1/7/10 8:08 AM

This will open a dialog which displays a list of users with access to the selected

item:

Share - cats

S5

User

abe.oppenheim@qoppa. com

Permissions
OWner

To grant access to another user, click the "add user" button:
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r Share - cats lir
Lj Share ﬁ
a

Enter a valid email address, select the permissions to grant, and hit ok:

-
Share - cats ﬁ
User Permissions
abe.oppenheim@goppa. com awner
abe.oppenheim@gmail.com edit

Permissions may be modified for each user but selecting a new access level from
the permissions drop down box:

-
Share - cats ﬁ
Uzer Permissions
abe.oppenheim@qgoppa.com oWner
abe.oppenheim@gmail. com i

none
iew

Download Documents
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Documents and collections can be downloaded to the local file system. If a
collection is selected, its entire contents (subcollections and documents) will be
downloaded. Initate a download by right clicking on a selection of collection nodes
or table rows and selecting "Save locally":

@) Google Docs e -
9

|New Search

ﬁ My files

E Shared files

=% My Collections

-5 forms
B3
B35 test

E-£52 test_sub1

----- 422 a new collection

£ anew collection

alphabets.pdf pdfSamples 1/6/10 5:31FM
B appartRoyan.pdf
arrowe.pdf pdfSamples 1/6/10 4:41 PM
testD1typewriter. pdf pdfsamples 1/6/10 4:39 FM
test02, pdf pdfsamples 1/6/10 4:40 PM
1§ test02MuitiineText pdt
test02p.pdf pdfsamples 1/6/10 4:40 PM

test0ZTypeWriter. pdf

pdfSamples

Last Modified
1/7/10 8:08 AM

Ll

= uﬁcad_Ee? test03.pdf pdfsamples Open
E'% & sub dir ] test04.pdf pdfSamples Delet
EI% a sub sub dir ] test05. pdf pdfsamples Elete
% a sub sub sub d!" test0Sfreetext.pdf pdfSamples Share
'-----%.a sub sub sub dir_2 testOSPermissions.pdf  pdfSamples
L Shar».a.-;.%:c:'zﬁsdlr_z test0&, pdf pdfsamples Remove from collection
fold test0s_01.pdf pdfSamples Manage collections
--%2 3 folder test07. pdf pdfsamples
test08. pdf pdfsamples Save locally
test0s. pdf pdfSamples — |
test0S_pagel.pdf pdfsamples 1/6/10 4:41 PM y
test1l.pdf pdfSamples 1/6/10 4:33 FM
ﬁ I R | AE A L 408 40 ALAd Gk -
e — T T ——

The user is prompted to select a directory to download to:
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Browse Directory ﬁ
@ Please select directary
%
-_ Desktop

(-8 Computer
[ MEF Metwork

#-J&F Abe Oppenheim N
- |, screenshots

- | test

- |, upload_test

- |, Public

| ok || cancel |

L J

The download can be monitored and canceled via the progress dialog:
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Google Docs

L 52 ]

|Ne;\' Search

Upload fies | | Upload directory |

E‘ My files

E Shared files

=

= a new collection

alphabets, pdf
B appartRoyan.pdf

= % My Collections

=k

Last Modified
1/7/10 8:08 AM
pdfSamples 1/6/10 5:31 PM

pdfSamples ljnj 10 4:41 PM

L1

-2 cats

I £ forms Download progress -
BEs

=] test Current Directory:  a new collection

[+-%3 test_subl
i-Z2% a new callection

Current Document:  puttest.pdf

EI% upload_test | —
B £Z asubdr Completed: 0 of 32
: B%E‘m“ /10 4:40 PM
g 2 ﬁ /10 4:40 PM
6/10 4:41 PM
% a sub dir_2 | testDs.pdf pdfSamples 1/6/10 4:38 PM
=152 Shared Collections testis_01.pdf pdfsamples 1/6/10 4:33 PM
""" 23 a folder testd7.pdf pdfsamples 1/6/10 4:41 PM
O test0d.pdf pdfSamples 1/6/10 4:40 PM
pd
T testd9.pdf pdfSamples 1/6/10 4:33 PM
&
T testd9_page 1.pdf pdfSamples 1/6/10 4:41 PM
|
) testil.pdf pdfSamples 1/6/10 4:33 PM
]
ﬁ e e L e 1 A0S 40 AvA4 CIRA -
' Ty e e A . . — ol . — | i ——— — 4

Upload Documents

Upload a List of Files
To upload a list of files, select a collection

right click on the node and select "Upload
in the upper right of the dialog.
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Google Docs ﬁ
New Search | Upicad fies | [ Upioad directory |
B My files = MName ICoIIecﬁons ILast Modified
E Shared files E test33.pdf a new collection, cats, test_sub1 1/7/10 8:09 AM
=2 My Collections

E = Create collection
% Delete
B
EI% Sha Share
Save locally
Upload files
Upload directory

The user can use the "Choose Files" dialog to build the list of files to upload:

[ (@] Choose Files =
-

File List
+ File name File path Size
d.pdf C:\Qoppa'pdfsign'd.pdf |9 KB -
test.pdf C:\Qoppa'pdfsignites... |122 KB
j.pdf C:\Jsers\Abe Oppenh... |3 KB

Add fles | [ Add folder |

Only add pdf files

o J[ cancel |
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The "Add files" button allows the user to add indiviudal Files to the List. The "Add
folder" button allows the user to select a folder and add its entire contents to the
list (if "Only add pdf files" is checked, only the pdf files in the selected folder will be
added to the list). The trash and arrow keys allow the user to remove and reorder
items. When the user hits the "ok" button the list of files is uploaded to the selected
collection.

Upload a Directory

Alternatively, an entire directory structure may be uploaded. To upload a directory,
select a collection node from the tree to upload to. Either right click on the node
and select "Upload directory " or press the "Upload directory " button in the upper
right of the dialog.

| Open file - Google Docs ﬁ
New Search =) Uplosd fies | | Upload directory |
@' My files -~ Mame |Co||ettions |Last Modified
E Shared files alphabets.pdf a new collection 1/6/10 5:48 PM
; appartRoyan.pdf a new collection 1/6/10 5:48 PM
= v Callections DigitalSignatureCverview.pdf a new collection 1/6/10 5:48 PM
facturel.pdf a new collection 1/6/10 5:48 PM
form 1. pdf a new collection 1/6/10 5:48 PM
fSamples form139.pdf a new collection 1/6/10 5:48 PM
- Creat llecti df a new collection 1/6/10 5:48 PM
] reate coflection i a new collection 1/6/10 5:48 PM
= Sh?rEd Collections Delete a new collection 1610 5:48 PM
23 a folder Share \pdf a new collection 1/6/10 5:48 PM
Save locally
Upload files
Upload directory
File name: Open
Files of type: | All Supported Files (*BMP, *,C5V, *.DOC, *DOCX, *.GIF, *HTM, *HTML, *JPEG, *.JPG, *.ODS, ... |
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The user is then prompted to select the directory to upload:




Browse Directory ﬁ
.
Flease select directory
- -
%

- Desktop
(-8 Computer
(- ¥ Network
(-8 Abe Oppenheim
[~ j. screenshots
i test
[ WQupload_test
[ |, Public

i

Lok [ concel |
i |

Integration with Google Docs

All the files and folders to be uploaded are presented as a tree, so the user can
choose which files to upload:
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L

| Choose Files ﬁ
= L -I!-r-!l -
= @ L asub Select only pdf files

L—_I . | O SUD Sun
= |, & sub sub sub dir
- [] |5 test.tut. txt (0 KE)
- . 7] [ test1l.pdf (200 KE)
- [¥] [T testi2.pdf (70 KE)
B [#] L. a@sub sub sub dir_2

-~ [&] @ test, tet. it (0 KB)
~ [#] [ testd7.pdf (59 KB)
. 7] T test0s.pdf (3673 KB)
- . 7] T test09.pdf (447 KEB)
----- . scan031.pdf (143 KEB)

----- [¥] [T simplesignature.pdf (81 KE)
----- |5 test. bttt (0 KE)
----- test01.pdf (413 KB)
----- test02p. pdf (153 KE)

- [#] L asubdir_2
----- ] |5 test.bet (2).bet (0 KE)
----- [ 5 test.tet.tet (0 KE)
----- test03.pdf (28 KE)
----- test04.pdf (2 KEB)
----- test05.pdf (48 KE)
alphabets, pdf (5 KB)
appartRoyan, pdf (65 KB)
= 1o

m

Lo || concl ]

)

Initially, all files and folders are selected to be uploaded. The user may prevent
items from being uploaded by de-selecting them. Also, the user can right click on a
tree node and press "Select only pdf files", which will de-select any non-pdf files.
Finally, the user presses "ok" to start the upload.

Drag and Drop

Drag and drop is supported for reorganization of collections, adding documents to a

collection, and uploading.

Reorganize Collections

The user may reorganize the collection hiearchy by dragging and dropping a

selection of tree nodes:
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INew Search [New Search
ﬁ My files - Mal ﬁ My files - la
| shared files == em ] shared fles g :
tes =B i
(=2 My Collections g ted = %_M%?:Ecmns & alp]
C heEEdwptest || ||l L ? Hp s Z fac
S oS o
63 pdfsampl e iR
: amples E3E==] pload_test
. '?ttﬂtl =g et subl
. o :
: [#-i== testl
£ a new collection B--%ﬁt
% test_sub1 ...#22 a new collection
53 uplcuad_test [=)-#% Shared Collections
== S%m?gn li:dt;llrechnns L33 a folder

Adding Documents to a Collection

Documents may be added to a collection by dragging a selection of file rows onto a
tree node. All selected files will be added to the target collection:

I My files - Mame ICoIIecﬁons |Lz
B ] Shared files £== a sub dir upload_test 1
a sub dir_2 upload_test 1
E+-£3 My Collections alphabets. pdf
BE2 cats B appartRoyan.pdf
| _-E3dwptest B facturel.pdf
E-53 forms B test. bt bxt
i [H-%2 pdfSamples
s
[-£3 test_subl
[Fl.. 5% taatd]
I My files - MName ICoIIecﬁons ILa
B ] shared files £== a sub dir upload_test 1f]
= a sub dir_2 upload_test 1]
E'% My Collections [ alphabets, pdf a new collection, upload_test 1
E}% cats [ appartRoyan.pdf a new collection, upload_test 1f
. EE dup test & facturel.pdf a new collection, upload_test 1
E] test, tut, tet a new collection, upload_test 1f

Uploading

149



PDF Studio 6 User Guide

File uploads may be initiated by dragging files and folders from the local file
system:

['@ untitled - PDF Studio 6 Pro.

File Edit View 5can Document Comments Forms Images Batch Security Help

- H- S K4 pd [HE 2w A2 oo il
vV oeow EHIJQ ad XA G

Google Docs

|I‘-Je;\' Search | Upload
=~ MName ICoIIech'ons |LastMc
5] Shared files alpha1.pdf forms 1/11/10
alphabets.pdf upload_test 1/11/10
B% My Collections E alphabets.pdf a new collection, upload_test  1/12/10
" | Bt alphabets. pdf pdfsamples 1710+«
; alphabets, pdf a new collection 1/11/10
upload_test : ) appartRoyan. pdf anew collection, upload_test  1/12/10
£ a new collection ) appartRoyan.pdf upload_test 1/11/10
B% Shared Collections appartRoyan. pdf a new collection 11110
""" £2 a folder arrow.pdf pdfSamples 1/11/10
blank.pdf test 1/11/10
Z cc.pdf 1/11/10
[5 Copy (2) of text. txt dup test 1/8/10
[= Copy (3) of text.txt dup test 1/8/10
@ Copy (4) of text. et dup test, testl 1/8f10:
@ Copy (5) of text. txt dup test, testl 1/af10:
@ Copy (B) of text. bet dup test, test1 1/810:
[=] Copy (7) of text.txt dup test 1/8/10 -
[& Copy of text.txt dup test 1/8/10
T d.pdf test 1/11/10
dd.pdf 1/11/10
DigitalSignatureOverview.... a new collection 1/11f10

B fmrbiend nodf

lomd  #ock

EWEEVET.]

Dropping a selection of files/folders on a collection node will bring up the choose
files tree, so that users can select which files to upload. This dialog has a checkbox,
which allows users to prevent the dialog from being displayed in the future, when

files are dropped from the local file system:
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[] Do not show this dialog again

=~ [#] | sceenshots

@ ScreenHunter_01 Jan, 12 14.31.gif (&
@ ScreenHunter_02 Jan. 12 14.32.gif (&
@ ScreenHunter_03 Jan. 12 14.32.gif (&
@ ScreenHunter_04 Jan. 12 14.32.aif (&
@ ScreenHunter_05 Jan. 12 14.33.aqif (1
=~ [#] | upload_test ]
- , & sub dir

- , & sub dir_2

alphabets. pdf (5 KE)
appartRoyan.pdf (65 KE)
facture 1.pdf (55 KE)

-~ [¥] |5 test.txt.txt (0 KB)

= [#] . download test

- . anew collection
appartRoyan.pdf (65 KE)

testd 2MultiLineText. pdf (100 KE)
testd ITypeWiriter, pdf (36 KE)

Integration with Google Docs
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Integration with SharePoint

Our PDF editor PDF Studio seamlessly integrates with SharePoint, allowing users to

access and manage files from their SharePoint account.

SharePoint Login

File Management
Open a file

Save a file

Delete Files
Download Documents
Upload Documents

SharePoint Login

The user will be prompted to sign in to their SharePoint once per PDF Studio

session (a "session" begins will PDF Studio loads and ends when it closes). After the

user is signed in, the log in dialog will not appear for the rest of the session.

i 5
Login - Sharepoint Account lﬁ
SharePoint:

Domain; hnppateshﬂicrnsu:uftonlinecnm-l.sharepoint.min:r -

Port: 443
Manage
User name: |admin@goppatestmicrosoftonline, com - .
Password: |nuun |
[T] Remember pasaword [I] Managc
[ oK ] [ Cancel

File Management

Open the SharePoint file manager dialog by selecting: File->SharePoint File

Management:
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' sharepoint.tet [Google Docs] - PDF Studio 6 Pro by Qoppa Software

Edit View S5Scan Document Comments Forms Images Batch Security Help

[ | Create Blank PDF Ctrl+ M £ 1168
E Open Ctrl+0

Open From » @ &
E Save Ctri+5

Save As Ctrl+5Shift+5

Save To b
'!' File Manager - Google Docs

File Manager - SharePoint

File Manager - Acrobat.com crosoftonl
ypatest.mic

F’j Close Ctri+W

The SharePoint file manager may be used to browse, delete, upload, and open files
in a user's sharepoint account.

|| File Manager - SharePaint

Filter

~ Name Checked Out To iLast Modified
test 6/1/10 2:33FPM
xcv 6/1/10 2:33FM

Form Templates
Lib

== Shared Documents (=) bad cmaps.pdf 61/10 2:33 PM
: &) ipconfig_dlient.gif 6/1/10 2:33FM
@ ScreenHunter_07 May. 06 14.14... 6/1/10 2:33 PM
|= sharepaint. txt 6/1/10 2:33 FM
2 untitled.pdf 6/1/10 2:33 FM

@ Upload [ open I Delete s Savelocaly

Open a File

Open the SharePoint file chooser dialog by selecting: File->Open From->Sharepoint
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[] Create Blank PDF Ctri+MN -;D_ 116.8 i ﬂ_ )
E Open Ctrl+0 i
E JIE Y
Open From k Local File System g
| URL N
[ E Save Ctrl+5 .
[ . '-_.' Google Docs
Save As Ctrl+Shift+5
[ SharePoint

Save To k |
{ Acrobat.com

o I- |

' File Manager - Google Docs
File Manager - SharePoint

File Manaaer - Acrobat.com icrosoftonlinecom

The SharePoint file chooser is displayed:

@] Open file - SharePoint &

@ Up one level e Refresh

el Filter

Xov = Name Checked Out To !Last Modified

orm Templates 3 test &6/1/10 2:51PM
b £ xov 6/1/10 2:51PM
= Shared Documents (%] bad cmaps.pdf &/1/10 2:51PM
|t ipconfig_dient.gif 6/1/10 2:51FM
IQ] ScreenHunter_07 May. 06 14.14... 6/1/10 2:51PM
= sharepoint. txt 6/1/10 2:51PM
W onitedpdt | lgymasteM |

E Upload il Delete a Sawe locally

File name:  |untited.pdf
Files of type: [l Supported Files (=.%) Al

This dialog can be used to view all files in the user's account. When the "open"
button is pressed the selected file will be downloaded and opened in PDF Studio.

Save a File
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Documents may be saved directly to SharePoint

If a document was loaded from SharePoint, pressing the save button: E ” will
save over the source doucment, with no additional prompts. In the same way that
changes to a document loaded from the local file system are saved when the save

button is pressed.

The SharePoint save dialog may be used to save an open document to the
SharePoint repository. Open the save dialog with File->Save to->SharePoint :

4] sharepoint.txt [Google Docs] - PDF Studio 6 Pro by Qoppa Software

Edit View 5Scan Document Comments Forms Images Batch Security Help

[] CreateBlank POF

E Open

Open From

E Save

Save As

Save To

"'.l File Manager - Google Docs
File Manager - SharePoint

File Manager - Acrobat.com

CR oo

The SharePoint save dialog is displayed:
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Ctrl+5
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F e
8| Save As - SharePoint &J
@ Up one level e Refresh
Filter
-~ Name Checked Dut To iLast Modified
= Shared Documents =3 test 6/1/10 3:03 PM
== $al} 6/1/10 3:03 PM
) bad cmaps.pdf £/1/10 3:03 PM
) untitled.pdf £/1/10 3:03 PM
@ Upload il Delete ; Save locally
File name: 'sharepoint.txt.p(-‘;lﬁ. Save
Files of type: | POF Files (=.pdf) -

Either select a file from the file table or enter a new file name, and press save. If a

file is selected, the user will be prompted to ensure that they would like to save
over it.

Delete Files

Documents and Folders may be deleted by right clicking on a selection and
choosing "Delete". Deleting a folder, whether the collection is selected from the tree

or the table, will the folder's entire hierachy (all its files and sub-folder will also be
deleted).

157



PDF Studio 6 User Guide

@] File Manager - SharePoint

ﬁ Up one level e Refresh

|Filter
£ xev - Name Checked Out To | Last Modified
i-%22 Form Templates £ test 6/1/10 3:14PM
% Lib £ xov &/1/10 3:14PM
“...72 Shared Documents 1 bad cmaps.pdf &/1/10 3:14PM
[ ipconfig_dlient. gif &/1/10 3:14PM

[% ScreenHunter_07 May. 06 14.14.

L e/ 34w
e
I V7 ST

Save locally

@ Upload [ Open [ Delete o Save locally

Download Documents

Documents and folder can be downloaded to the local file system. If a folder is
selected, its entire contents (files and subfolders) will be downloaded. Initate a
download by right clicking on a selection of folder nodes or table rows and selecting

"Save locally":
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@] File Manager - SharePoint

ﬁ Up one level e Refresh

= @ another library
| Fem

! E-ESwov

E-£3 simple test
i &£ folder 1
.22 Form Templates
=T

[ -£5% Shared Documents

|Filter

Name | » Cheded outTo | Lest Modified
5 blank.pdf 8/1/10 3:23PM
5 blank1.pdf 6/1/10 3:23FM

B blank10.pdf | |s/tj1o3:23PM
E§ DIRECTDEPOSIT.pdf | [bitjiomzaem
 /ijusam

6/1/10 3:23 PM

6/1/10 3:23 PM

Save locally

&, Upload Open [ Delete ol Save locally

The user is prompted to select a directory to download to:
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Browse Directory ﬁ
@ Please select directary
%
-_ Desktop

(-8 Computer
[ MEF Metwork

#-J&F Abe Oppenheim N
- |, screenshots

- | test

- |, upload_test

- |, Public

| ok || cancel |

L J

The download can be monitored and canceled via the progress dialog:
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blank10.pdf
DIRECTDEPQSIT pdf

Download progress

@l File Manager - SharePoint |i|
@ Up one level e Refresh
[El-£2 another library |Fi|ter |
£ v ~ Name | checked out To |Last Modified
#32 Form Templates blark. pdf 6/1/10 3:36 PM
~EZLb blank1.pdf 5/1/10 3:36 PM

/1710 3:36 PM
6/1/10 3:36 PM
/1710 3:36 PM
6/1/10 3:36 PM
6/1/10 3:36 PM

Current Directory:  Downloads
Current Document:  blank10.pdf

Completed: 1 of 3

i Upload

Open [ Delete @ save locally

%

Upload Documents

Upload a List of Files

To upload a list of files, select a collection node from the tree to upload to. Either
right click on the node and select "Upload Files" or press the "Upload Files" button
in the upper right of the dialog.
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@ File Manager - SharePoint

@' Up one level e Refresh

|Filter !

= Name Checked Out To | Last Modified
= blank.pdf 6/1/10 3:43 PM
5 blank1.pdf 6/1/10 3:43 PM
(5 blank10.pdf 6/1/10 3:43 PM
[Z| DIRECTDEPOSIT.pdf &/1/10 3:43 PM
5 fo.txt 6/1/10 3:43 PM
= form0.pdf 6/1/10 3:43 PM
= form00.pdf 6/1/10 3:43 PM

E Upload Upload files ] a Save locally

Upload directony

The user can use the "Choose Files" dialog to build the list of files to upload:
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i 5
@| Choose Files & ﬁ
File List
+ File name File path Size
d.pdf C:\Qoppa'pdfsign'd.pdf |9 KB -
test.pdf C:\Qoppa'pdfsignites... |122 KB
j.pdf C:\Jsers\Abe Oppenh... |3 KB
Add fles || Add folder |
Only add pdf files
| ok || cancel |

The "Add files" button allows the user to add indiviudal Files to the List. The "Add
folder" button allows the user to select a folder and add its entire contents to the
list (if "Only add pdf files" is checked, only the pdf files in the selected folder will be
added to the list). The trash and arrow keys allow the user to remove and reorder
items. When the user hits the "ok" button the list of files is uploaded to the selected
collection.

Upload a Directory
Alternatively, an entire directory structure may be uploaded. To upload a directory,
select a collection node from the tree to upload to. Either right click on the node

and select "Upload directory " or press the "Upload directory " button in the upper
right of the dialog.
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@ File Manager - SharePoint

ﬁ' Up one level e Refresh
E|§:-§ aFnoH'ler library [Filter
LS Create collection - Name Checked Out To ILast Modified
: e ' blank.pdf &/1/10 3:43PM
% blank1.pdf &/1/10 3:43 PM
e il % blank10.pdf &/1/10 3:43 PM
[%) DIRECTDEPOSIT. pdf &/1/10 3:43FM
: Jxt &/1/10 3:43FM
Upload fil @ fa
b '_Es & formo.pdf &/1/10 3:43 PM
Upload directory | (/) form00.pdf 6/1/10 3:43 PM
@ Upload ‘ Open El Delete @ Save locally

The user is then prompted to select the directory to upload:
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.
Flease select directory
- -
%

- Desktop
(-8 Computer
(- ¥ Network
(-8 Abe Oppenheim
[~ j. screenshots
i test
[ WQupload_test
[ |, Public

i

Lok [ concel |
i |

Integration with SharePoint

All the files and folders to be uploaded are presented as a tree, so the user can
choose which files to upload:
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| Choose Files ﬁ

»

Select only pdf files

- |, & sub sub sub dir
- [] |5 test.tut. txt (0 KE)
- . 7] [ test1l.pdf (200 KE)
- [¥] [T testi2.pdf (70 KE)
B [#] L. a@sub sub sub dir_2
-~ [&] @ test, tet. it (0 KB)
~ [#] [ testd7.pdf (59 KB)
. 7] T test0s.pdf (3673 KB)
- . 7] T test09.pdf (447 KEB)
----- . scan031.pdf (143 KEB)
----- [¥] [T simplesignature.pdf (81 KE)
----- |5 test. bttt (0 KE)
----- test01.pdf (413 KB)
----- test02p. pdf (153 KE)
- [#] L asubdir_2
----- ] |5 test.bet (2).bet (0 KE)
----- [ 5 test.tet.tet (0 KE)
----- test03.pdf (28 KE)
----- test04.pdf (2 KEB)
----- test05.pdf (48 KE) 8
alphabets, pdf (5 KB)
appartRoyan, pdf (65 KB) i
= 1o

m

ook || cencel |
' )

Initially, all files and folders are selected to be uploaded. The user may prevent
items from being uploaded by de-selecting them. Also, the user can right click on a

tree node and press "Select only pdf files", which will de-select any non-pdf files.
Finally, the user presses "ok" to start the upload.
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Interactive PDF Forms

Fill and Save PDF Forms
Export Form Data @
Import Form Data @
Reset Form Fields
Flatten Form Fields

Highlight Form Fields

Fill and Save PDF Forms

To fill a PDF interactive form, simply open the document by clicking File > Open
and start filling it. PDF Studio works with the following form fields: text fields,
combo boxes, check boxes, lists, radio buttons and signature fields. PDF Studio can
display push buttons but does not support all actions associated with buttons (for
instance, the action to submit a form is not supported yet). The ability to tab
through fields makes it easy to fill the form.

To fill a non-interactive form, when the form is simply a scanned page and there
are no active fields on it, you can use the typewriter tool.

To save the PDF form, simply save the PDF document by clicking File > Save. This
will save all the data you entered in the form.

Export Form Data

This feature allows you to export data from the current form into a file in FDF or
XFDF format.

To export form data:
1. From the top toolbar, choose Forms > Export Form
2. Select whether to export in FDF or XFDF format
3. The application will open a file chooser dialog. Select the file and location
you wish to export to

Import Form Data

This feature allows you to import form data from a file into the current form. The
file can be in FDF or XFDF format.
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To import form data:
1. From the top toolbar, choose Forms > Import Form
2. Select whether to import in FDF or XFDF format
3. The application will open a file chooser dialog. Select the file you wish to
import from

Reset Fields

This feature allows you to reset the data in all fields in the form. When resetting a
field, data will be set to the field's default value or to null if the field has no default
value.

To reset fields:
From the top toolbar, choose Forms > Reset Fields

Flatten Fields

This feature allows you to flatten all fields in the form. Fields will be painted directly
in the content page to which they belong and will not be editable anymore.

To flatten fields:
From the top toolbar, choose Forms > Flatten Fields

Highlight Fields

This feature allows you to highlight all fields in the form, making them easier to
locate.

To highlight fields:
From the top toolbar, choose Forms > Highlight Fields

This will add a checkmark next to the menu item Highlight Fields and the fields in
the page will be highlighted with a light blue/purple color. To remove the
highlighting, simply choose Forms > Highlight Fields again. This will remove the
checkmark next to the menu item, and the fields will return to their original
appearance.
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General Shortcuts

Action Windows/UNIX Mac

Close ctrl + w H+w

Create blank PDF ctrl + n 3£ +n

Exit ctrl + q H+q

Open ctrl + 0 F+o

Print ctrl +p H+p

Save ctrl +s B +s

Save as ctrl + shift + s ‘3% + shift + s
Display complete folder path for document n/a iilich; i)lrilc‘lilionr di)t\fi :;;tle
Document Shortcuts

Action Windows/UNIX Mac

Create bookmark ctrl +b FH+b

Crop pages ctrl + shift +t 38 + shift + t
Document properties ctrl +d 3 +d

First Page home home

Last Page end end

Next view alt + — alt+ —
Previous view alt + — alt + «—
Rotate clockwise ctrl + shift + — 3£ + shift + —
Rotate counter-clockwise ctrl + shift + « It + shift + «
Rotate pages ctrl + shift + r 3L + shift +r
Text search ctrl + f dH+f

Zoom to actual size ctrl + 1 HE+1

Zoom to fit page ctrl + 0 gk +0

Zoom to fit width ctrl + 2 H+2
Annotation Shortcuts

Annotation Windows/UNIX Mac

Area ctrl +alt + e I +alt+e
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Area Highlighter ctrl +alt + i 3 +alt+1i

Arrow ctrl +alt +a H +alt+a
‘Attach File as Comment |ctrl +alt+f ‘3% +alt+f
Callout ctrl +alt +v F+alt+v
Circle ctrl +alt + ¢ 3 +alt+c
Cloud ctrl +alt +d 48 +alt+d
Cross out Text ctrl + alt + o £ +alt+o
Distance ctrl +alt +d I +alt+d
‘Text Box |ctrl +alt+t ‘3% +alt +t

Highlight Text ctrl +alt+h 3 +alt+h
Line ctrl +alt +1 L +alt+1

Pencil ctrl +alt + p 3 +alt+p
Perimeter ctrl +alt +r i +alt+r

Polygon ctrl +alt+ g P +alt+g
Polyline ctrl +alt +y H +alt+y
Sound ctrl +alt +s b +alt+w
Square ctrl +alt + g 3 +alt+q
Sticky Note ctrl +alt + n 3 +alt+n
Underline Text ctrl +alt +u 3 +alt+u
Typewriter ctrl + alt +w H +alt+w
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Links

Links may be automatically generated and removed.

Create a link
Auto create links
Auto remove links

Create a link &

Add a hyperlink to a page by following the standard instructions to create an

annotation. You can also select the desired text area and right-click on the selected

text (CTRL + Click on Mac), choose "Create Link" in the context menu. After the
link annotation is added, the Link Properties dialog is displayed.

{&| Link Properties

S

Appearance

Border Wwidth : 15

Border Color _

Action
@ Open aweb link
(") Go bo a page in this document
(") 3o ko a page in another document

() Cuskarn Link,

URL: ||

(2]

[ I, ] | Cancel

e

Link Properties:
e Border Width
e Border Color

171



PDF Studio 6 User Guide

Action

o Open a web link. Some examples of valid links:
= http://www.qoppa.com
« ftp://ftp.site.com
= file:c:\goppa\temp.txt
= mailto:johndoe@gmail.com
e Go to a page in this document.
e Go to a page in another document.
e Custom link. Allows you to add multiple actions from a list of available
actions:

[ )| Action lﬁ1

iGu:u to & page in this document -

o toa page inthis document
Pae Mumbetco to & pege in snother document
=howeHide a field

Open file
Open & web link
Feset Farm Fields

Ok ] l Cancel

Auto create links

To automatically generate links for a document's content, select Comments->Links-
>Auto create links. This will present the below dialog. When the "find" button is
pressed, the document will be searched text content that appears to be either a
web link or an email link (depending on which "search for" options are selected).
The link to be created is displayed in the "Link" column of the table. This value
may be edited. When the "Make" button is pressed, the selected links are created.
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@ Auto Create Links

S

Link occurrences

Make Text
lsupport@qoppa.com

Link
mailto:suppart@qoppa. com

[www.qoppa. com

WWWW . QOppa. com

Search for:
Web links Email links

Make links

Page 1

Border Color : -

Border Width : 1]

Auto remove links

Links

To automatically remove all links for a document, select Comments->Links->Auto
remove links. The user will be prompted to confirm the removal. If confirmed, all

links will be deleted.

'

Canfirm

o
k@ Confirm delete? 2 Links

[ Yes 1| No
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Modify PDF Pages

To start working with pages of PDF documents, click on the Document menu on the
top toolbar. You can choose among the available options:

e Append Document - Append another PDF document to the current one.
o Insert Pages - Insert pages from another PDF document into the current
one.

o Extract Pages - Extract pages from the current document into a new
document.

e Replace Pages - Replace pages from the current document with pages from
another document.

o Delete Pages - Delete pages from the current document.

o Rotate Pages - Rotate pages in the current document.

e Reverse Pages — Reverse the page order in the current document.

e Drag and Drop Pages - Drag pages within a document or across documents.
e Cut, Copy, and Paste Pages - Cut/Copy and Paste pages within a document
or across documents.

o Add Headers and Footers such as Page numbers, Dates, Bates Numbers.
o Merge Multiple Documents &

e Split a Document into Multiple Documents Based on Bookmarks, Page
Count, Text @

You can also move pages of a PDF document by dragging and dropping their
thumbnails.

Append Document

To append another PDF document to the current one:

e Click on the Document menu on the top toolbar

e Choose the Append Document option

e The application will open a file chooser dialog. Browse to the PDF file you
wish to append
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e The document selected will be appended to the current one (all the pages
from the document selected will be inserted at the end of the current
document)

Insert Pages

To insert pages from another PDF into the current one:

e Click on the Document menu on the top toolbar

e Choose the Insert Pages option

e The application will open a file chooser dialog. Browse to the PDF file from
which you wish to insert pages

e The application will open the Insert Pages dialog

e Fill in the options in the Insert Pages dialog

| Inzert Pages &J

Source . Chooppapdftestiest! 7 pdf

Inzert At : End Of document -

Source Pages

@ All Pages

1 Pages : To

8] ] | Cancel

b

You can also insert pages from another PDF document by opening it and dragging
the thumbnails of the desired pages into the current document.

Extract Pages

To extract pages from the current document:
e Click on the Document menu on the top toolbar
o Choose the Extract Pages option
e The application will open the Extract Pages dialog
e Fill in the options in the Extract Pages dialog
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| Extract Pages Iﬁ

From Page : 1

To Page : 1

Replace Pages

To replace pages from the current document with pages from another document:

Click on the Document menu on the top toolbar

Choose the Replace Pages option

The application will open a file chooser dialog. Browse to the PDF file from
which you wish to get new pages

The application will open the Replace Pages dialog

Fill in the options in the Replace Pages dialog

F =
| Replace Pages li?-J
Replace Pages 1 Ta |1
With Pages : 1 Ta |1

fram Chaoppapditesttest19 pof

[ Ok J l Cancel

Delete Pages

To delete pages from the current document:
e Click on the Document menu on the top toolbar
e Choose the Delete Pages option
e The application will open the Delete Pages dialog
e Fill in the options in the Delete Pages dialog

F b
{ Delete Pages Li_E-J
From Page : 1
To Page . 10
[ ] 4 J | Cancel
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e To overwrite the current document, simply save the current document
e To create a new document, choose File > Save As and enter the name of
the new document

Rotate Pages

To rotate pages in the current document:
e Click on the Document menu on the top toolbar
e Choose the Rotate Pages option
e The application will open the Rotate Pages dialog
e Fill in the options in the Rotate Pages dialog

r b
| Rotate Pages I\i?—J
Direction: Clockwize 90 degrees -
Page Range
i@ Al
7 Pages From: | 1 To: 1 of 1
Cike | Cancel |

B

e Save the document to save the rotation of the pages

Note: This feature will update the rotation property for the pages rotated in the
document itself and the rotation will be saved when the document is saved. To
rotate pages temporarily in the current view only, use the Rotate Clockwise and
Rotate Counterclockwise buttons on the top toolbar.

Reverse Page Order

To reverse the page order within the current document:

e Click on the Document menu on the top toolbar

e Choose the Reverse Pages option

e The application will automatically reverse the order of the pages in the open
document
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Drag and Drop

Move and reorder pages within a document: Use the mouse to select
thumbnails from the Thumbnail Pane and then Drag thumbnail pages at the desired
location in the Thumbnail Pane.

Copy page across documents: Use the mouse to select thumbnails from the
Thumbnail Pane and drag thumbnail pages to the other document Thumbnail Pane
to copy pages from a source document to a destination document.

Merge documents / insert documents: Documents of all supported file types

can be inserted as new pages into a document by dragging files to the Thumbnail
Pane directly.

Cut, Copy, and Paste Pages

Use the mouse to select thumbnail pages from the Thumbnail Pane and then:

e Right click (Mac: Ctrl+Click) or use keyboard shortcuts to cut or copy the
selected pages.

e Right click (Mac: Ctrl+Click) or use keyboard shortcuts to paste the
selected pages in the same document or into another document.
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Split PDF documents

Split a PDF document / Create a new split configuration

Split options
Split a document using an existing split configuration

Split a PDF document / Create a new split configuration

To split a PDF document:

. Open the document that you would like to split. This is not a required step if

you only wish to create a split configuration without applying it
immediately.

. From the top toolbar, go to Document > Split Document to show the Split

dialog. In the combo box the name for the new split configuration shows as
<New Item>.

. Fill in the desired options for the current split configuration.
. To split the current document, click on the Apply button at the bottom of

the dialog. You do not need to save the split configuration before splitting a
document.

. To save the current split configuration for later reuse, click on the Save

button below the name combo box. You will be prompted to enter a name
for your new configuration.

All your previously split configurations appear in the drop down list in the combo
box. Split configurations are saved as part of the user settings and can thus be
accessed next time you launch a new session of PDF Studio.

Split Options

The Split Options dialog allows the user to set options when splitting a PDF
document into multiple documents.
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& Split Document

=)

(71 5plit into equal size documents of | 1
*1 Split by page range (1,3-5;7-10)
(™) Split by blank page

) Split by text
Save Files To
File Mame Pattern
i@ Use source filename
() Mew filename

Append Page range

Destination Folder

@ Use source folder

(1 Destination Folder

General

Mame: SplitByBookmark

[¥] Show On Menu | Save || Delete
Split Method

@ Split by bookmarks at level 1 [] Also split up to level |3

[/] Append bookmark niame

Close | [ Apply

-_— i il i a—

The dialog has the following sections:

e« General - Options associated with the current split configuration.
o Name - Name of the configuration. The name is used on the drop

down combo boxes and in the Split PDF menu.
o Show on Menu - Whether to show this split configuration on the Split

PDF menu for fast access.

o Split Method - Use this section to tell PDF Studio how to split the
document into multiple documents. The available options in this section are:
o Split into documents of - Use this method to split the document
into equal size documents of a given number of pages. Enter the

page count in the text field.
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o

Split by page range - Use this method to split the document into
multiple documents based on page range. Enter the page range in
the text field. Dash is used for a page range, comma to separate
pages within the same document, semicolon to separate documents.
So for instance, 1, 3-5; 7-10 will output two documents, the first
document with pages 1, 3, 4, and 5, and the second document with
pages 7, 8, 9, and 10.

Split by blank page - Use this method to split the document when
a white page is encountered. The white page will be used as a
separator between documents and will be discarded.

Split by bookmarks - Use this method to split the document based
on bookmarks at level 1. You can also choose to split up to a higher
level, for instance up to level 3. In this case, the document will be
split at bookmark level 1, level 2, and level 3. In this method, we
assume that the bookmarks contain goto page actions within the PDF
document itself and that the bookmarks have been created in
ascending page order.

Split by text - Use this method to split the document when specific
text in the document is encountered. When the text is encountered in
a page, this page will become the first page of the next document.

o Save Files To - This section is about the output PDF files (the PDF
documents obtained by splitting the incoming document)

o

File Name Pattern: This section is to determine the pattern of the
output files.
= Use Source filename - When this option is selected, the
original filename for the current PDF document (the document
that is being split) will be used to name the output files.
= New filename - When this option is selected, you will need to
enter a new filename used for the output files.
= Append - For each output PDF file, you can choose to append
the page range or an incremental counter starting at any given
number. PDF Studio will start with the original PDF file name
(note that the original PDF file name can first be altered using
the Change the PDF File Name section below).

e When the Page Range option is chosen, PDF Studio will append a string

containing the page range (for instance, test_p4-p6.pdf). When Split by
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Page Range method was selected, the page range formula will be appended
as a string (for instance, the page range formula 1,3,5-10 will create a new
file with the name test_1_3_5-10.pdf). Note that an underscore character
precedes the page range formula and commas are replaced with an
underscore character.
When Incremental Counter option is chosen, PDF Studio will append an
incremental counter. The counter will be reset for each new incoming PDF
file.
Append Bookmark Name - This option is only available when the Split by
Bookmarks method was selected. This will append the name of the starting
bookmark to the output document names (for instance, if "Cover Page" is
the first bookmark name, the first output document could be named
test_pl-pl_CoverPage.pdf). Only letters, numbers, hyphen and underscore
characters are preserved in the bookmark name to guarantee that all
operating systems will accept this file name. Commas are replaced by
underscores.
o Destination Folder - This section determines the destination folder
where the output PDF files will be saved.
= Use Source Folder - When this option is selected, the original
folder for the current PDF document (the document that is
being split) will be used to save the output files.
= Destination Folder - When this option is selected, you will
need to enter the folder of your choice where output files
should be saved. You can browse to a folder by clicking on the
Browse button.

Split a PDF document using an existing split configuration

There are 2 ways to apply an existing split configuration:

From the Split dialog. Open the document that you would like to split. Open
the Split dialog from Document > Split Document. Choose the split
configuration from the drop down list in the combo box, click on the Apply
button at the bottom of the dialog.

From the Split Document menu. Open the document that you would like to
split. Under the Document > Split Document menu, there is a list of all the
split configurations that you have previously created. Note that only the
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ones for which you chose the Show on Menu option will appear on this list.
Click on the split configuration in the list you'd like to apply.
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Preflight

PDF Studio can verify document compliance with the following PDF/X standards:

PDF/X-1a:2001 - ISO 15930-1
PDF/X-1a:2003 - ISO 15930-4
PDF/X-3:2002 - ISO 15930-3
PDF/X-3:2003 - ISO 15930-6

Preflight a document

Preflight a batch

Preflight a document

To start a preflight operation, choose Document > Preflight from the menu and
choose the standard that you would like to use to check the document.
Alternatively, you can also press Ctrl+Shift+x to show the Preflight dialog:

@) Preflight [

FOF[x-1a:2001

FDF[%-12:2003
FOF[%-3:2002
FDF[%-3:2003

[ Execite ” Cloze ]

From this dialog, you can choose the desired format and then press Execute to run
compliance checking. When the Execute button is pressed, the application will
check the document and then display the following dialog with the results:
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@) Preflight - PDF/X-1a:2001 =

= | . Preflight Results - PDF/X-1a:2001

6 Missing GTS_PDFxXWersion key.

@ Daocument version (1.6) is higher than maximum version (1.3)
6 OukpukInkent missing

C} Document Litle missing.

6 Missing Trapped key.

[ | Interactive Form figld inside page area: 13 times.
[~ | Uses colars okher than CMYE ar Spak: 114 kimes.,
E’ Page 1: Missing Trim and Art box.

=+ . Document Qverview

_{) Creatar: Adobe Designer 7.0

i) Producer: Adobe Designer 7.0

i) Created: Jan 23, 2007 9:38:05 AM

_t) Modified: Jan 23, 2007 9;38:05 AM

-4 Page Counk: 1

[#- | Preflight Information

| gk Expand | | = Collapse

| 2 Print | [] Add as annotations

[ Profiles H Close ]

This dialog lists any content in the document that is not compliant with the given
specification. To add annotations to the PDF document where compliance problems
were detected, check the Add as annotations box before closing the dialog.
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Rubber Stamps

Apply a stamp

Manage stamps

Create an image stamp

Create a text stamp

Create a custom stamp

Paste a clipboard image as a stamp

Apply a rubber stamp

There are three ways to apply a stamp:

1. From the top toolbar, choose Comments > Add Stamp, choose the
appropriate stamp (the pointer changes to resemble the stamp's icon), then
click the document where you would like to apply the stamp.

2. From the annotations toolbar, click on the down arrow on the Stamps
button, choose the appropriate stamp (the pointer changes to resemble the
stamp's icon), then click the document where you would like to apply the
stamp.

3. From the annotations toolbar, click on the Stamps button, and then click the
document where you would like to apply the stamp.

This method will change the pointer to the most recently used stamp, or the
default stamp if one has been selected. Hovering the mouse over the
Stamps button will display a tooltip with the name of the stamp currently
saved. If no stamp has been used, and no stamp is set as a default stamp,
the tooltip will say "RubberStamp," and clicking on the button will display
the drop down menu of stamps. A stamp can be set to default by editing
the stamp from the Manage Stamps dialog, and selecting the 'Save as
default' check box on the edit stamp dialog.

Manage stamps

To manage your custom stamps: From the top toolbar, go to Comments > Add
Stamp > Manage Stamps to show the Manage Stamps dialog. The dialog shows a
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tree of existing stamps and a stamp toolbar to work with the tree. The stamp
toolbar has buttons to create, delete, and edit stamps and folders.

The tree will initially have a folder named standard which contains the following
stamps: As Is, Approved, Confidential, Departmental Draft, Experimental,
Expired, Final, For Comment, For Public Release, Not Approved, Not for
Public Release, Sold and Top Secret.

)| Manage Stamps =5

= b Standard Stamp Mame: FOR PUBLIC RELEASE
A5 IS
APPROVED
COMFIDEMTIAL
DEPARTMEMTAL
DRAFT
EXPERIMEMTAL
EXPIRED

FIMAL

FOR COMMENT

i e [FOR PUBLIC RELEA SE]

MOT FOR, PUBLIC RELEASE
SOLD
TOP SECRET
o Texk

‘ Cuskam3tanp

Lo Test
H- ) Images

My Customn Skamps

AR RErAE S e

ssssssssssssse

m
L

[

The stamp tree can be modified using the buttons in the stamp toolbar:
« ¥ Adds a new stamp to the tree.
« [ Adds a new folder to the tree.
. & Brings up the edit dialog for the currently selected stamp.
« [T Deletes the currently selected node.

Create an image stamp

Users can create image stamps from any image (jpg or gif format) accessible from
their computer, for instance their own signature stamp.

To create an image stamp:

1. Click on Comments > Add Stamp > Create Image Stamp from the top
toolbar to open the Create Image Stamp dialog (see below)
2. Enter the options for the image stamp.
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@ Create Irnage Starnp @

Category: :Images -

Mame: |wet cat|

File: | CrillsersiGuestiMy Pictures)stampsicatl.jpa E]
Scale: 40 % 160 x 168

[] ave as default

Image Preview

The options for an image stamp are as follows:
e Category - Category to add this stamp to.
e Name - Name of the stamp. The name is used in the Stamps menu.
e File = The full path to the image file used in the stamp.
e Scale - Change the size of the original image to the size you want your
stamp to be
e Save as Default — Check this to set this stamp as the default stamp

New stamps are saved as you go, so anytime you close the dialog or the
program, all your stamps are automatically saved. Stamps are saved as part of the
user settings and can thus be accessed next time you launch a new session of PDF
Studio.

Create a text stamp

Users can create text stamps with custom text or keywords that are populated
when the stamp is applied to a document.

To create a text stamp:
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1. Click on Comments > Add Stamp > Create Text Stamp from the top toolbar
to open the Create Text Stamp dialog (see below)
2. Enter the options for the new stamp

&) Create Text Starnp @

Category: | Texk =

Mame: |Approved by ...
Text: | 7 Approved by Userl

Transparency: 0 Color: -

Y

Scale: 1005 % 352x60

[Approved by User1 ]

| (04 H Cancel |

The options for a text stamp are as follows:
o Category — Category to add this stamp to.
e Name - Name of the stamp. The name is used in the Stamps menu.
e Text — Text to be displayed on the stamp.
There are predefined keywords to allow you to refer to the current page,
current date, etc.
o $page - The page number
o $author - The user logged in
o $totalpages - The number of pages in the document
o $filename - The file name that the document was opened from
o $filepath — The full file page that the document was opened from
o $date - The current date formatted as Nov. 28, 2007
o $shortdate - The current date formatted as 11/28/07
o $time - The current time
o $day - The day of the month
o $month - The current month, using two digits
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o $year - The current year, using four digits
o $shortyear — The current year, using two digits
o $second - The current second
o $minute - The current minute
o $hour - The current hour, 1-12
o $ampm - AM or PM
o $longhour -The current hour, 0-23
Color - Color of the stamp.
Transparency - Transparency of the stamp
Scale - Change the size of the original image to the size you want your
stamp to be
Save as Default — Check this to set this stamp as the default stamp

New stamps are saved as you go, so anytime you close the dialog or the
program, all your stamps are automatically saved. Stamps are saved as part of
the user settings and can thus be accessed next time you launch a new session
of PDF Studio.

Create a custom stamp

Users can create custom stamps with images, shapes and custom text or keywords
that are populated when the stamp is applied to a document.

To create a custom stamp:

1. Click on Comments > Add Stamp > Create Custom Stamp from the top

toolbar to open the Create Custom Stamp dialog (see below)

2. Enter the options for the new stamp
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[ & Create Custom Stamp L&J
Category: :‘:Nune:: 'r: Units: :F‘uints v:
Name: |Custom Stamp 1 Width: 21514 [EIRiCerE [T~]
[] 5ave as default Height: 95 = | Transparency: 0=
OHBRw AEFovVvRoar
T 2 | Line Width : 15

Create maltinge. | | color: [
& " {text staraps q Flricoor: [ ————__ ]

Transparency: =

Ik I [ Cancel

e

The options for an image stamp are as follows:
e Category - Category to add this stamp to.
¢ Name - Name of the stamp. The name is used in the Stamps menu.
e Units/Width/Height — Enter the size for the custom stamp.
e Fill Color - Choose a color for your custom stamp background.
e Transparency - Enter a transparency value for the stamp's fill color.
e Save as Default — Check this to set this stamp as the default stamp

New stamps are saved as you go, so anytime you close the dialog or the
program, all your stamps are automatically saved. Stamps are saved as part of the
user settings and can thus be accessed next time you launch a new session of PDF
Studio.
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With PDF Studio, you can scan images using any TWAIN compliant scanner, straight
into an existing or new PDF document.

To initiate scanning to PDF

1. Click on the scanner button on the toolbar, choose Document->Scan To
PDF, or File->Create PDF->From Scanner from the menu and the program
will guide you through scanning the image and then inserting the scan into
the current document or into a new document:

2. When the scanning function is invoked, the first step is to choose the
TWAIN source. TWAIN is the standard software interface to any scanner
hardware. Most every scanner comes with TWAIN drivers that are installed
automatically when you install the scanner in your computer. Please refer to
your scanner documentation if the program reports that there are no
TWAIN sources available. After the scan button is pressed, the dialog box to
let the user choose which scanner to use. The selection dialog will look
something like this:

Canaon MxX700 ser_000085C49504

I [7] Set default scanner
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194

The choices in the dialog box will vary according to the scanner(s) installed
on your system. Choose a scanner from the list and click on the OK button
to proceed. If there is an error with the selected scanner, the dialog will
appear again with the previously tried scanner highlighted so you can
choose a new scanner. If the selected scanner had been a default option,
you can use this dialog to change the default scanner.

. When the OK button is pressed, the program will invoke your scanner's

custom scanning user interface. This is a separate program that will
normally allow you to preview the scan, choose a region to scan and other
options such as scan resolution and then accept the scan.

. Once the scan has been accepted and PDF Studio has received the data

from the scanner software, PDF Studio will display a dialog box showing
some information about the scan and will prompt you for a number of
choices to determine how to insert the new image:

i ™

Image Info

Size: 842 x 585 pixels (5.61in x 3.90in)
Colors: RGE (24 bps)

Options

Inzert At : £nd Of document [ - E]
Page Size : Size to Image - E]
Resolution : | Keep Original - E]
Compression : | JPEG w» | Qual : 805 E]

o Insert At: This option tells the program where to insert the new
image. The choices are:
= End of Document: The image will be inserted at the end of the
current document.
= Current Page: The image will be inserted after the current

page.
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= Beginning of Document: The image will be inserted as the first
page in the current document.
= New Document: The program creates a new PDF document
and inserts the image in the first page.
= Interleave: When scanning multiple images, this option can be
used to insert them at every other page. This is especially
useful for scanning two-sided documents. When selected, an
option will appear to select after which page to start the
interleaving.
Page Size: This option tells the program what size to use when
creating a new page to hold the image. The options are:
= Size to Image: The new page will be created the same size as
the scanned image.
= Same as Document: The new page will be created the same
size as the scanned image. If the document is empty or if the
Insert At choice is set to New Document the new page will
be created at the same size as the scanned image.
Resolution: This option tells the program what resolution to use when
saving the image into the PDF document. The choices are:
= PDF Resolution (72DPI): The image will be resized so that the
resolution is 72 DPI. 72DPI is the standard resolution in PDF
documents.
= Keep Original: The image will be inserted at the scanned
resolution. Keep in mind that scanners can scan images at very
high resolutions (600+ DPI). If images are kept at their
original resolution, the resulting PDF documents can be
extremely large.
Compression: This option tells the program what compression to use
when saving the image into the PDF document. The choices are:
= JPEG (recommended compression)
= Deflate (similar to Zip)
Qual (for JPEG compression only): If using JPEG, the compression
quality can be adjusted from 1 to 100%:
= 1 = very high compression — very low quality
= 100 = low compression — very high quality
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Suggested values are 80=high quality, 50=medium quality,
20=low quality
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Snapshot Tool

The snapshot tool can be used to save a portion of the screen as an image.

To use the snapshot tool, select the snapshot tool icon from the toolbar.
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How to Contact Us

High Museum of Art

Attn: Membership Department

1280 Peachtree Street, NE

Atlanta, GA 30309

Phone 404-733-4575

Fax 404-733-4971

Website  www.high.org

E-mail hmarmem@woodruffcenter.org

B

Permanent and Lost Membership Cards

When you join, you receive a permanent plastic member-
ship card for the duration of your membership. If you lose
your card, please call the Membership Department to
request a replacement. There is a $3 replacement fee per card.

Change of Name or Address

Gift Memberships

Treat your family, friends, and business
wonderful gift of a High Museum of A
Cift memberships may be purchased at
Desk, online at wwwhigh.org, or by calli
We will send the recipient a special
with your personalized message,

Visit Us Online
You'll find a wealth of information abe
benefits, special exhibitions, and edud
on our website at www.high.org. ¥
purchase gift memberships, or find e
You may also reach Member Servic
hmamem@woodruffcenter.org.

Matching Gift Program

When the mouse button is released, an image will be created from the selected
area. The image will be copied to the system clipboard and saved as a file.

197



PDF Studio 6 User Guide

PDF Studio 6 Pra S

0 The area has been copied to the clipboard.
*  Image saved to C:\ScreenShot\test\PDF5tudio 02 09-MNov 11.22.png

-

[] Do not show this dialog again

The destination and format of the output image can be set in the user preferences.

-
Preferences ﬁ
General | Annotations

Language: . Erlgli.sh -

P

Author: anpa Tesﬂ

Default Page

Size jLetter - Ise first page size to append
! Measurement

Show measuring dialog

Snap to content

5can To PDF
[] set de r Canon MX70U s& -
Snapshot
r ¥ |
"( Save As PNG | )

®Shoﬂtﬁt /

ok || Cancel
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Split PDF documents

Split a PDF document / Create a new split configuration

Split options
Split a document using an existing split configuration

Split a PDF document / Create a new split configuration

To split a PDF document:

1. Open the document that you would like to split. This is not a required step if
you only wish to create a split configuration without applying it
immediately.

2. From the top toolbar, go to Document > Split Document to show the Split
dialog. In the combo box the name for the new split configuration shows as
<New Item>.

3. Fill in the desired options for the current split configuration.

4. To split the current document, click on the Apply button at the bottom of
the dialog. You do not need to save the split configuration before splitting a
document.

5. To save the current split configuration for later reuse, click on the Save
button below the name combo box. You will be prompted to enter a name
for your new configuration.

All your previously split configurations appear in the drop down list in the combo

box. Split configurations are saved as part of the user settings and can thus be
accessed next time you launch a new session of PDF Studio.

Split Options

The Split Options dialog allows the user to set options when splitting a PDF
document into multiple documents.
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r .
& Split Document L&J

General

Mame: SplitByBookmark -

[¥] Show On Menu | Save || Delete

Split Method
(71 5plit into equal size documents of | 1 Pages
*1 Split by page range (1,3-5;7-10)
(™) Split by blank page

@ Split by bookmarks at level 1 [] Also split up to level |3

) Split by text
Save Files To
File Mame Pattern
i@ Use source filename
() Mew filename

Append Page range - [/] Append bookmark niame

Destination Folder

@ Use source folder

(1 Destination Folder

Close | [ Apply ]

-_— i il i a—

The dialog has the following sections:
e« General - Options associated with the current split configuration.
o Name - Name of the configuration. The name is used on the drop
down combo boxes and in the Split PDF menu.
o Show on Menu - Whether to show this split configuration on the Split
PDF menu for fast access.
o Split Method - Use this section to tell PDF Studio how to split the
document into multiple documents. The available options in this section are:
o Split into documents of - Use this method to split the document
into equal size documents of a given number of pages. Enter the
page count in the text field.
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o Split by page range - Use this method to split the document into
multiple documents based on page range. Enter the page range in
the text field. Dash is used for a page range, comma to separate
pages within the same document, semicolon to separate documents.
So for instance, 1, 3-5; 7-10 will output two documents, the first
document with pages 1, 3, 4, and 5, and the second document with
pages 7, 8, 9, and 10.

o Split by blank page - Use this method to split the document when
a white page is encountered. The white page will be used as a
separator between documents and will be discarded.

o Split by bookmarks - Use this method to split the document based
on bookmarks at level 1. You can also choose to split up to a higher
level, for instance up to level 3. In this case, the document will be
split at bookmark level 1, level 2, and level 3. In this method, we
assume that the bookmarks contain goto page actions within the PDF
document itself and that the bookmarks have been created in
ascending page order.

o Split by text - Use this method to split the document when specific
text in the document is encountered. When the text is encountered in
a page, this page will become the first page of the next document.

o Save Files To - This section is about the output PDF files (the PDF
documents obtained by splitting the incoming document)

o File Name Pattern: This section is to determine the pattern of the
output files.

= Use Source filename - When this option is selected, the
original filename for the current PDF document (the document
that is being split) will be used to name the output files.

= New filename - When this option is selected, you will need to
enter a new filename used for the output files.

= Append - For each output PDF file, you can choose to append
the page range or an incremental counter starting at any given
number. PDF Studio will start with the original PDF file name
(note that the original PDF file name can first be altered using
the Change the PDF File Name section below).

e When the Page Range option is chosen, PDF Studio will append a string
containing the page range (for instance, test_p4-p6.pdf). When Split by
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Page Range method was selected, the page range formula will be appended
as a string (for instance, the page range formula 1,3,5-10 will create a new
file with the name test_1_3_5-10.pdf). Note that an underscore character
precedes the page range formula and commas are replaced with an
underscore character.
When Incremental Counter option is chosen, PDF Studio will append an
incremental counter. The counter will be reset for each new incoming PDF
file.
Append Bookmark Name - This option is only available when the Split by
Bookmarks method was selected. This will append the name of the starting
bookmark to the output document names (for instance, if "Cover Page" is
the first bookmark name, the first output document could be named
test_pl-pl_CoverPage.pdf). Only letters, numbers, hyphen and underscore
characters are preserved in the bookmark name to guarantee that all
operating systems will accept this file name. Commas are replaced by
underscores.
o Destination Folder - This section determines the destination folder
where the output PDF files will be saved.
= Use Source Folder - When this option is selected, the original
folder for the current PDF document (the document that is
being split) will be used to save the output files.
= Destination Folder - When this option is selected, you will
need to enter the folder of your choice where output files
should be saved. You can browse to a folder by clicking on the
Browse button.

Split a PDF document using an existing split configuration

There are 2 ways to apply an existing split configuration:
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From the Split dialog. Open the document that you would like to split. Open
the Split dialog from Document > Split Document. Choose the split
configuration from the drop down list in the combo box, click on the Apply
button at the bottom of the dialog.

From the Split Document menu. Open the document that you would like to
split. Under the Document > Split Document menu, there is a list of all the
split configurations that you have previously created. Note that only the
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ones for which you chose the Show on Menu option will appear on this list.
Click on the split configuration in the list you'd like to apply.
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Text Search, Extraction, Selection & Markup

ﬂﬂ Search Text

Extract Text

/A Highlight Text

#A- Cross Out Text

A Underline Text

A Squiggly Underline Text

pa

A‘ Insert Text

ﬂ; Replace Text

Search Text

With PDF Studio, you can search the text of a PDF document.

To open the Text Search dialog: Click on the Text Search button - it's the
button with the magnifying glass icon — on the toolbar or choose Edit > Text Search
from the menu and the text search dialog will open.

To search for text: Enter the text to search for in the text field, select the
appropriate search options, and press the Enter key or click on the New Search
button. All occurrences of the string in the document will appear in the occurrences
list.
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f 1
| Text Search [&J

quEEn

I

Mewy Search ] E] [E

[] Case-Sensitive
[] Whale wards anly

6 Occurences

P1) Queen Cleopatra of Egypt.

P11 herself "Queen of the

P17} 9yrian queen. In 272 he sent a Roman
(1) Syrian Queen .

P2) Zenobia, Queen of the

PZ1 die a queen rather than ko live in

Close

-

To navigate through the list of occurrences, you can either:

Use the Up arrow key (previous occurrence) and Down arrow key (next
occurrence) on your keyboard.

Click on the Previous Occurrence or Next Occurrence buttons. These are the
two buttons next to the New Search button with the Left and Right arrow
icons.

Or use the F3 (next occurrence) and Shift F3 (previous occurrence) keys.

Searches can be customized with the following options:
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Case-Sensitive: If checked, the search will be case sensitive. Searching for
the string "The" will not return the same results as searching for the string
"the."

Whole words only: If checked, the search will only look for whole words. For
instance, when checked, searching for "the" will not return occurrences of
"they." But when this option is left unchecked, all occurrences of "they" will
appear in the occurrence list.

Include comments: If checked, the search will include annotation
comments.
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Extract Text

To extract text from the current document:
e Click on the Document menu on the top toolbar
e Choose the Extract Text option
e The application will open a Save File dialog
e Choose the name of the text file where the text will be extracted to

Select Text

i

To select text on the page, from the top toolbar, click on the Select text icon

LT} then drag the mouse around the desired rectangle text area. All the text

contained in the area will be selected. When right-clicking on the mouse (Mac:
Ctrl+Click), a menu will appear giving you the choice to:

e Copy the selected text to the clipboard. Once the text is copied to the
clipboard, you can paste it into any text or Word document by simply right-
clicking (Mac: Ctrl+Click) on the mouse and choosing the paste option in
the mouse menu.

o Highlight the selected text.

e Underline the selected text

e Cross Out the selected text.

e Squiggly underline the selected text.

o Replace the selected text

o Insert text after the selection.

quickly d-el“eulted the barbarians, then
turned his attention to the renegade
Syrian queen, In 272 he sent a Roman
army to attack Zenobia’s troops in Egypt.
Zenobia’s men fended off the Romans,
but Aurelian attacked again, this time in

=d her army of archers, oot
savalry in two battles against

: near Antioch and another
in Svria. Aurelian’s veteran

To exit the selection mode, simply click on the mouse icon. T
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Highlight Text

To highlight text in a page, click on the highlight icon on the annotation toolbar

A, then select the desired rectangular text area on the page by dragging the
mouse. Once you release the mouse, a property dialog will open. Select the color of
the highlight and add any comments in the content area then click on the Save

button.
=0

|| Text Markup Properties

Appearance | General | Status History

Mark Up Type _Tex‘t Higihlicghit

Mate § Comment :

1 [

|:| Save az default

][ Cancel ]

ik

[

|:| Alwvays show dialog

All text contained in the rectangular area will be highlighted.

Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD,

wis @ stunningly beautiful

Lenobia
woman with black hair, olive skin, pearly
She enjoyed

teeth, and a fiery nature
hunting lions from horseback, but she
was also fond of books and leaming. Hes
intellectual interests included military
tactics, Greek philosophy. and foreign
languages. Although she was an Arab,
gshe claimed to be descended from
and from

Alexander the Great of Greece

Queen Cleopatra of Egypt.
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To remove or edit a text highlight, click on the mouse icon & , select the
highlight by clicking on it, and right click (Mac: Ctrl+Click). The mouse menu will

give you the option to open the properties dialog for the highlight or to simply
delete it.

Cross out text

A

To cross out text on a page, click on the Cross Out icon on the annotation toolbar

ﬁ, then select the desired rectangular text area on the page by dragging the
mouse. Once you release the mouse, a property dialog will open. Select the color of
the cross out and add any comment in the content area then click on the Save
button.

{4l Text Markup Properties &J

Appearance | Genetal | Skakus Hiskary

Mark Up Type ;| Text Cross Out E

Mate § Comment :

[7] Save as defautt

E] Alwvays show dialog [ Ol ] I Cancel ]

e

All text contained in the rectangular area will be crossed out.
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Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD,

To remove or edit a text cross out, click on the mouse icon 7 , select the cross
out by clicking on it, and right-click (Mac: Ctrl+Click). The mouse menu will give
you the option to open the properties dialog for the cross out or to simply delete it.

Underline Text

A

To underline text on a page, click on the Underline icon on the annotation toolbar

ﬂ, the select the desired rectangular text area on the page by dragging the
mouse. Once you release the mouse, a property dialog will open. Select the color of
the underline and add any comment in the content area and then click on the save
button.

{8 Text Markup Properties [

Appearance | General | Status History

Mark Up Type | Text Undetline -

Mate f Comment :

1 [

|:| Save az default

|:| Alwvays show dialog [ Ol ] [ Cancel
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All text contained in the rectangular area will be underlined.

Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD.

Jenobia was a stunningly beautifiT
woman with black hair. olive skin. pearly
teeth, and a fNaery natore, She enjoved
hunting lions from horseback. but she
was also fond of books and leaming, Her
intellectual interests included military
tactics. Greek philosophy, and  foreign
languages, Althoush she was an Arah,
she claimed to he descended from
Alexander the Great of Greeee and from
Oueen Cleopatra of Egvpt.

To remove or edit a text underline, click on the mouse icon 7 , select the
underline by clicking on it, and right-click (Mac: Ctrl+Click). The mouse menu will
give you the option to open the properties dialog for the underline or to simply
delete it.

Squiggly Underline Text

A

pa

To underline text with a squiggly, click on the Squiggly Underline icon on the
annotation toolbar (SQUIGGLY ICON), then select the desired rectangular text area
on the page by dragging the mouse. Once you release the mouse, a property dialog
will open. Select the color of the underline and add any comment in the content
area then click on the Save button.
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{48 Text Markup Properties Lﬁ

Appearance | General | Status History

Mark Up Type | Text Souigly Underline

Mate § Comment :

1 [

|:| Save az default

|:| Alwvays show dialog [ Ol ] [ Cancel ]

All text contained in the rectangular area will be underlined with a squiggly.

Zenobia Septimia was the wife of
King Odenathus of Palmyra, ruler of the
Roman province of Syria in the third
century AD.

Zenobia was a_stunningly_heautiffT
woman with black hair, olive skin, pearly
teeth, and a fery nare, She enioved
hunting _lions from horseback, but she
was also fond of books and leaming, Her
intellectual interests included military
tactics, Greek philosophy, and foreign
languages. Althoush she was an Arab,
she claimed to be descended from
Alexander the Great of Greeee and from
Oueen Cleopatra of Egvit,

To remove or edit a text squiggly underline, click on the mouse icon T , select
the squiggly underline by clicking on it, and right-click (Mac: Ctrl+Click). The
mouse menu will give you the option to open the properties dialog for the underline
or to simply delete it.

Insert Text

A

To add an insert text annotation, click on the Insert Text icon on the toolbar.
The cursor will become a crosshair. Click the crosshair on the desired location for
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the insert text annotation. One placed, a property dialog will open. Select the color
of the annotation and add any comment in the content area then click on the Save
button.

@ Insert Text i ﬁ

Appearance | General | Status History

Tcon Colar : - Transparency: 0= %

Mote § Comment :

[] 5ave as default

[ sticky  [] Always show dialog [ Ok ] I Cancel

-

Version 1.1 or any later
Sections, with no Front-
mcluded in the séctmn (

To remove or edit an insert text annotation, click on the mouse icon ¥ , select
the annotation by clicking on it, and right-click (Mac: Ctrl+Click). The mouse menu
will give you the option to open the properties dialog for the annotation or to simply
delete it.

Replace Text

A

To add a replace text annotation, click on the Replace Text icon on the
annotation toolbar then select the desired rectangular text area on the page by
dragging the mouse. Once you release the mouse, a property dialog will open.
Select the color of the strikethrough and add any comment in the content area then
click on the Save button.
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— .|
\{@| Text Markup Properties ﬁ

Appearance | General | Status History|

Mark Up Type : :Cmss out Text -

Mote § Comment :

Some new text] -

[ 5ave as default

[ Always show dialog l o]'8 ] [ Cancel I

0123456789:;:<=>?@ABCI
‘abcdefghijklmnopqrstuvw:
TSN ~“TM S}CE'Z-Y l¢£l:ﬂ¥

A

To remove or edit a replace text annotation, click on the mouse icon 7 ,
select the annotation by clicking on it, and right-click (Mac: Ctrl+Click). The mouse
menu will give you the option to open the properties dialog for the annotation or to
simply delete it.
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User Preferences

Open the Preferences dialog
General Preferences
Annotations Preferences

Open the Preferences dialog

To open the preferences dialog, choose Edit > Preferences from the top toolbar.
The application will display the Preferences Dialog:
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-

Preferences | 22

General | Annotations | Display | Scan | Sign | Updates | Text To POF

Language: :English -

Author:  |Gerald Holmann

Default Page

Size :Letter - IIse first page size to append
Units

Lnits :Inches v:

Paste Images

[7] Adjust To Zoom
Measurement
Show measuring dialog Snap to content
Snapshot
Save As PNG
Folder: |C:\Users\Gerald Holmann'\Desktop
Document Services
Local File System Google Docs
SharePaint Acrobat.com
File Dialog
(71 Use Java file dialog (@) Use native file dialog

K ] [ Cancel

General Preferences

Language Sets the preferred language. Languages available are

English, French, German, and Spanish. The default language
will be determined from the language setting for the
computer/operating system. After changing the language
preference, the application will have to be restarted for the
change to take effect.

Author This is the author name to be associated with the
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Default Page

Units

Paste Images

Measurement

Snapshot

Document Services

File Dialog

User Preferences

Sets the default page size.

Users can define preferred measurement units (inches,
centimeters, points, ..). Units will be used for the Crop dialog
and in Document Properties when displaying the page size.

Sets whether or not adjust to zoom for the pasted images.

If Show Measuring Dialog is selected, a dialog with the
measurement details will be displayed while measuring tools
are in use. If Snap to Content is selected, annotation vertices
will snap to lines in documents.

When Save As is selected, the snapshot too will save an
image to the file system. The destination directory and
format for the image will be determined from the extension
selected in the textbox and the contents of the Folder text
field.

Allows users to set the sources where PDF Studio can open
files from.

Allows users to switch between the Java file dialog and
System file dialog. This selection is available to Windows and
Linux/Unix users.

Annotations Preferences
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[ Preferences ir
General | Annotations | Display | Scan | Sign | Updates | Text To PDF
Tool Properties

@ Cirde u Typewriter

R? Arrow A Highlight Text

v Line A‘ Cross out Text

B Sguare & nderline Text

& Pendil ....A.‘.. Squiggly Underline Text

@ Polygon ﬁ Replace Text

@ Cloud A Insert Text

Cf Polyline Highlight Area

IEI Text Box =—* Distance

E\ Callout TI Perimeter

G Sticky Note = e

& Rubber Stamp

| ok ][ cancel |

\

PDF Studio allows users to set default properties for each tool. These default
properties are used when creating new annotations using the tool. Click on a tool to
open its properties dialog:
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Polygon - Tocl Properties - <
Appearance
Line Width : | léﬂl Transparency: | U-v-i:f %%

Color : - [ Fill Color E

[] sticky [ Always show dialog [ 0K, ] [ Cancel

Display Preferences

User Preferences

-
Preferences

| General | Annotations | Display | Scan | Sign | Updates | Text To POF

Layout and Magnification
Mavigation Tab: :D«efault v_1
|:| Ignore document setting
Page layout: [De_fa.tlt vJ
|:| Ignore document setting
Magnification: ﬂ]efau]t v|

|:| Ignore document setting

Users can set the layout and magnification for displaying the documents.

Scan Preferences
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-

Preferences il
| General | Annotations | Display |} Scan’| sign | Updates | Text To PDF
Scan To PDF
[] Set default scanner [Canon MX700 ser
PDF Studio allows users to set the default scanner.
Sign Preferences
2

p
Preferences

| General | Annnmﬁonsl Display | Scan |§5i5||'| | Updates ITextTu POF

Security

B4 Trusted Certificates

B4 Digital IDs

PDF Studio will prompt you for your own password.

&d Create my password

Users can manage Trusted Certificates and Digital IDs in this tab.

Updates Preferences

A digital ID may be protected with a complex password. PDF Studio can save this
password and protect it with your own password. When signing documents,
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Preferences

| General | Annotations I Display | Scan I Sign | Updates {| Text To POF

PDF Studio can checdk for updated versions of itself automatically. The chedk will be
performed in the background and you will only be notified if a new version is
available,

Chedk for updates: :Dn every start

User Preferences

Users can check for the updated version of PDF Studio and set the automatic check period.

Text To PDF Preferences

#

Preferences

| General | Annotations I Display | Scan I Sign | L.Ipdates| Text To PDF

TextTo PDF
Page Size Maragins
Width: 8.5 Top: 1B Left 1k
Height: 11k Bottom: 12:_" Right: 1k
Lnits: ?inches v._
Font
Font: ‘Hél'ueti.m 'v..
Size: | 112
IIse Background
[] Use Background: | <File name = | Browse

PDF Studio allows users to set the default Text To PDF settings. These default settings will be applied to
the output PDF files when text files are converted.
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Tool Chest
Tool Chest

PDF Studio can store frequently used comments and annotations in a tool chest. To
show the tool chest, select View -> Tool Chest. To add an annotation from the
tool chest to a document, click the annotation in the tool chest, and then click the
location on the document to place the annotation.

Tool Chest ®
- My Comments

- Recent Comments

)
- .-__

My Comments
Recent Comments

My Comments

Users can maintain their preferred list of comments and annotations in the My
Comments section of the tool chest. To add an annotation to My Comments, select
the annotation in the document by clicking on it, right-click (Mac: ctrl+click) to
show the context menu and select Add to My Comments from the menu.

Recent Comments

The list of recently used annotations are maintained in the Recent Comments
section of the tool chest. Annotations that are added to a document or modified on
a document will automatically be added to this list. This list keeps the 30 most
recently used annotations. To permanently keep an item from the Recent
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Comments list, right-click (Mac: ctri+click) the annotation in the Recent Comments
tool chest and select Add to My Comments from the context menu.
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Watermarks

Create a new watermark

Fill watermark options

Apply an existing watermark

Apply an existing watermark to a batch@®

Create and apply a new text or image watermark

To create a new watermark:

1.

Open the document that you would like to add a watermark to. This is not a
required step if you only wish to create a watermark without applying it
immediately. However, it is useful to be able to preview the watermark on
the document.

. From the top toolbar, go to Document > Watermark > Create Watermark to

show the Create Watermark dialog. In the combo box the name for the new
Watermark shows as <New Item>.

Fill in the desired options for the watermark.

As options are being changed, you can preview the watermark on the
document pages in the preview panes.

. To apply the watermark to the document, click on the Apply button at

the bottom of the dialog. You do not need to save a watermark before
applying it to a document.

To save the watermark for later reuse, click on the Save button below the
name combo box. You will be prompted to enter a name for your new
watermark.

All your previously saved watermarks appear in the drop down list in the combo
box. Watermarks are saved as part of the user settings and can thus be accessed
next time you launch a new session of PDF Studio.

Fill watermark options

Watermarks have a set of attributes that indicated the watermark appearance on
the document pages as well as what pages should be stamped.
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4 Create Watermark
= [ R R
Lo [Mewlem> |« i i ;

o | Shiowi O Meru Save

P E— =
Lits: [nchis - -
Hofzonk 1] Fiisfiy Canber - 3
Werbical: o From Certer = = =
Footabion: 3155 = =

|FY il errmark

@ Text Image s o s 3 e 07

Tt
Wabera i

tsert [ Dote || Pogetember || Batestumber || other

Fonk: |Hehestica -7 - [P
Border | o Border = Bond : E]‘EEE

The options for a watermark are as follows:
o General - Options associated with the current watermark configuration.

o Name - Name of the watermark. The name is used on the drop down
combo boxes and in the Watermark menu.

o Show on Menu - Whether to show this watermark on the Watermark
menu for easy access.

e Appearance - Options that control the appearance on the page.

o Units - What units to use when calculating the horizontal and vertical
locations. This can be inches, centimeters or points. Points are
calculated in the PDF standard, 72 points per inch.

o Horizontal Location — The horizontal location is relative to the left,
right, or center of the page according to the choice in the drop down
box. The number entered here is interpreted in units.

o Vertical Location — The vertical location is relative to the top, bottom,
or center of the page according to the choice in the drop down box.
The number entered here is interpreted in units.

o Rotate - Rotate the watermark (text or image) by the given degrees
clockwise.
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o Pages

o

o

o

o

Watermarks

Transparency — Transparency of the watermark. 100% is invisible

and 0% is opaque.

All - Watermark will be placed in all pages in the document.

Even - Watermark will only be placed in even pages of the document.

Odd - Watermark will only be placed in odd pages of the document.

First — Watermark will only be placed in the first page of the

document.

Last - Watermark will only be placed in the last page of the

document.

Range - Watermark will only be placed in the specified range of

pages.

= From and To - Range of pages where the watermark will be
placed.
e Text (when Text radio button is selected) - Options for a text watermark.

Text for the watermark.

= Click on the Date button to choose and insert a date format.

= Click on the Page Number button to choose and insert page

numbers in a chosen format.

= Click on the Bates Number button to insert a Bates number.

There are predefined keywords to allow users to refer to the

current page, current date, etc.

o

o

o

$page — The page number

$author — The user logged in

$totalpages — The number of pages in the document
$filename - The file name that the document was
opened from

$filepath — The full file path that the document was
opened from

$date - The current date formatted as Nov 28, 2007
$shortdate - The current date formatted as 11/28/07
$time - The current time

$day - The day of the month

$month - The current month, using two digits
$year — The current year, using four digits
$shortyear — The current year, using two digits
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o $second - The current second
o $minute - The current minute
o $hour - The current hour, 1-12
o $ampm - AM or PM
o $longhour - The current hour, 0-23
o Font - Name of the font
o Size - Font size in points
o Color of the text
o Bold/Italic — Use the B and I toggle buttons to make the text bold
and/or italic
o Border - Border of the text. If this is chosen, a box outline will be
drawn around the text
o Bgnd - Background color. Check this box and enter a background
color to draw a box behind the text in the specified color
o Justification - Left, Center, or Right. This only applies for multiline
watermarks.
Image (when Image radio button is selected) — Options for an image
watermark
o File: The path to the image file. Accepted formats are jpg, png, gif.
= Scale - The scale to apply to the image (100% for the full-size
image

Apply an existing watermark

There are two ways to apply an existing watermark:
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From the Watermark dialog. Open the document that you would like to
apply a watermark to. Open the Watermark dialog from Document >
Watermark > Create Watermark. Choose the watermark from the drop
down list in the combo box, click on the Apply button at the bottom of the
dialog. You can preview the watermark before you decided to apply it.
From the Watermark menu. Open the document that you would like to
apply a watermark to. Under the Watermark menu, there is a list of all of
the watermarks you have previously created. Note that only the ones for
which you chose the option Show on Menu will appear in this list. Click on
the watermark in the list that you would like to apply.



Watermarks
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