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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=0Open 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.

[ (@ POF Studic Pro by Qoppa Softwarn: - Version 601 - CALiars\Asron Kamp\Documents\Qoprs\Demo PDRaszsbaw bookmarke paf | | ] |
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Screenshot of PDF Studio Application
with Thumbnails View on the left pane
and Comments View on the bottom pane

e The main menu contains the following entries:
o File — 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 Document — Manipulate pages, split, merge, rotate, add headers and
footers.

o Comments — Add new annotations and stamps, export, import, or
delete comments.

o Forms — Export and import form data, reset and flatten fields.
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o Images — Export pages as images and import images.
o Batch @ — Print a batch, apply actions to a batch, set security to a
batch, etc...
o Security — View and set document security, digitally sign a PDF
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 application can switch back and forth between four
different views . It can be opened or closed by clicking the 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 following views are available:

1. Thumbnails Pane — 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 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. Bookmarks Pane — view bookmarks or the document's table of
contents, if present. Bookmarks allow navigation through
bookmarked regions. To see the bookmarks view, click on the
Bookmarks tab.

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

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

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

On the bottom pane of the application, the Comments view allows you to
view any comments / annotations in the document. 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
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bottom of the left pane. The comments pane can be open or closed by
clicking the "X" icon 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.

POFssabaw bookmarks pdf o ] ] |
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Screenshot of PDF Studio Frame
with Bookmarks View

To unregister your copy of PDF Studio to move the license to another computer, go to Help >
License Information and click the Unregister button.
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User Preferences
Open the Preferences dialog
General
Annotations
Display

Document Services
Email

Print

Scan

Sign

Text to PDF
Toolbars

Updates

:

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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Categories: Language
foen=ra | TSR e
Comments Setting will be applied next sezsion
Display
Document Services Author
Email Author: |Qoppa Software
Print
Scan Default Page
an Size: |Letter -
Text To PDF L .
Toolbars Units
Updates ' .
Units: _I.nches -
Paste Images
[] Adjust To Zoom
Snapshot
Save As |PNG w
Folder: |C:\temp
Other
Use system file dialog
Use temporary file on save
[ Ok _1 [ Cancel
General

e 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.

e Author — This is the author name to be associated with the annotations
added to the document.

o Default Page — Sets the default page size.
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e Units — Define preferred measurement units (inches, centimeters, points,
..). Units will be used for the Crop dialog and in Document Properties when
displaying the page size.

o Paste Images — Sets whether or not adjust to zoom for the pasted
images.

e Snapshot — When Save As is selected, the snapshot taken 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.

e Other

* Switch between the Java file dialog and System file dialog. This
selection is available to Windows and Linux/Unix users.
» Create a temporary file when saving documents.

Comments
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Categories: Tool Properties
General

Display

Document Services
Email

Print

Scan

Sign

Text To PDF
Toolbars

Ipdates

Cirde
Arrow
Line
Square
Pendil
Polygon
Cloud
Polyline
Text Box
Callout

Sticky MNote

e
N
¥
G
&
@
@
&
=
B
r
®

Rubber Stamp

Measurement

Show measuring dialog

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:

Polygon - Tocl Properties - |£

Appearance

Line Width : i 114 Transparency: | 0 %

Color : - [] Fill Calor E

[ sticky  [] Always show dialog [ ok ] [ Cancel

Typewriter
Highlight Text
Cross out Text

nderline Text

Replace Text
Insert Text
Highlight Area
Distance
Perimeter

Area

d A ITEPPPBEPPER

Snap to content

Squigaly Underline Text
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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.

Display

Preferences u |

Categories: Layout and Magnification
General

e — Mavigation Tab: [Default

[7] 1gnore document setting

Document Services
Emiail Page layout: [Default
Print
Scan
Sign Magnification: [Default
Text To PDF
Toolbars

Updates

|:| Ignore document setting

|:| Ignore document setting

Invert Colors

[] Default to Invert Colors

Look and Feel

Look and Feel:

Setting will be applied next session

Set the layout and magnification for displaying the documents and choose a custom
Look and Feel for the application.

Current Look and Feel options are OS, Nimbus, and Metal. Nimbus has several
choices for a color theme.

0Ss Nimbus Metal

(this option is based on the user's
operating system)
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File Edit Wiew Document Comm

5
L
o
[

File Edit View Document Comi

=Z2-B-& =
[T 6@ 88 [

Categories:

General

Comments
Document Services
Email

Print

Scan

Sign

TextTo PDF
Toolbars

Updates

Categories:

General

Comments

Display
Document Senices

Email

Print

Scan

Sign

Text To PDF
Toolbars

IIII 1

File Edit View Document Cor

' 2-&- %E

Categories:

General

Comments
Display

Document Services
Email

Print

Scan

Sign

| Text To PDF

I Toolbars

Updates

Document Services

Set additional sources from which PDF Studio can open files.

Document Services
Local File System
SharePaint

Email

Google Docs
Acrobat.com

Fill out the fields to enable sending PDFs via email from within PDF Studio.

10
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User Informa

Your Mame: )
Your Email: User Information
Bec: Your Mame: ||
Server Infor Your Email: |
@] ing Sel
utgoing Server Information
User name:
Password: Outgoing Server: |
My outgaing server requires authentication
User name: |
Password: |
Remember password
Test Connection ]
Print

Override default print settings

Rotation
Auto Rotate

Margins
Shrink Te Margins
[] Expand To Margins

Alignment
Center In Page

Comments

Print Comments

Scan

11
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Set the default scanner.
Scan To PDF
[] Set default scanner | - Maone -

Sign

Manage Trusted Certificates and Digital IDs.
Security

& Trusted Certificates
& Digital IDs

A digital ID may be protected with a complex password. POF Studio can save this
password and protect it with your own password. When signing documents,
PDF Studio will prompt you for your own passwaord,

ﬂ Create my password

Text To PDF

Set the default Text To PDF settings for the output PDF files when text files are
converted.

Fage Size Maragins
Width: 8.5 Top: 15 Left: 15
Height: 115 Bottom: 1% Right: 15
Units: :Iru:hes v:
Font
Font: |Helvetica -
Size: =
|Ise Background
[ Use Background: | <File name = Browse...

Toolbars

Customize toolbar visibility and grouping.

12
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In the toolbar tree, check groups on or off to show or hide that toolbar group.
Below, check groups on or off to automatically group those buttons into one. Click
the down arrow on the side of the grouped button to access the other tools within.

Customize Toaolbars

Toolbars -
- [¥] File

- [#] Mavigation

- [¥] Page Fit

- [¥] Rotation

- [¥] Zoom

- [¥] Standard

- [¥] Text Comments
- [¥] Shape Comments
- [#] Text Markup

- [#] Rubber Stamps |
- [#] Multimedia

[CF] Manrirarsant

m

Group Buttons
[] Text Comments Shape Comments
Text Markup Multimedia
Measurement

Icon Size
() Small i@ Large

-

Grouped: —r—

ONvViZeree

Update Preferences

Not grouped:

Check for the updated version of PDF Studio and set the automatic check interval.

13
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Updates

PDF Studio can check for updated versions of itself automatically. The chedk will be
performed in the background and you will only be notified if @ new version is
available.

Chedk for updates :Dn every start -

14



Keyboard Shortcuts

Getting Started with PDF Studio

General Shortcuts
Action

Close

Create blank PDF
Exit

Open

Print

Save

Save as

Display complete folder path for
document

Document Shortcuts
Action

Create bookmark
Crop pages
Document properties
First Page

Last Page

Next view

Previous view

Rotate clockwise
Rotate counter-clockwise
Rotate pages

Text search

Zoom to actual size
Zoom to fit page
Zoom to fit width

Annotation Shortcuts
Annotation

Area

Area Highlighter

Arrow

Attach File as Comment

Windows/UNIX
ctrl + w
ctrl + n
ctrl + g
ctrl + o
ctrl + p
ctrl + s
ctrl + shift + s

n/a

Windows/UNIX
ctrl + b

ctrl + shift + t

ctrl + d

home

end

alt + —

alt + «

ctrl + shift + —
ctrl + shift +
ctrl + shift + r

ctrl + f

ctrl + 1

ctrl + O

ctrl + 2

Windows/UNIX
ctrl + alt + e
ctrl + alt + i
ctrl + alt + a
ctrl+ alt + f

Mac
F+w
F+n
& +q
F+o
g +p
H+s
#t + shift + s

3£ + click or ctrl +
click on window title

Mac

F&+b

b + shift + t
& +d

home

end

alt + —
alt + «

£ + shift + —
£ + shift +
FE + shift +r
g+ f
Fd+1
dg+0

g +2

Mac

B +alt+e
H+alt+i
B +alt+a
H+alt+f

15
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Callout

Circle

Cloud

Cross out Text
Distance

Text Box
Highlight Text
Line

Pencil
Perimeter
Polygon
Polyline

Sound

Square

Sticky Note
Underline Text
Typewriter

16

ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +
ctrl +

alt + v &+
alt + c 8+
alt +d &b+
alt + o 8+
alt + d b +
alt + t b +
alt + h b +
alt + | b +
alt + p 8+
alt + r 8+
alt + g g6 +
alt +y &b+
alt + s &+
alt + q &b+
alt + n &+
alt +u &b+
alt +w &b+

alt + v
alt + c
alt +d
alt +o
alt +d
alt + t
alt + h
alt + |
alt +p
alt +r
alt +g
alt +y
alt +w
alt + g
alt + n
alt +u
alt +w



Creating and Rearranging PDFs
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 Splitting 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).

Supported File Types

17
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PDF Studio supports converting certain non-PDF file types into PDF Documents. The

current supported types are:
Image Files — files of type GIF, PNG, TIFF, and JPEG can be converted into

PDF.
Word Files — PDF Studio can convert Word .doc and .docx files into PDF.

Text Files — .txt files can be converted to PDF. Users can also define Text
To PDF settings in the Preferences Dialog.

18
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Scan to PDF
With PDF Studio, you can scan images into an existing or new PDF document using
any TWAIN compliant scanner.

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. 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:

Canon MX700 ser_000085C49504

[7] et default scanner

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

19
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20

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 open 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:

r ™

Image Info

Size: 842 x 585 pixels (5.61in x 3.90in)
Colors: RGE (24 bps)

Options

Insert At : £nd Of document [ -
Fage Size : Size to Image -
Resolution : | Keep Original -
Compression : | JPEG »  Qual: 80 =

o Insert At — 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.

= 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.
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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.

o Page Size — 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.

o Resolution — 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.

o Compression — 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

Suggested values are 80=high quality, 50=medium quality,
20=low quality
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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.

e 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.

o 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.
e Add Headers and Footers such as Page numbers, Dates, Bates Numbers.

e Merge Multiple Documents &

o 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

¢ Choose the Append Document option

o The application will open a file chooser dialog. Browse to the PDF file you
wish to append

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)
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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

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

o The application will open the Insert Pages dialog

e Fill in the options in the Insert Pages dialog

@ Inzert Pages &J

Source . Chooppaypdftesttest! 7 pdf
Inzert At End Of document -

Source Pages

i@ All Pages

() Pages: To

Dk ] [ Cancel

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
e Choose the Extract Pages option
e The application will open the Extract Pages dialog
e Fill in the options in the Extract Pages dialog

0| Extract Pages &J

From Page : 1

To Page : 1

Ok ] | Cancel
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Replace Pages

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

e Click on the Document menu on the top toolbar
e Choose the Replace Pages option

e The application will open a file chooser dialog. Browse to the PDF file from

which you wish to get new pages
e The application will open the Replace Pages dialog
e Fill in the options in the Replace Pages dialog

f b
| Replace Pages lth
Replace Pages . 1 Ta |1
With Pages : 1 Ta |1

from ChGoppaipdftesttest! 9 pdf

ik ] 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

| Delete Pages I&J

Fram Page ; 1
To Page . 10
Ok l | Cancel

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
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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
o Fill in the options in the Rotate Pages dialog

F -
| Rotate Pages [ihj
Direction: Clockywize 90 degrees =
Page Range
i@ Al
71 Pages Fram: 1 To: 1 of 1
Ok Cancel

e

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

o Choose the Reverse Pages option

o The application will automatically reverse the order of the pages in the open
document

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.
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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:

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.

. 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 ltem>.

. 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

) |

(7 Splitinto equal size documents of |1
~ Split by page range (1,3-5;7-10)

i1 Split by blank page

) Split by text
Save Files To
File Mame Pattern
(@) Use source filename
1 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

Gose | [_peey_)

-_— T i

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.

e 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.

29



PDF Studio 7 User Guide

(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.

e 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).

« 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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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.

e Crop box — the region to which the contents of the page are to be or
cropped when displayed or printed.

e Bleed box — the bounds to which the contents of the page should be
clipped when output in a production environment.

e Trim box — the intended dimensions of the finished page after
trimming.

e Art box — the extent of the page’s meaningful content (including
potential white space) as intended by the document creator.

The Crop Pages Dialog

To open the Crop Pages dialog, choose Document > Crop Pages from the top
toolbar.
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cop e |

Box

@ CropBox (7) BleedBox () TrimBox () ArtBox

Margins

Bottom: 0.87515] in
Left 0.56815] in
Right: 0.52815] in
Pages
Pages: Hange " o |
From To:
[ oK ] [ Cancel

Crop Tool

To use the crop tool, select the crop tool icon from the toolbar.

2 ool [T &@®

g G- AAAA[] —<19

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-tickated exhibitions by presenting a mamber-
ship card with photo ID. If you have forgotten or lost
your membership card, a temparary 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 requires tickets, a
limited number of which are given to members free
of charge. The quantity of free tickets is 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 www high.ong,

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

flash bulbsjattachments, and video cameras are
not allowed.

Wisitors with cameras 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 security officer. The Museum Shop sells excellent
reproductions of many of our works.

Shetching

“We ask that visitors 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 Safaty

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 Waodruff 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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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.

2. 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 shows as <New ltem>.

3. Fill in the desired options for the header and footer.

4. As options are being changed, you can preview the header and footer on
the document pages in the preview panes.

5. 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.

6. 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,
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.
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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

Font — Name of the font

Size — Font size in points

Color of the text

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

©O O o O

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.
e Pages
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 Odd — 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
o Header and footer — Text content for the different header and footer areas
in the document
o Header Left
Header Middle
Header Right
Footer Left
Footer Middle

©O O o O
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Footer Right

Date — choose and insert a date format

Page Number — choose and insert page numbers in a chosen format
Bates Number — 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:

40

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

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

of all the Headers and Footers that you have previously created. Note that
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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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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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The options for a watermark are as follows:

e General — Options associated with the current watermark configuration.

(0]

Name — Name of the watermark. The name is used on the drop down
combo boxes and in the Watermark menu.

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.

(0]

(0]

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.

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.

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.

Rotate — Rotate the watermark (text or image) by the given degrees
clockwise.
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44

o Transparency — Transparency of the watermark. 100% is invisible

e Pages

and 0% is opaque.

o All — Watermark will be placed in all pages in the document.

(o}

(o}

(o}

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.

o Text (when Text radio button is selected) — Options for a text watermark.

o 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}
o}

@]
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$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
$shortyear — The current year, using two digits
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$second — The current second
$minute — The current minute
$hour — The current hour, 1-12
$ampm — AM or PM

o $longhour — The current hour, 0-23

©O O o O

Font — Name of the font

Size — Font size in points

Color of the text

Bold/Italic — Use the B and | toggle buttons to make the text bold

©O O o O

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:

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.
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Integration with Acrobat.com, Google, Sharepoint
PDF Studio seamlessly integrates with Acrobat.com, Google Docs, and Sharepoint,
allowing users to access and manage files from their account.

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 only

Login

Sign in is required only once per PDF Studio session (a "session" begins will PDF
Studio loads and ends when it closes), after which, the log in dialog will not appear
for the rest of the session.

Logout

*Acrobat.com and Google Docs only

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.
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v

-

ih| Google Docs

e ]

E Shared files

—2 My Collections

= Shared Collections
== a folder

(g ] [_rn m®
i

= Mame |CD||EEtiDI‘IS |Last Modified

] alphal.pdf farms 1/11/10 5:56 AM
alphabets.pdf upload_test 1/11/10 5:36 FM
alphabets.pdf a new collection 1/11/10 4:41 FM
alphabets.pdf pdfsamples 1/7f10 4:56 FM

alphabets.pdf
appartRoyan. pdf
appartRoyan.pdf
appartRoyan.pdf
blank. pdf

a new collection, upload_test

a new collection
upload_test
upload_test
test

cc.pdf

dd.pdf

facture1.pdf

Forhaad ndf

.. T TR e G o e . . i T T . L

Copy (2) of text.txt
Copy (3) of text.txt
Copy (4) of text. txt
Copy (5) of text.txt
Copy (6) of text.txt

DigitalSignatureCOverview. ...

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

Copy (7) of text. txt dup test
Copy of text. txt dup test
d.pdf test

a new collection

a new collection

lomud ook

1/12/10 2:32 PM
1/11/10 5:52 AM
1/11/10 4:53 PM
1/12/10 2:34PM
1/11/10 5:56 AM
1/11/10 4:53 FM
1/3/10 11:50 AM
1/8/10 11:50 AM
1/3/10 3:40 PM

1/3/10 3:40 PM

1/8/10 3:40 PM

1/8/10 11:51 AM
1/3/10 11:51 AM
1/11/10 4:53 PM
1/11/10 8:13 PM
1/11/10 2:15 AM
1/11/10 2:15 AM

1044040 2. 1E ARA

e f

File Management

Open the file manager dialog by selecting one of the following:

File-=Google Docs File Management
Acrobat.com File Management
SharePoint File Management

untrt = studio (s] a >oTtware
KAl untitled - PDF Studio 6 Pro by Qoppa Softw

Edit View 5can Document Comments Forms Images Batch Security Help

[] CreateBlank PDF

E Open

Open From

E Save

Save As

Save To

Google Docs File Management

a Cloze

Ctrl+M
Ctrl+0
Ctrl+5
Ctrl+5Shift+5
3
Ctrl+W

The file manager dialog is displayed:
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Google Docs ﬁ
New Search %5 [ Upksdfies || Upload directory |
= Mame ICoIIections ILast Modified I
& Shared files ) alphaLpdf 1/6/10 5:38 PM .
|3 alphabets pdf deSampIes 1,.fs,f10 5:31 PM
-89 My Colectons
= [ alphabets pdf a new collection 1f6/10 5 "FB PM E
E appartRoyan.pdf pdfSamples 1/6/10 4:41PM
B appartRoyan.pdf a new collection 1/6/10 5:48 PM [ |
= ] B appartRoyan.pdf upload_test 1/6/10 5:55 PM
== ihared Collections E appartRoyan_pl-plpdf 1/8/10 5:13 PM
"2 a folder & arrow.pdf pdfSamples 1/56/10 4:41 PM
% blank.pdf 1/6/10 5:23 PM
B DigitalSignatureCverview.... a new collection 1/6/10 5:43 PM
& facturel.pdf upload_test 1/5/10 5:55 PM
B facturel.pdf a new collection 1/5/10 5:43 PM
B form1.pdf a new collection 1/6/10 5:43 PM
B form19.pdf a new collection 1/6/10 5:43 PM
E form2. pdf a new collection 1/6/10 5:43 PM
@ form3.pdf a new collection 1/6/10 5:48 PM
B link. pdf a new collection 1/6/10 5:43 PM
E outtest.pdf a new collection 1/6/10 5:48 PM
& scan031.pdf a sub dir 1/5/10 5:54 PM
[T simplesignature.pdf a sub dir 1/6/10 5:54 PM i
ﬂJ—v—.l—l—-l—hl— =9 b A AiZ /40 E.CC Mkd

Open a File

Open the file chooser dialog by selecting: File->=Open From->[Acrobat.com|Google
Docs|Sharepoint] or by clicking the arrow on the open icon and selecting
[Acrobat.com]|Google Docs|Sharepoint].

The file chooser is displayed:
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Open file - Google Docs ﬁ
New Search Upload fies | [ Upload directory |
E My files = Mame ILast Modified
E Shared files = ats 1/5/10 3:10 PM
=== forms 1f6/10 2:41 PM
= pdfSamples 1/6/10 5:29 PM
£ test 1/6/10 2:41PM
B appartRoyan_p1-pl.pdf 1/6/10 5:13 PM
£ blank.pdf 1/5/10 5:23 PM
| EEgmst & testSLinks.pdf 1/6/10 5:23 PM
355 Shared Calectons W testopar | ligosaam
“E2 a folder = test33.pdf 1/5/10 5:23 PM
& test3a.pdf 1/6/10 5:29 FM
) test37.pdf 1/5/10 5:29 PM
] test3s.pdf 1/8/10 5:26 FM
) test3s.pdf 1/6/10 5:29 PM
T test44.pdf 1/5/10 5:27 FM
] test45.pdf 1/6/10 5:27 FM
File name: test30.pdf
Files of type: | All Supported Files (*.BMP, *.CSV, *.DOC, *.DOCX, *.GIF, *HTM, =HTML, *.JPEG, *.JPG, *.0DS, % v

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 donwloaded and opened in PDF Studio.

Open a non-PDF File

*Google Docs only

Documents, spreadsheets, presentations, and image files are converted and opened

as PDFs.

50




Integration with Acrobat.com, Google, Sharepoint

[ | Open file - Google Docs L&J
Mew Search @ [ Uplcad ] [ Refresh ] [ Legout ]
ﬁ; My Files ~ MName |Co|lettinns |Last Modified |

F T

e

| Shared Files An odt file.odt 1/13(10 4:50 PM

—
i
An odt file.odt.pdf 1/14/10 3:16 PM
Book1.xls 1/13/10 3:26 PM
7 cc.pdf 1/14/10 6:32 PM
pd
D convertToPdf.doc 1/13/10 5:50 PM "
upload test dd.pdf 1/11/10 8:19 PM
= Shared Collections f.pdf 1/14/10 3:23 PM
£ a folder [i] FFFF.rtf 1/13/10 4:58 PM
form0, pdf 1/14/10 6:32 PM
forms. pdf 1/14/10 6:32 FM
[E51 MxAgCrProd.ppt 1/13/10 5:26 PM E
test13.pdf 1/14/10 6:33 PM
[&] todo Open as PDF 1/13/10 1:48 PM
todo. bt Delete 1/13/10 1:43 PM
Untitled 1/13/10 4:00 PM 3
wva.pdf Share 1/14/10 6:33 PM -

Filz name: | Timeline_BarGraph. xls Remove from collection Open
: Manage cellections :
Files of type: | All Supperted Files (*.%) - E]

Save locally

Save a File

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

E " will save over the source doucment, similar to how changes to a document
loaded from the local file system are saved when the save button is pressed.

The save dialog may be used to save an open document to the repository. Open the
save dialog with File-=Save to-=[Acrobat.com|Google Docs|Sharepoint]:

(4] untitled - PDF Studio 6 Pro by Qoppa Software
@ Edit View 5can Document Ceomments Forms Images Batch Security Help

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

Open From J IEI I] @ &
E Save Ctrl+5

Save As Ctrl+5hift+5

Save To 3 Local File System

. Google Docs
Google Docs File Management

K = —

Or by clicking the arrow on the save icon and selecting [Acrobat.com|Google
Docs|Sharepoint]:
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E] untitled - PDF Studio 6 Pro by Qoppa Software

File Edit View Scan Document Comments Ferms Images Batch

2 Hl2 wal e JH#
Q Save to local file systemn Cf IEI

Save to Google document repository

4

The save dialog is displayed:

Save Az - Google Docs - Iﬁ
Mew Search &= [ Uplsdfies || Upload directory |
- Mame |Cnl|ections |Last Modified |
£ ] Shared files E alphabets pdf deSampIes us;m 4:26 P
.
My Collections @ apparﬂ:‘.oyan pdf pdﬁamples 1}6!10 4 41 FM =
B appartRoyan.pdf pdfsamples 1/6/10 4:26 PM R
B appartRoyan_pl-pl.pdf  pdfSamples 1/6/10 4:26 PM |
E appartRoyan_pl-pl.pdf 1/6/10 5:13 PM
E arrow.pdf pdfSamples 1/6/10 4:26 PM
== Shared Collections B arrow.pdf pdfSamples 1/6/10 4:41PM
""" £ a folder %) blank.pdf 1/6/10 5:23 PM
(% blank.pdf pdfsamples 1/6/10 4:26 PM
(X Copy of alphabets.pdf pdfSamples 1/6/10 4:26 PM I
%] demo.pdf pdfsamples 1/6/10 4:26 PM
[ facturel.pdf pdfsamples 1/6/10 4:26 PM
B pref_1.pdf pdfSamples 1/6/10 4:26 PM
B pref_2.pdf pdfSamples 1/6/10 4:26 PM
[T s723418.pdf pdfsamples 1/6/10 4:27 PM
) testd1_1.pdf output 1/6/10 2:43 PM i |
ﬂh—.m"h 14 AE EESTRT S 4iE 40 T.AD OkA
File name: alphabets.pdf Save
Files of type:  |PDF Files (* pdf) Cancel

Either select a file from the file table or enter a new file name, and press save. If an
existing file is selected, a prompt will appear to notify that the file will be saved
over.

Delete Files
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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). *coogle

Docs only

r
Google Docs
Mew Search
E‘ My files
B ] shared files screenshots a news collection
: alphabets.pdf 2o clloction Lolood |
B% My Collections -
£ cats B facture L.pdf Delete 7
"g forms =) test.tct. bt _test 1/12/10 2:32 FM
=3 test Share
EI@ a new collection
L-£3 screenshots Remove from collection
B% Shared Collections Manage collections
Z2 a folder
Save locally

View Documents

*Google Docs only

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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@) Google Docs ﬁ

New Search 5] [ Upladfies || Upioad directory |
ﬁ; My files = Name ICD"EEﬁDI‘IS ILast Modified I
E Shared files == a new collection pdfSamples 1/6/10 5:44 PM -

5 alphabets. pdf pdfsamples 1/6/10 5:31FM b
= appartRoyan.pdf pdfSamples 1/6/10 441 PM
@ arrow,pdf pdfSamples 1/6/10 4141 PM
E testD 1typewriter. pdf pdfSamples 1/6/10 4:39 PM =
] testd2.pdf pdfSamples 1/6/10 4:40 PM
E test02MultiLineText. pdf pdfSamples 1/6/10 4:40 PM
] testd2p.pdf pdfSamples 1/6/10 4:40 PM
@ test02TypeWriter. pdf pdfSamples 1/6/10 4:40 PM B
5 testD3.pdf pdfsamples 1/6/10 %:41FM
] testD4.pdf pdfSamples 1/6/10 4:41PM
5 testDs.pdf pdfsamples 1/6/10 4:40 PM
test_subZa [ testOSfrestext.pdf pdfsamples 1/6/10 4:40 PM
] +E3 test_sub2b | testOSPermissions.pdf  pdfSamples 1/6/10 4:41 PM
SR= Shared Collections = test06.pdf pdfsamples 1/6/10 4:38 M
“E o folder 7 testDs_01.pdf pdfSamples 1/6/10 4:33 PM
£ test07.pdf pdfsamples 1/6/10 %141 FPM
£ testDs.pdf pdfsamples 1/6/10 4:40 PM
] testde.pdf pdfSamples 1/6/10 4:39 PM
E test09_page 1.pdf pdfSamples 1/6/10 4141 PM
] test11.pdf pdfSamples 1/6/10 4:39 PM 18
ﬂh—. £ B | AL AT L 4iE 40 AsA4 Ok

s

Search Files

*Google Docs only

Files can be filtered by typing in the search text field in the upper left of the dialog.
As text is typed, only files that start with the search text will be displayed. For
example, when "testQ" is entered, only files beginning with "test0" are displayed:
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Google Docs ﬁ
testi] 7S] Upload fies | [ Upload directory |
+ Mame ICoIIecﬁons ILast Maodified I
& Shared files T testoLpdf a sub dir 1/6/10 5:54 PM L
test01.pdf a sub dir 1/7/10 8:14 AM F
B35 My Collections | [ testditypewriter.pdf  pdfSamples 1/6/10 4:33 PM
-2 ats test02.pdf pdfSamples 1/6/10 4:40 PM
[#-5=3 forms testd2MultLineText.pdf pdfsamples 1/610 4:40 PM
& test2p.pdf a sub dir 1/7/10 8:14 AM
== testd2p.pdf a sub dir 1/5/10 5:55 PM
53 upload _test testi2p.pdf pdfsamples 1/6/10 4:40 PM 3
-5 @ sub dir testdZTypeWriter.pdf  pdfSamples 1/6/10 4:40 PM !
test03.pdf asub dir_2 1/6/10 5:55 PM
T test 3. pdf a sub dir_2 1/7/10 8:14 AM
. Egasubsbsubdr_ testd3.pdf pdfsamples 1/6/10 4:41 PM
=i asub dir_2 testi4.pdf 2 sub dir_2 1/7/10 8:14 AM
testl4.pdf pdfSamples 1/6/10 4:41 FM LA
test4, pdf asub dir_2 1/6/10 5:55 PM
test0s. pdf pdfsamples 1/6/10 4:40 PM
S L4 test0s. pdf asub dir_2 1/6/10 5:55 PM
&-53 a subdr test05. pdf a sub dir_2 1/7/10 8:14 AM
¢ (&= asub sub dir testiSfreetext.pdf  pdfSamples 1/610 4:40 PM
: 2 a sub sub sub dir Il testiSLinks.pdf 1/6/10 5:23 PM
. E3ashahah d"| 2 test05Permissions.pdf  pdfSamples 1/6/10 4:41 PM i
B ot AE A 1 4 IS {40 A, 29 ORA
e S i i E—— ey

Add Collections

To add a new collection, right click on either a node in the collection tree and select
"Create collection":
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Google Docs e u
=
New Search | Upioad fies | [ Upload directory |
|G My files ~ Name [ collections | Last Modified
©] shared files %= a new collection test 1/7/10 8:10 AM
23 test_subl test 1/7/10 8:08 AM
E--£2 My Collections
Create collection N
""" Delete I
Share
Save locally
Upload files
Upload directory
i
Enter a name for the new collection in the input dialog:
Google Docs e ﬁ
[New Search |8 Upload fies | [ Upload diectory |
G My files ~ Name [ Collections | Last Modified
E Shared files

[=-£=% My Collections

-£3 test_subl

72
[=]-£=3 Shared Collections

----- 3 a folder
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Manage Collections

*Google Docs only

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™.

il W W W Wy T
Google Docs - m-ﬂ- ol i ﬁ
|
[New Search ™= [ Upoadfies | [ uUpioad directory |
ﬁ My files = Mame |Co||ections |Last Modified
] shared files 3 cats 1/6/10 3:10 PM
== forms 1610 2:41 PM
SRS My Collections | £ pdfsamples 1/8/10 5:29 PM
- rEEat £33 test 1/5/10 2:41 PM :
£ forms alphat.pdf 1/6/10 5:38 PM
% pdfsamples appartRoyan_p1-pl.pdf 1/6/10 5:13 PM
| B test blank. pdf 1/6/10 5:23 M '
B% Shared Collections testSLinks.pdf 1/6/10 5:23 PM
- £3 a folder test30.pdf 1f6/10 5:24 PM
B wstwpdto D oM
test36.pdf Open 1/6/10 5:29 PM
test37.pdf 1/85/10 5:29 PM
= Delete .
test3a,pdf 1/6/10 5:26 PM
test39.pdf Share 1/5/10 5:29 FM
test44.pdf 1/5/10 5:27 FM
test45, pdf Remaove from collection 1/610 5:27 PM |
testo4,pdf Manage collections 1/6/10 5:41PM y
Save locally

This will open the manage collections dialog:

[ Manage collections Iﬁ

— | cats
. |, forms
P | testl
=- [ L pdfsamples
L - . @new collection
- J test
- | test_subi
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This dialog displays all the user's collections as a tree. Use this dialog to select the

collections the file should

belong to:

-
Manage collections

=

- |, cats
EI |:| , forms
- D | testl
- [ deSampIes
- .. &new collection
B2~ [ g test
- |, test_subi

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

- — WS N W W N T
Google Docs W AP Y - - S
[New Search |8 [ uUploadfies || upload directory |

= MName ICoIIech'ons ILast Modified I

6 | Shared files ) test1s_2.pdf pdfsamples 1/6/10 4:41PM L
X test19.pdf pdfSamples 1/6/10 4:36 PM
-3 My Collections ) test20_pagel.pdf pdfsamples 1/6/10 4:32 PM
. [ test22.pdf a sub sub sub dir_2 1/8/10 5:53PM
! 2 forms ) test22.pdf pdfsamples 1/6/10 4:36 PM
G2 pdfSamples %) test23.pdf 2 sub sub sub dir_2 1/6/10 5:54 PM
| E-EStest . [ test24.pdf pdfsamples 1/5/10 4:33 PM
=} Shared Collections ) test25.pdf pdfSamples 1f6/10 4:41 PM
""" %3 a folder ) test2s.pdf pdfsamples 1/6/10 4:41 PM
[ test27.pdf pdfsamples 1/6/10 4:41PM
[ test2g.pdf pdfsamples 1/6/10 4:37 FPM
[ test30.pdf 1/8/10 5:24 PM
& test3s.pdf pdfSamples 1/6/10 4:40 PM

[%] test3s.pdf 1/6/10 5:29 PM =
[ test37.pdf 1/6/10 5:29 PM
[ test3s.pdf 1/6/10 5:26 PM
[ test3g.pdf 1/8/10 5:29 PM
5 test40.pdf pdfsamples 1/6/10 4:40 PM
X test41.pdf pdfSamples 1/5/10 4:40 PM

[%] test41_pagel_cropped.pdf pdfSamples 1/6/10 4:41 PM it
B bt AT A AL 1 Al fm A A1 kA

Remove from Collections
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To remove a document from the selected collection, right click on the document
and select "Remove from collection".

Google Docs ﬁ
Mew Search & | upload || Refresh || Logout |
E‘ My files = Name ICnIIecﬁons ILast Modified
E Shared files &= 3 screenshots a new collection 1/12/10 2:34 FM
alphabets |:»d1c a new collection, upload_test 1/12/10 2:32FM
-3 My Colecions S cion, uposd_test
: . fact Open ction, upload_test 11210 2:32 FPM
5 test. Delete ction, upload_test 11210 2:32 FPM
=Y e coleceon| Share
: -3 sreenshots
- 3 Shared Collections Remowve from collection
-5 a folder Manage collections
Save locally
Share

*Google Docs only

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

[ o o T B Bl L e

"“m-ﬂ- el

[New Search | [ Upoadfies | [ Upioad directory |
ﬁ My files - Mame |Co||ections |Last Maodified
E Shared files test33.pdf a new collection, cats, test_subl 1/7/10 8:08 AM
EI % My Collections
=
@ fi Create collection
@S0
. Bt Delete
= @ Share Share
..... £3a
Save locally
Upload files

Upload directory

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

ite

m:

Share - cats

S

User

abe. oppenheim@goppa.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
Email: |abe.oppenheim @gmail . com |

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

-
Share - cats ﬁ
User Permissions
abe.oppenheim@goppa. com owner
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
ser Permissions
abe.oppenheim@qgoppa.com awner
abe, oppenheim@agmail. com i

none
wiew

Download Documents
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*Google Docs only

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
g

|NE'-\' Search

i My files Last Modified
E Shared files = anew collection 1/7{10 8:08 AM -
7 alphabets.pdf pdfSamples 1/6/10 5:31 PM
=755 My Colections B appariRoyan odf
% cats T arrow.pdf pdfSamples 1/6/10 4:41 PM
"g F‘"S testD itypewriter.pdf  pdfSamples 1/6/10 4:33 FM =
= ndfSamples | test02. pdf pdfSamples 1/6/10 4:40 PM
=53 test B testoaMutiineTextpof
(553 test_sub1 test02p.pdf pdfsamples 1/6/10 4:40 PM
% a new collection B testdITypeWriter.pdf
EI% upload_tesF test03.pdf pdfSamples Open
B% a sub dir ! test04.pdf pdfSamples
B% a sub sub dir test05.pdf pdfSamples LEEE
% & sub sub sub dir testlSfreetext, pdf pdfSamples Share
= L""ﬁ.a ;“b subsubdir_2 || = test0SPermissions.pdf  pdfSamples
wrz asubdr. test0s.pdf pdfsamples Rernove from collection
= %.S%Iﬁr:goﬁ:lrechcns test06_01.pdf pdfSamples Manage collections
test07.pdf pdfSamples
test0s.pdf pdfsamples Save locally
test09.pdf pdfSamples S
testdS_pagel.pdf pdfSamples 1/6/10 4:41FM
test11.pdf pdfsamples 1/6/10 439 PM i
B mmtd 0 nAE AL 1 4 12 {40 ALAd OB

Select a directory to download to:

62




Integration with Acrobat.com, Google, Sharepoint

Browse Directory ﬁ

@ Flease select directory

T Desktop
-8 Computer
-2 Network
+-JEF Abe Oppenheim N
o8 "ldownload test
screenshots
L. test

- 1. upload_test I

@

Public

ok J[ concal |

§ J

The download can be monitored and canceled via the progress dialog:
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i |
Google Docs = &J
New Search ™= Uploadfies | [ Upload directory |
[ My files Last Modified
E Shared files 2= a new collection 1710 8:08 AM -
alphabets.pdf pdeamples 1;&;10 5:31FM
-89 My Colectons B apparthoyan pdf
E = ﬁ::rrns Download progress — L
BE3 1
== test Current Directory:  a new collection
- -3 test_subl Current Document:  guttest.pdf
----- i-E22 a new collection
E| £ upload_test | == | : M
=t g a sub dir Completed: 0 of 32 :
: E'%““b“ /10 4:40 PM
+E3 asub /10 4:40 PM
+-E2 asub §/10 4:41 PM
""" % a sub dir_2 pdfsamples 1/6/10 4:38 PM
(=453 Shared Collections testi6_01.pdf pdfsamples 1/6/10 4:33 PM
""" £2 a folder test07.pdf pdfSamples 1/6/10 4:41PM
test0s,pdf pdfsamples 1/6/10 4:40 FM
test0g, pdf pdfsamples 1/6/10 4:33 PM
test0S_pagel.pdf pdfsamples 1/6/10 4:41FPM
test11,pdf pdfSamples 1/6/10 4:33 PM
Fﬁ ot Kl AE AT 1 4i8 40 A.A4 DR -
i ey ——— i, T . i — o — | li— ——— o — ‘

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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r Google Docs ﬁ
New Search |8 Upload fies | [ Upload directory |
[ My files ~ Name | Collections | Last Modified
E test33.pdf a new collection, cats, test_subl 1/7/10 8:05 AM

E Shared files
EI% My Collections

Create collection
Delete
Share

Save locally

Upload files

Upload directory

Use the "Choose Files" dialog to build the list of files to upload:

Chooze 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
§.pdf C:\Jsers\Abe Oppenh... |9 KB

Addfles | [ Add folder |

Only add pdf files

o< [ cancel |
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Click the "Add files" button to add indiviudal files to the List. Click the "Add folder"
button 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 remove and reorder items. Click "ok" to upload the list of
files 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 &
Mew Search =) [ uploadfies || Uplosd directory |
@' My files -~ Mame |Collettions |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
DigitalSignatureOverview.pdf a new collection 1/6/10 5:48 PM
facture1.pdf a new collection 1/6/10 5:48 PM
form1.pdf a new collection 1/6/10 5:48 PM
form139.pdf a new collection 1/6/10 5:48 PM
- a new collection 1/6/10 5:48 PM

Create collection

. df a new collection 1/6/10 5:48 PM
Sh?rEd Collections Delete a new collection 1/6/10 5:48 PM
== a folder Share \pdf a new collection 1/6/10 5:48 PM
Save locally
Upload files
Upleoad directory
File name: Open

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

Select the directory to upload:
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F

Browse Directory ﬁ

—
o -

Please select directory

e A

M Desktop

-8 Computer

- ¥ Network

| Abe Oppenheim
| screenshots

| test

;

J Public

Lok ][ concd ]

Choose which files to upload from the tree:
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@ Choose Files ﬁ
E- E -IH-..l -
& .. asut Select only pdf files

|_:_| |, @ suDsooon

= [#] L asub sub sub dir

- [[] [5) test.tut. tet (0 KB)

- [¥] [T test11.pdf (200 KEB)

- [¥] [F] test12.pdf (70 KB)

- [#] L. & sub sub sub dir_2

[ @ test, tet. bt (0 KB)

- [#] [ testd7.pdf (69 KB)

-~ [#] [ testD8.pdf (3578 KE)

-4 V| I test09.pdf (447 KE)

..... . scan031.pdf (148 KE)

..... . simplesignature.pdf (21 KB)

..... |5 test.tet.txt (0 KE)

..... testd1.pdf (413 KE)

..... test02p.pdf (153 KB)

= [#] L. asubdir_2

..... [[] [5 test.txt (2). txt (0 KB)

..... [[] 5 test. tet.tet (0 KB)

..... testD3.pdf (28 KB)

..... testd4.pdf (2 KE)

..... testD5.pdf (48 KB) b

alphabets. pdf (5 KE)

apparthoyan. pdf (65 KEB) -
| —— N LE L

m

ok || coneel |
' ]
Initially, all files and folders are selected to be uploaded. De-select an item to

prevent it from being uploaded. Right click on a tree node and press "Select only
pdf files” to de-select any non-pdf files. Press "ok" to start the upload.

Drag and Drop

*Google Docs only

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

Reorganize Collections

Reorganize the collection hiearchy by dragging and dropping a selection of tree
nodes:
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= % Shared Collections
222 a folder

£33 a folder

|New Search
|New Search
i My files = MNa
ﬁ My files = Mal
Shared files ==a
| shared files = £ =a
tes [=-#= My Collections
=)-#2 My Collections g tes % %? ats & alp
E} % ats i 2 dup test D) =i
R S == dup test B fa
: == forms 2 teg
=3 forms :
e e [+-£3 pdfsamples
% pdfSamples eI =Jupload_test
E -5 testl eI =gtest subl
= % test 53 testl
----- L2 3 new collection
= % test
. 53 tETt_jJt'_l" ----- £ a new collection
ER=upload_tes (5% Shared Collections

Adding Documents to a Collection

Add documents to a collection by dragging a selection of file rows onto a tree node.
All selected files are added to the target collection:

ﬁ My files = Mame |Cullecﬁons |Lz
£ shared files #= a sub dir upload_test 1
a sub dir_2 upload_test 1)
= % My Collections % § alphabets.pdf upload_test 1)
B % cats appartRoyan.pdf upload_test 1)
- E3 dup test facture 1. pdf upload_test 1
E}% forms test, bt bt upload_test 1)
| [H-#3 pdfSamples
=
(-2 test_sub1
.. 52 bagtd
ﬁ My files - Mame ICoIIecﬁons ILa
B ] shared files £== a sub dir upload_test 1]
== & sub dir_2 upload_test 1]
=) % My Collections B alphabets.pdf a new collection, upload_test 1/
B % cats [ appartRoyan.pdf a new collection, upload_test 1/
S =3 dup test & facture1.pdf a new collection, upload_test 1/
B % forms |= test.twt. bt a new collection, upload_test 1/
L E-EE deSampIes
=
&3 test_subl
.. 5= taotd
Uploading
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Initiate file uploads by dragging files and folders from the local file system:

(@ untitied - PDF Studio

File Edit View S5can Document Comments Forms Images Batch Security Help

EF-H- S ka4l [pp [JHE 2 a2 oo i

Nvviroor EHIJQ vadg A 4

Google Docs

|r-lew Search

& Shared files

[=}-£2 My Collections

| OEMEEtest

P e £ anew collection
E‘@ Shared Collections
L-£2 a folder

| Upload
= MName ICoIIech'ons |Last Mc
alpha 1.pdf forms 1/11/10
alphabets.pdf upload_test 11110
alphabets.pdf anew collection, upload_test  1/12/10
alphabets,pdf pdfsamples 14710«
alphabets,pdf a new collection 1/11/10
appartRoyan.pdf a new collection, upload_test 11210
appartRoyan.pdf upload_test 1/11f10
appartRoyan.pdf a new collection 11110
arrow.pdf pdfsamples 1/11/10
blank.pdf test 1/11/10
cc.pdf 1/11/10
(= Copy (2) of text.txt dup test 1/8/10
[= Copy (3) of text.txt dup test 1810
@ Copy (4) of text. bet dup test, test1 1/8(10:
@ Copy (5) of text. bt dup test, testi 1810
(= Copy (8) of text.txt dup test, testl 1810
[= Copy (7) of text.txt dup test 1/8/10
[£ Copy of text. txt dup test 1/3/10
d.pdf test 1/11/10
dd.pdf 1f11/10
DigitalSignatureOverview. ... a new collection 1/11/10

o i et £

lomed bmmb

EWEENET.]

Dropping a selection of files/folders on a collection node will bring up the choose

files tree.

This dialog has a checkbox to prevent the dialog from being displayed in the future

when files are dropped from the local file system:
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[ Choose Files ﬁ

[] Do not show this dialog again

= [#] . screenshots

@ ScreenHunter_01 Jan. 12 14.31.gif (&
@ ScreenHunter_02 Jan. 12 14.32.qif (6
@ ScreenHunter_03 Jan. 12 14.32.qif (6
@ ScreenHunter_04 Jan. 12 14.32.qif (6
@ ScreenHunter_05 Jan. 12 14.33.qif (1
= [#] . upload_test ;
bl , asub dir

bl , @sub dir_2
alphabets, pdf (5 KEB)
appartRoyan, pdf (65 KB)
facture 1.pdf (55 KE)

-~ [¥] & test.tet.txt (0 KE)

= [#] . download test

- . anew collection
appartRoyan, pdf (65 KB)
testO2MultiLlineTesxt, pdf (100 KE)
test02TypeWriter. pdf (96 KE)

=+1---I+1
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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
[Z] Text Box
Eh Callout
i Typewriter
[} |Sticky Note

Graphics Annotations

O
=
o
)

C.
>
®

>
3
(@]
=

L OLR<LLO
[92]
c
g
(0]

Polygon

Cloud
c¥ Pencil
¢# Polyline

Measurement Annotations
= Distance
*I Perimeter
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= Area

Media
@ Sound
& Hyperlink

il [Highlight
& |Attach File

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.

OvvviBeoeo B /et d X Hg- AAAAD Y

2. From the top toolbar, choose Comments, select a comment category menu,
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.

[Comments| Forms Images Batch Security Help
Text Comments " A W T )
Shape Comments ¥ (@ Circle Ctrl+Alt+C
Text Markup I"\"’ P RS Armow  CtrlvAlt+A
MMeasurement ' \? Line Ctrl+&lt+L
Multimedia ! Q Square  Ctrl+Alt+Q

& Rubber Stamps ¥ ¥ Pencil  Ctrl+Alt+P

Export Comments D Polygon Ctrl+Alt+G

I Import Comments 1 €3 Cloud Ctrl+Alt+D

Flatten Cormments on Current Page (7 Polyline Ctrl+Alt+Y

Flatten All Comments

Delete Comments on Current Page

Delete All Comments

v View Comments List

Hide All Comments
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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.

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 |. il

Appearance |

Liree Ywidth : 1} Transparency: =2 S

[ 7] sticky [ ] Abways show dialog I O I | Cancel I

L 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

Edit 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.

Move or Resize an Annotation
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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.

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 on the page to
which they belong so they are not editable anymore. This will 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 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) or by right clicking and selecting copy or paste. 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.
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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.
3. Paste the annotation using Ctrl+v (Mac: Apple+vV).

JHE AE__JAR oot @]T a4
A A

\

FOR PUBLIC RELEASE]

FOR PUBLIC RELEASE ]

R

(For PuBLIC RELEASE)
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Group Annotations

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+v) 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
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click (Mac: Ctrl-Click) on the annotation and select Mark with Checkmark or
select a status from the Review submenu.

Shovy Mote

Mark with Checkmark

Reviewy B v Mone

Accepted
Delete

Rejected
Flatten

Cancelled
Properties... Completed

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

[Z] Text Box
Eh Callout

i Typewriter
[/ Sticky Note

Text Box

To create a text box annotation (also called free text annotation), follow the
standard steps to create a new annotation.

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

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

Callout

To create a callout annotation, follow the standard steps to create a new
annotation.
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Callout Annotation Properties:
e Border Width
e Border Color
e Fill Color
e Text Color
e Text Horizontal Alignment (left, center, right)
e Text Vertical Alignment (top, center, bottom)
e Text Size, Bold, Italic
e Text Content

Typewriter

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.

Typewriter Properties:
e Text Color
e Text Font, Size, Bold, Italic

Sticky Note

To create a sticky note annotation, follow the standard steps to create a 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 Annotation Note or Comment (optional)

Graphics Annotations

Circle
Line
Arrow

Square
Polygon

SHNIESEY
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€2 Cloud
o Pencil
¢# Polyline

Circle

To create a circle annotation, follow the standard steps to create a new
annotation.

Circle Annotation Properties:

e Line Width
o 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 Annotation note or comment (optional)

Line

To create a line annotation, follow the standard steps to create a new
annotation.

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

Line Annotation Properties:

e Line width

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)

Arrow

To create an arrow annotation, follow the standard steps to create a 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)

Square

To create a square annotation, follow the standard steps to create a new
annotation.

Square Annotation Properties:

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

e Color of the border of the square.
o Color of the inside of the square.
e Annotation note or comment (optional)

Polygon

To create a polygon annotation, follow the standard steps to create a new
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)

Cloud

To create a cloud annotation, follow the standard steps to create a new
annotation.

Cloud Annotation Properties:
e Line Width
o 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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Pencil

To create a pencil annotation, follow the standard steps to create a 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
o Transparency (100% transparent is invisible, 0% is completely opaque)
e Color of the pencil
e Annotation note or comment

Polyline

To create a polyline annotation, follow the standard steps to create a new
annotation.

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

Measurement

—+ Distance

*1 Perimeter

= |Area
Calibration

Distance

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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r -
Distance Measurement |i|
Opkions
Measurement
Distance: 4.43in Ak 4.42in
angle:  2.94° AY: 0L230n

Scale; lin=1in
Scale

1 in * =1 in -

Precision: | 0.01 - Calibrate

L »

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:

e Line Width
e Transparency percentage (100% transparent 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, an Open Arrow by default. Available icons are Square, Circle,
Diamond, Open Arrow, Closed Arrow.

¢ Annotation note or comment is disabled for distance annotations.

Perimeter

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.
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ol 5§
Penmeter Measurement |i|
Qpkions
Measurement
Distance: 0.71in Ay 044 in
Angle: 51.2° AY: 0.55in
Petimeter: 4.17in
Scale; lin=1in
Scale
1 in r|=1 in -
Precision: | 0.01 - Calibrate
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.

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.

Area

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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il 5
Area Measurement |i|
Qpkions
Measurement
Distance: 1.220n Ay 1.18in
Angle: 164,617 Ay 0.3210n
Area: 1.11s3in
Scale; lin=1in
Scale
1 in * =1 in -
Precision: .III.EIl - Calibrate

L -

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

Calibration

Set the scale directly from measurement tools.

To calibrate:
1. Create a measurement annotation (Distance, Perimeter, or Area) and click
Calibrate button.
2. Choose two points on the document. Click OK and draw a line.
( Calibrate |£|1

Select tweo points to calibrate the measuring toal,

[] Da nat show this dialag again
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g dialog.

3. Enter the measurement in the followin

Calibrate

EE)

Enter the measurement between the bwo points,

10 in -

| oK

H Cancel ]

b

o

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

1
Area Measurement | &3 |
Options -
Measurement
Distance: A
Angle: Ay
Area:
Scale: 36338 in=10in
Scale
36335 | in v =100 |in v
Precision: .EI.EIl - Zalibrate
o

Media / Miscellaneous

@ Sound

& Hyperlink

4 Highlight

& |Attach File

Sound
Sound Recording or Importing

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:
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¢ 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.

40| Sound Recorder &J

=Mo Audio=

Micro Primary Sound Capture Driver -

l Ok ‘ | cancel | | Loz File

e

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 li_?_J

=No Sounds-

|
lcan Colar I:I

[rmm— | p——

Hyperlink

Add a hyperlink

87



PDF Studio 7 User Guide

Highlight

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

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

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.

Comments Panel

View the comments panel by selecting View = Comments.
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I‘.r'iewl Docurment Comments Forms Images Batch

Attachments
Bookmarks
Comments
Layers

Pages
Signatures

Tool Chest

Ctrl+5hift+T

[

Wy

From this panel, you can view, search, and modify all the comments in the

document.
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Text Search and Markup Annotations

Search Text

Extract Text
Select Text

Highlight Text
Cross Out Text
Underline Text

Squiggly
Underline Text

Insert Text
Replace Text

SPP| 3> |13 3| B

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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I 1
| Text Search [ﬂ_iJ

LIEEn

I

Mew Search ] E] [B

[ Case-Sensitive
[ Whale wards only

6 Qccurences

P11 Queen Cleopatra of Egypt,

P13 herself “Queen of the

P1) Syrian queen. In 272 he sent a Roman
(P1) Syrian Queen :

P21 Zenobia, Queen of the

P23 die a queen rather than ko live in

Close

e

To navigate through the list of occurrences, you can:

Use the Up arrow key (previous) and Down arrow key (next) 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) and Shift F3 (previous) 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
o 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

To select text on the page, from the top toolbar, click on the Select text icon IT
then drag the mouse around the desired rectangular 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:

o 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

e Insert text after the selection.

quickly d-el“eulted the barbarians, then
turned his attention to the renegade
Sytian 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

= 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 ¥ or Escape on the
keyboard.
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Highlight | Cross out | Underline | Squiggly Underline

To highlight, cross out, underline, or squiggly underline text in a page, click
on the appropriate 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 markup and add any
comments in the content area then click on the Save button.

@J Text Markup Properties

S5

Appearance | General | Status History |

Mark Up Type .Text Highlight il

[ ]

Mate § Comment :

Calar :

1 |:|'>

|:| Save as default

|:| Always showy dizlog [ Ok ] [ Cancel ]

All text contained in the rectangular area will be impacted.

Highlight

Zenobia Septimia was
King Odenathus of Palmyr
Roman province of Syria

century AD,

Jenobia was 4 stunnin
woman with black hair, oliv
teeth, and a llery nolure
hunting lions from horsek
wits also fond of books and
intellectual interests incly

tactics, Greck philosophy.

languages. Although she
she claimed to be des«
Alexander the Great of Gre
Queen Cleopatrn of Egypl.

Cross Out

Zenobia Septimia was
King Odenathus of Palmyr:
Roman province of Syria
century AD.

Zanebi o .

Underline

Zenobia Septimia was
King Odenathus of Palmyr
Roman province of Syria
century AD.,

Fenobhia was a sunnin
woman with black hair. oliv
teeth, and a fery nature,
hunting lions from horsek
wis also fond of books and
intellectual interests incly
tactics, Greek philosophy.
languages, Although she
she claimed to bhe des:
Alexander the Great of Gre
Oueen Cleopatra of Egvpt,

Squiggly Underline

Zenobia Septimia was
King Odenathus of Palmyn
Roman province of Syria
century AD.,

Jenohia was _a_stunnin
woman with black hair, oliv
teeth, and a fiery nature,
hunting lions _from horsel:
was dlso fond of books and
intellectual _interests incly
tactics, Gregk philosonhy,
languages. Althoush she 3
she claimed to be desc
Alexander the Great of Gre
Oueen Cleonatra of Eavpt.

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
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give you the option to open the properties dialog for the highlight or to simply
delete it.

Insert Text

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
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 F ﬁ

Appearance | General | Status History

Icon Colar : - Transparency: 0= %

Mote / Comment :

[7] save as default

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

-

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

To remove or edit an insert text annotation, click on the mouse icon {ﬂ? ,
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

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.
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Select the color of the strikethrough and add any comment in the content area then
click on the Save button.

= .|
Wl Text Markup Properties ﬁ

| Appearance | General | Status History |

Mark Up Type : :Cmss out Text v

Mote [ Comment :

Some new text] -

[] save as default

[] Always show dialog I oK ] [ Cancel I

0123456789:;<=>?@ABCI
“abcdefghijklmnopgrstuvw»
v TISiceezY CER¥G

HE NO

To remove or edit a replace 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.
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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
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,
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Comments and Annotations

For Comment, For Public Release, Not Approved, Not for Public Release, Sold,

and Top Secret.

@ Manage Starnps [=3]

-
*
-
*
*
-
- 4 ExXPIRED
-
*
*
*
*
-

e

i CustomStanp
Lo @ Tesk
-~ Images

| Standard Stamp Mame: FOR PUBLIC RELEASE
A3 IS
APPROVED
COMNFIDENTIAL
DEPARTMEMTAL
DRAFT
EXPERIMEMTAL

FINAL
FOR, COMMENT

TR [FOR PUBLIC RELEA SE]

MOT FOR PUELIC RELEASE
S0LD

TOP SECRET

| Text

| My Cuskorn Skamps

[

& ” o ][ Ej ][ 0 ] [ Apply H Close

The stamp tree can be modified using the buttons in the stamp toolbar:

# Adds a new stamp to the tree.

g Adds a new folder to the tree.

Eg 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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Category: :Siﬁndardﬂmages v:

Mame: |spiral [] 5et as Default Stamp

File: |C:\temp'spiral.jpg E

Scale: 505 % 195 x 123

Transparency: 205 %

Image Preview

The options for an image stamp are as follows:

Category — Category to add this stamp to.

Name — Name of the stamp. The name is used in the Stamps menu.

File — The full path to the image file used in the stamp.

Scale — Change the size of the original image to the size you want your
stamp to be

Transparency — Transparency of the stamp

Set as Default Stamp — 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 be accessed the 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

e ey SN

Transparency:

Scale:

Category: .Text - .

Mame:

Text: Approved by User

approved [] 5et as Default Stamp

20 Calor: -

1005 % 330x60

Approved by User

0K ] [ Cancel ]

The options for a text 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 Text — Text to be displayed on the stamp.

There are predefined keywords to allow you to refer to the current page,

current date, etc.

(0]

0O O 0O 0o O o o o 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 page 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

$shortyear — The current year, using two digits
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$second — The current second
$minute — The current minute
$hour — The current hour, 1-12
$ampm — AM or PM

o $longhour -The current hour, 0-23

©O O o O

e Color — Color of the stamp.

e Transparency — Transparency of the stamp

e Scale — Change the size of the original image to the size you want your
stamp to be

e Set as Default Stamp — 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 be accessed the 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 u
Category: :‘(NOHE} v: Units: :Inches -

Mame: |Customm Stamp 1 Width: 3.472 % []Fill Color: E

[ set as Default Stamp Height: 2.083 = Transparency: 0

O H |2 w0 Y RIER/ONVYRFOQC

Text box

One

Textbextvo

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 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 Set as Default Stamp — 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 be accessed the next time you launch a new session of PDF
Studio.
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Miscellaneous Annotations
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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 on the Media
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.

N B &
Q‘ Sound |
= Image
& Link
.5? Attach File as Comment

& Attach File N

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

To remove an attached file:

o 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.

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 the option Delete.
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File Edit Yiew Scan Document Commerts Forms Images Bastch Help

2 EH S (e ash D[]
GvRRrre B ¢ ¥ ¢

T test04.pdf
|l POFStudiclcondd.g
(] doorsign. doc

FPages

Open file | :_I
Save File... The DDI
Delete Attachment
Al Atachment s by Dr. Brian

|l ety

|G-:-rnmen1s Afttachments |

The Dolmetsch
to the 1880s w
begin a lifetim:

Arnold Dc

Open an attached file

To open an attached file:

e 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

o 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.

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:
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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.

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.
A file dialog will open. Choose the location and name of the file you wish to

save.
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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 lé_FﬂJ
Appearance
Border 'Width 115
Barder Calor _
Action

@ Cpen aweb link,
") 130 ko a page in this docurnent
"1 Go ko & page in another document

Cuskom Link

URL: || (2]

0 ] | Cancel

e

Link Properties:
e Border Width
e Border Color
e Action
o Open a web link. Some examples of valid links:
= http://www.qoppa.com
= ftp://ftp.site.com

106



Comments and Annotations

» 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:

[ {0 Action &Jﬂ

iG':' to a page in this document -

o toa page inthis document
Page Mumber|cno to 5 page in another document

ShoweHide a field

Qpen file

Open & web link
Reset Farm Fields

Ok ] I Cancel

Auto create links

To automatically generate links for a document's content, select Comments->Links-
>Auto create links. When the "find" button is pressed, the document will be
searched for 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 ﬁ

Link occurrences

Make Text

|5upport@quppa.mm
|www.quppa.mm

Link

mailto:support@qoppa. com
WWW, QOPpa. com

Search for:
Web links Email links

Page 1

Make links

Border Color ; -
Border Width : 1]

Auto remove links

To automatically remove all links from a document, select Comments-=>Links->Auto
remove links. Once the removal is confirmed, all links will be deleted.

Canfirm ﬁ
I_/"_"\
L@‘ Confirm delete? 2 Links
[ Yes || No
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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 x
- My Comments

- Recent Comments

(L)
B

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
Comments list, right-click (Mac: ctrl+click) the annotation in the Recent Comments
tool chest and select Add to My Comments from the context menu.
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Content editing & is a powerful tool to change the characteristics of text or objects
in a PDF document. You can also redact or delete text and images in your PDFs.

Activate the tool by clicking on the Edit Content button Iﬂ , then select the
object(s) that you want to modify.

Edit Text

Right click on text to edit its properties or remove it.

Goldep sniral

Text properties
I
In geometry, & Remove Delete/Cut | .
factor is ¢, the golden ratio.!) That is. Redacttext &y

further from its origin by a factor of ¢ for every quarter turn it

Text Properties

From the Properties window, you can edit the font, color, text, and spacing of the
selected text.

Font: FreeSerifBold(Embedded Subset)

Text Color: . Text Size:
Outline Color: . Outline Width:

Character Spacing: |0 Horizontal Scaling: | 100%

Word Spacing: 0 Baseline Offset: |0
Text:

Golden spiral

Selecting multiple pieces of text will let you update the properties for all pieces at
once, but you will not be able to modify the text as a group.
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If you have multiple object types selected, the type that you right click on will drive
what options you have available to you. For example, right clicking on the text
object will give you the text menu, right clicking on the path object will give you the
path menu.

The options for text properties are as follows:

Font — choose a new font for the selected text from the list

e« Text Color — change the color of the text

e Text Size — edit the font size

e Outline Color — add or adjust the outline of the text

e Outline Width — increase or decrease the width of the outline

« Character Spacing — increase the space between each letter

« Word Spacing — increase the space between each word

e Horizontal Scaling — increase or decrease the width of each letter

o Baseline Offset — move line of text above or below the surrounding
text; create super- or sub-scripts

« Text — change the wording of the text

Removing Text
There are two options for removing text: delete/cut and redact.
Delete/cut will remove the text from the document and add it you your clipboard;

pasting (ctrl-v) will add the text back to its original position. Redact will replace it
with a black bar.

Before After
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L Q i |

Approximate and true golden spirals: the gre

spiral is made from quarter-circles tangent to 1|  spiral is made frofp quarter-circles tangent to
Redacted

interior of each square, while the red spiral is pach square, y g red spiral i

golden spiral, a special type of logarithmic spi| golden spiral, a spgcik rithmic spi

Overlapping portions appear yellow. The leng yellow. The len;
of the side of a larger square to the next small  of the side of a larger square to the next smal

square is in the golden ratio. square is in the golden ratio.

Edit Images

Right click on an image to view its properties, save it, or remove it.

1 1y

,

Image properties '
Remowve L\} r Delete/Cut
Save As Redact image

Image Properties
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Image properties will report the following items:
e Color space
« Compression type
« Dimensions

e Size

Color space:  DeviceRGE

Compression type: FlateDecode
Dimensions:  1200p x 809p
Size: 74.10kb

Saving Images

Selecting Save As will open up your system file dialog and allow you to choose a
location for to save the image to.

Removing Images

As with text, you have two options for removing images: delete/cut and redact.
Delete/cut will remove the image from the document and add it you your clipboard;
pasting (ctrl-v) will add the image back to its original position. Redact will replace it
with a black rectangle.

Edit Paths

Right click on a path object to edit its colors or to remove it.

Delete/cut will remove the object from the document and add it you your clipboard;
pasting (ctrl-v) will add the object back to its original position.
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Path Object - Properties (ES

Fill Color:
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Batch Processing

Editing and Managing PDFs

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:

File List
| Addfies || Addfolder | [7] Set a default batch drectory | C:ltest | P
' File name Fée path
testo1.pdf Ci\testitestod.pof .
|test02.pdf C:\estitestd2.pdf
[test2p.pdf iC: \test\test2p. pof
test3. pdf CiltestitestD3, pdf =
[rest04. pdf C: testitestle pdf '
Itest05.pdf C:\testitest05.pdf
[test06. pf C: \testitestos pdf
festo7.paf Ci\testitest0? pdf
e=t08.pdf Ciestitestos. ot
|test05.pdf _ Ci\testitestS.pdf
[kest13.pdf C: \testitest 13.pdf
|test14.pdf _u::\tﬁt'l,testl-t.pdf | =
[N ali-n
Eid

Produces a file chooser to add
individual files to the list.

Add folder

Produces a file chooser that
adds the contents of a directory
to the list.

T

Removes the selected file(s)
from the list.

Moves the selected file(s) up

the list.
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¥ 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, Configure Output

Set open passwords — Some files may require a password to be opened. Enter up
to four passwords for the batch process to use to attempt to open any password
protected files.

Passwords to fry when opening documents

Password 1; Edit

Password 2; | Edit |
Password 3: | Edit |

Password 4 Edit

b

J

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. If "Destination Folder" is selected,
output files will be saved to the directory listed. If files are saved to a new folder,
checking "Overwrite Files" will 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 duplicate file names.

Apply Headers and Footers to a Batch

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.
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ent Comments Forms Images [Batch] Security Help

d [1 lofs B Bl I:I E Apply Action to a Batch

Apply Header to a Batch
& @ @ Cy ’ Apply Watermark to a Batch
gl 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.

| (@] Apply Header to a Batch (==
Sedect Header
Batestiumber Header Sample .
Fie List
| Addfies || Addfolder | [] Set a default batch drectory |[Critest
f File name File path
test0Lpaf (G estitestoL pof .
test2.pdf C: restinestoZ. pof i
{testD2p.pdf €1 \estitestd2p. pdf
{tast03.pdf IC:\testitest03.pdf .
test04,pdf s VestilestOd, pdt
test0s.pdf ICtikest\test0s, pdf
testi,pdf IC: \testikestDs. pdf
testl7.pdf 1 \testitest0 7, pdf
|test08.pdf C:\imst\testiS pof
testle. pdf IC1 st hestDs, pdf
test13.pdf iC: \testitest 13, pdf
test14. pdf IC: \festitest 14, pdf |-
3
Save Fies To Passwonds to try when opening documents
() Overwrite Source Fles Password 1:
1) Destation Folder: Password 2: 11 edt
C'n,l::s't'bahj'l"heudﬂ'l Password 3: | Edit
[F] Overwrite fies Pazsword 4: Edt
[ swrt. || Cos= |

o Configure the Add Header/Footer Batch:
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o Select Header/Footer — Select the header/footer to use from the
combo box in the upper left of the dialog.
o Choose the files to process.

o Set open passwords and configure output.

Apply Watermark to a Batch

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:
e« From the top toolbar, choose Batch > Apply Watermark to a Batch.

ent Cormments Forms Images [Eatch] Security Help

i ofs [ [l I:I E Apply Action to a Batch OO ﬂ

{ Apply Header to a Batch
ﬁ Apply Watermark to a Batch @ é
Crop a Batch " il

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 Apply Watermark to a Batch Dialog.
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[ 48| Apply Watermark to a Batch ﬁ
Select Watermark
‘Sample Watermark v [ add |[ e |
Filie List
| Addfies || Addfolder | 7] Set a default batch drectory |C:lpest
| File name File path
testl 1.pdf \c:itestuestg}l.pdf [
jtest02.pdf [C:\testtest02 pdft ‘
(test02p.pdf C:hestitestOlp. pdf
[test03.pdf [Clfestifest03.pdf =
Etzst‘fH_.pdf C:\restitests, pdf
{test0s.pdf [C:\kestifest0s.pdf .
test06.pdf [CalkestifestO.pdf W
{test07.pdf CiltestifestO?.pf '
(ta<t0B. pdf (Cr\pmstitestis pdf |
[test09.pdf €1 \estifest0d.pdf |
|test13.pdf |
|test14.pdf ; |+
@) @) @
Save Fles To Passwords ta try when opening documents
Onerwrite Source Files Password 1: Ed-!,_]
1@ Destraton Folder: Password 2: [ Ear |
C:\test patchiwatermark (e | Password3: [CEdt
~| Cverwrite fles Paseword 4 ._Ed-L]
Start... Close |

e Configure the Add Watermark Batch:

o Select Watermark — Select the watermark to use 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 and configure output.

Crop a Batch

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.
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ent Cormments Forms Images [Eatch] Security Help

IR

m

_EQFE > Pl |:| E Apply Action to a Batch

Apply Header to a Batch

& @ @ Cy [ 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

Set Security to a Batch

The application will open the Crop Pages dialog.
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|¥] Set a default batch directory C:test

[ (@] Crop Pages 3 _ 2l B = B B ==
Bo
@ CropBox () Bleed Box
Margins
Top: L5 in pskin
Left: 0.255in 0,25 In

| File name File path |
[testO1.pdf [ estitestO L pdf Gl
{test02.pdf C:\testitesto.pdf P
[testozp.pdf Ciipestitestozp. pdf | ‘
ftest03.paf C:pestitesto3, pdf le!
(test04.pdf C:ltestipestos, ool
{best0S. pdf iC: \testitestds, pdf
[testDe.pdf 1€ \testtestS, pdf
(testd7.pdf [C:\tmstitzst7 pdf
[te5108.pdf i hestitestos pdf ]
test09.pdf i1 \estitestld, pdf
[test13.pdf IC: \testitest13,pdf |
[test14.pdf Ciltestitest1d pdf -
@ @
Save Files To Passwords to try when opening documents
Orrarwrite Source Fles Pazsword 1: Edit.
(@ Destination Folder: Password 2: Edit
C:\testihatchrop S Password 3: Edit
[¥] Cverwrite fles Password 4: | Edit ]
S e
[ st |[ Gos= |

e 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 Set open passwords and configure output.

Extract Images for Batch

Extract a batch of documents as images. Each page of each document will be saved

as an image file.

To extract images from a batch of PDF documents:

121




PDF Studio 7 User Guide

122

From the top toolbar, choose Batch > Extract Images for Batch.

ent Cormments Forms Images EBatch] Security Help

i _;::FE B B |:| E Apply Action to a Batch

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

m

Set Security to a Batch

The application will open the Extract Images dialog.
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(@etactimgestortacn 4 F ™ W F F & AR A B [
Export Pages as
Image Format FPEG -
DPI Resolution : 72 [
PG Qualty : ) s [2]
(] 10
File List
[ Addfies || Add folder | 7] Set a default batch drectory |Critest s
I File name File path
Itest01.pdf C: \testitesto 1, pdf sl
[testD2.pdf Citestitestd2.pdf Il
[test02p.pdf C:\testitestOdp.pdf !
[test3.pdf C:\testitesto3 oot el
jtest04.pdf C:hestitestds pdf
testos.pdf C:testirestos,odf |
jt=st08.pdf Ciltestitestd pdf =1
Etﬁt@l?.pdf_ [C:\testipesto?, pdf |
|test08. pdf C:\pestipestos pof
|testlg.pdf C; \hest\testDd, pdf
[=st13.pdf C:ltestifest 13, pof ||
{tast14.pdf [C:\estitest12 pf e
T
Save Fles To Passwords to try when opening documents
C:ltestibatchiymages = Password 1: [ Edt
|¥] Overwrite fies Password 2: Edit
Password 3; |[Leat ]
Password 4 | Edt
Strt.. || Cose |

e 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 O
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 and configure output.

Extract Text from a Batch

Extract text from multiple PDF documents. Each document will output a text file
with the text contents of that document.
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To extract text from a batch of PDF documents:
e From the top toolbar, choose Batch = Extract Text for Batch

ent Comments Forms Images [Batch| Security Help

d [1 lofs B Bl |:| E Apply Action to a Batch

Apply Header to a Batch
& @ @ Cf ’ 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

m

Set Security to a Batch

The application will open the Extract Text dialog.

@] Extract Text for Batch 5
File List
L Addfies || Add folder [7] Set a default batch drectory | C:\test
E File name File path
ftest0 1.pdf (C:testestoLpdf .
{test02.pdF Ci\testitesto2.oof 3
[testozn.pdf IC:\testitestozp. paf
test03.pdf IC:\fmstifmstn 3, pdf 3
testD4.pdf C1ltestifestdd pdf
fest05 pdf Cltestitestos.paf
ltest06.pdf C:\Restifestos. pdf 3
[test07.pdf IC:\testitest07, pdf
test08.pdf C:pestifestos. pf
tast09.pdf IC: \hestitestd, pdf
{test13.pdf 1T \testitest13, pdf
[tast14.pdf IC:\tmstibmst 14, pdf =
@ @
Save Files To Paszwords to try when opening documents
C:itestibatchitext Password L Edit
[7] Overwrite files Password 2: Edit
Password 3: |
Pazsword 4: ' [Edit
oot J[ cose |
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o Configure the Extract Text Batch:
o Choose the files to process.

o Set open passwords and configure output.

Merge a Batch

Merge multiple documents. 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.

ent Comments Forms Images [Eatch] Security Help

i of 5 B Bl I:IE Apply Action to a Batch o O 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

m

Set Security to a Batch

The application will open the Batch Merge dialog.
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Merge a Batch ﬁ
File List
Add files ] [ Add folder ] [T] Set a default batch directory | C:'est
+ File name File path Sizre Last Modified
appartRoyan.pdf C:\Wsers\Abe OppenheimiD. .. |65 KB 1/7/10 &:16 AM -
testD2MultiLlineText, pdf C:\Users\abe Oppenheim'D...|100 KB 1/710 8:16 AM
test0ZType\Writer. pdf C:W=zers\Abe Oppenheim'D. .. |96 KB 1/7/10 &:16 AM

1

Save As

Passwords to try when opening documents

ippenheimDesktopiext testuntitied, pdf E Password 1:

Password 2:

#dd a bookmark for each merged document

Password 3:

Paszword 4

Edit
Edit
Edit

Edit

[ Start..

J{

Close

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

o Set open passwords and configure output.

Preflight a Batch

Preflight a batch of documents. After the process completes, the results of the

preflighting are displayed in a dialog:
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Preflight

=5

B

E--@ test01.pdf

| Preflight Results - PDF/X-1a: 2001

@ Document creation date missing: Document info is missing
e Missing GTS_PDFXVersion key: Document info is missing

@ Document modification date missing:
423 Outputintent missing

G " toon D nAF

m

Document info is missing

! @ Document title missing: Docurment info is missing
i 429 Document ID missing.
i @ Missing Trapped key: Document info is missing
: [#l- |, TrimBox or ArtBox missing: 10 times,
-}y Document Overview
- I Preflight Information
=€) testo2.pdf
E- | Preflight Results - PDF/X-12:2001
. -- | Document Overview
I -- ) Preflight Information

To preflight a batch of PDF documents:

e From the top toolbar, choose Batch > Preflight a Batch.

ent Comments Forms Images [Batch| Security Help

At s Pl [ e

r @@ ¢
4

m

Apply Action to a Batch

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 Batch Preflight dialog.

127



PDF Studio 7 User Guide

[ (@ Prefight a Batch 5]
Select preflight profile
|PDF/X-18:2001 -
File List
[ addfies || Addfoider | [7] Set a default batch drectory | C: \test | iz}
File name File path
testD 1. pdf C:\testitestd 1 pdf -
testl2, pdf IC:\test\test02, pdf
test02p.pdf Ca \test\test02p.pdf
test03,pdf C:\test\test03.pdf E
test04.pdf _[Ci\testitestd.pdf :
test05,pdf C: testifestos. pdf
test06.pdf [C: \testitestds, pdf £
testd?, pdf C:\testitestd 7. pdf
testdB.pdf C:\test\tests, pdf
test09,pdf C:\test\testrd, pdf
test13.pdf C:\test\test13.pdf
test14,pdf C:'\test\test14,pdf -
)
Results Passwords to try when opening documents
[¥/] Add annotations for preflight errors P 1 [E
[¥] Create Pr t t
[v] Crea ehichtrepcr Password 2:
i@ Append report to doausment .
7} Create new document for report R X%
Destination Folder; . Password 4; Edit
C:\test\batch prefight| (s
[ start.. |[ Close |

e 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
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document. The modified document and/or the new report document
are saved to the destination folder.

Print a Batch

Print multiple PDF documents.

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

ent Comments Forms Images E_Batch] Security Help

i of 5 B Bl I:IE Apply Action to a Batch o O 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

m

Set Security to a Batch

The application will open the Batch Print dialog.
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Paszwords to try when opening documents
Password 1
Password Z:

Password 4 |

e

@] Print a Batch =5

File List

[_Acd fies ] [ add folder [7] Set a default batch drectory | C:\test
File name File path

ftest02.pdf Ci\restiresto2. pof r

[test0zn.pdf IC: \restitest02p.pdf

tast 3. pdf IC:\tmstitest 3. pdf .
test04.pdf C:ltestifestdd pdf- 1

Itest0S.pdf G restitestos pof

ltest06.pdf IC:\rest\testos. pdf 1

[test07.pdf IC:\testitesto7.pdf

test08.pdf [C: estitest0S.pdf

test09.pdf C:restirest09, paf

[test13.pdf ICritestitest13,pdf

[tast14.pdf IC1\testitmst 14, pdf I

@) )

[ St |[ Cose

]

e Configure the Print:

o Choose the files to print.

o Set open passwords.

Set Initial View for a Batch

Modify the initial display properties of multiple PDF documents.

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 &ction ta a Batch o O ﬂ:

f Spply Header to a Batch
I @ @ L Apply Watermark to a Batch i é g

| | Crop a Batch

ExtractIrmages for Batch
Extract Text for Batch
Merge a Batch

Preflight a Batch

Frint a Batch

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

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

Layout and Magnification

Page layout:
Magnification: _P.ctual Size

Opento page: | 1

File List
Addfles || Addfolder |

.Single Continuous

Mavigation Tab: | Pages Panel and Page -

[] Set & default batch directary | Defaulk directary

() Cverwrite Source Files

(@ Destination Folder:

[T] overvrite files

File: name File path Size Last Modified

rest0l . pdf C:\Qoppalpdftestitest0l . pdf 413 KB 11/17/04 5:00 PM -
kestdz, pdf CQoppalpdftestitestdz, pdf 95 KB Q/10/04 10028 AM i
test0Zp. pdf CQoppatpdftestitestozp, pdf 153 KB 1103104 10029 AM

test03. pdf C:\Qoppatpdftestitest0s. pdf ZB KB 5/21/06 7:50 PM

test04, pdf C:\Qoppa\pdftestitest0d, pdf 2 KE 10/28/04 5:19 PM

rest0s, pdf C:\Qoppalpdftestitest0s. pdf 43 KB 10/28/04 5:19 PM E
kestda, pdf CQoppalpdftestitestDs, pdf 424 KB 7123102 2:11 PM

Lest07, pdf C:\Qoppatpdftestitesto? . pdf &9 KE 10/28/04 5: 18 PM

test08, pdf C:\Qoppatpdftestitestos. pdf 3675 KB 11§9/04 10:24 PM

test09, pdf C:\Qoppalpdftestitest09, pdf 447 KB 10/28/04 5:41 PM ]
rest10,pdf C:\Qoppalpdftestitest10.pdf 359 KB 10/28/04 6:09 PM

test1l.pdf CiQoppalpdftestitest1 1. pdf 200 KB 11/16/04 11:52 AM 1
Facki ndf o htinnnat odfack back odF TR A 2aind 1111 DOk

Save Files To Passwoards ko kry when opening documents

Edit
Edit

Edit

Edit

Skart,.,

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 and configure output.

Set Security on a Batch
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Modify the security settings (using the same passwords and permissions) of
multiple PDF documents.

To set security settings on a batch of PDF documents:
e From the top toolbar, choose Batch > Set Security to a Batch.

ent Cormments Forms Images fﬁatch] Security Help

i lof s [ [ DE Apply Action to a Batch o O 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 Set Security to a Batch dialog.

133



PDF Studio 7 User Guide

el Set Security 1o a Batch . - - r i & A A ==
Passwords Permessions
Acrobat 5.0 and later 128bit BCA) — 2 e
o ) [ MowPrintng HghRes e T e @
7| Open Password Retype Password /| Mllos: Priniting (2] /| Mow Document Assembly fail
(LTS ween Allow Text & Graphics Extraction i_“;'- o | Alow Annctabiors snd Comments __-?-
| Permissions Password Retype Password | Allow Extraction for Accesshiity [ 7] | ABow Filing Form Fields &Sgring  [7]
File List
[ addfles. | [ acdfoider | [&7] Seta default batch drectory | Ciitest [l
Fie name File path
test0 1. paf JCeMest\testn 1. pdf -
test2 pcf (Clstieati pdf
st 2p. paf C: \rest\eestOZp.pdf
test03pof {Ciestitest3.pdf E
testD 4 pdf C:\estizestD 4. pdf
testhiS.pdf CrlestitestS,pdf
test06, pof i iest\testDs, pdf
[test07.pdF :estitest?.pdf
1:5!.‘1)8.pd5 l-C:".::-sl:'\‘::era.pdf
(test0S,pof s \tesstrests pdf
test13,pdf C:\iestltest 13, pof
[test 14, pdf IC:Vestitest 14.pdf -
Eil
Save Fles To Passwords to try when opening documents
Overwrite Source Files Password 1 seseas !_ Edit 1
@ Destination Folder: Password 2t | Edit
C:\estipatch\security [ien |  Passwond3: [ Eae |
7] Overwrite fies Password 4: [ Ear |
[ st |[ cose |

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 — Allow printing the
document at high resolution. Checking this box automatically
grants the "Allow Printing" permission.

= Allow Printing — Allow printing the document.

= Allow Text & Graphics Extraction — Allow copying or
extracting text and graphics from this document. Automatically
grants the "Allow Extraction for Accessibility" permission.

= Allow Extraction for Accessibility — Allow copying or
extracting text and graphics from this document in support of
accessibility to disabled or other purposes.

= Allow Change Document — Allow changes to this document,
for instance by creating form fields.

= If granted, the following 3 permissions (Allow Document
Assembly, Allow Annotations & Comments, and Allow
Form Filling & Signing) are also automatically granted.

= If not granted, the following 3 permissions (Allow
Document Assembly, Allow Annotations & Comments,
and Allow Form Filling & Signing) can independently be
granted.

» Allow Document Assembly — Allow assembling the
document: inserting, rotation or deleting pages and creating
bookmarks or thumbnail images.

= Allow Annotations & Comments — Adding or modifying text
annotations.

= If granted, Allow Form Filling & Signing, is also
automatically granted.

= If not granted, then the following permission, Allow
Form Filling & Signing, can be granted independently.

= If 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 — Allow filling in existing
interactive form fields, including signature fields.

e Choose the files to process.
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Split a Batch

Split multiple PDF documents.

To split a batch of PDF documents:

136

From the top toolbar, choose Batch > Split a Batch.

ents Forms Images |El-atch Security Help

>l | |-
Q¢

[

Apply Action to a Batch OO ﬂ
Apply Header to a Batch

Apply Watermark to a Batch ? g Z
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

The application will open the Batch Split dialog.
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-

Split a Batch

S

Split Document

[spiita

File List
addfies | [ Add folder |

SRl

[7] Set a default batch directory [Default directory

+ File name File path Size Last Modified
form26. pdf C:\sers\Gerald Holmann\Deskto. .. |428 KB 2/4/10 12:14PM =
form26_2.pdf C:\sers\Gerald Holmann\Deskto. .. |431 KB 2/4/10 12:15PM
form26_3.pdf C:\sers\Gerald Holmann\Deskto. .. |446 KB 2/4/10 1:52 PM
formtest.pdf C:\sers\Gerald Holmann\Deskta. .. |514 KB 317710 12:25 PM
links.pdf C:\sers\Gerald Holmann'Deskto,.. |2 KB 5/28/10 1:42 PM
Rubberband_brochure.pdf C:\Users\Gerald Holmann\Deskto...|2478 KE 9/2/08 12:57 FM
Rubberband_brochure_signed.pdf |C:\Users\Gerald Holmann\Deskto... [2485 KB 2/3/106:01PM
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. .. {3036 KB 2/3/10 6:05 PM
simplesignature. pdf C:\sers\Gerald Holmann\Deskta. .. |81 KB 4/8/10 12:59 PM
test, pdf C:\sers\Gerald Holmann\Deskto. .. |2526 KB 12/18/09 2:27 PM
test2.pdf C:\Users\Gerald Holmann\Deskto. .. |0 KB 12/21f09 11:07 AM -

O & @&

Passwords to try when opening documents

Password 1: Edit
Password 2; |
Password 3: [ -
Password 4: | | Edit

start... | [

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). Clicking
on a bookmark will move 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, or 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 parents or as children to existing 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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To add a bookmark as a child, right-click on a bookmark and select add child:

[

b

EEEu|ﬁ9x| 4

= o

-

=] [

Pages

Bookmarks

------ # Pagel

------ # Fage 4
------ & Page 7
------ # FPage 3
------ # FPage 9
------ # Fage 10

------ # Zenobia Picture

..... &
..... # Page|
..... # Page|
..... # Page|
..... # Page|
..... # Page|
| Page |
L p

Cut
Paste

Remowve

Add
Rename

Froperties

Set Destination

Crl +3%
Crl 4
Delete

Before
After
hild

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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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.

This bookmark will become This bookmark will become
-2 c_hlld of Page 20. 2 C‘hl|d of _Page 18. -
¢ 9w x| d g [ o[ x| 4
il - # Page 10 o - # Page 10

=R # Page 11 e # Page 11
E ...... & Page 17 E ...... & Page 17
_E ...... # Page 13 iE ...... # Page 13
Lo B # Page 14 o # Page 14
...... # Page 15 — | {4 Page 15
...... # Page 16 4 Page 16
...... # Page 17 4 Page 17
= Page 18 =~ | Page 15
oo Page 20 ‘..@ Page 20

[H- | Pals19 &-[i=] P 19
...... # Pa 3 i P 25
...... .., PEIQE 25
...... .., PEIQE 26

----- L Brao= 27
...... .., PEIQE 28
...... & Paoe 20

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
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right-clicking on an existent bookmark and selecting Paste or by using the keyboard
shortcut, Ctrl+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.

H & K aF— o b |[JHH|e[= AR 00 @8 |
VYyYRdeoeeoar /e PtuwgH 4 A

g*.: B | [-I ﬂ | q INGTTC UT CHETUIC UTEANTTLATIUTT. ——l

B < abication [ Business mailing address:

Contact person and title:

Bookmanks | | Pages

Type of Eligible Activity (Check All T

Activities that create or preserve affor
B Construction of single family 4
0O Conversion
[mQlR chabilitation
B Acquisition
O 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 ﬁ

{Action | BppEarance

Bookmark Title: | Page 1
Bookmark Actions

G0 ko page 1 in this document

fhdd ” Edit ” Remove ]

[ Ok ” Cancel ]
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Selecting Add or Edit will show the action dialog:

rx@ Action Iﬁj

lGu:u to & page in this document -

Goto g page inthis document
Pade NUMbEr|Co to & page in another document

ShoweHide a field

Cpen file

Qpen & weh link
Reset 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:

|| Bookmark Properties ﬁ

| Actian | Appearance |

Texk Colar -
Texk Style E]

| [ (4] 4 ] [ Cancel ]

S

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 &J

Auto Create Bookmarks

() Create bookmarks for all pages

@ Create bookmarks For selected pages: | 1 To | 82

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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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 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.

Secured documents will have (SECURED) after the file name in the title bar of PDF
Studio.

test07.pdf (SECURED) - PDF Studio 7 Pro by Qoppa Sc:rﬂwarel

File Edit View Docurnent Comments Forms Images Batch &

E-H- S B KAt fofe b D

--------

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.
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r

— - .. B z =
Document Properties v @
| General | 5E'—"—'”'L'Y§| Initial View |
N
Security
Security Method : No Security
Document Open Password : No
Permizzions Pazsword : No
Permissions
Printing High Res : Allowed ' Change Document Allowed
Printing : Allowed Document Assembhy : Allowed
Text & Graphics Extraction : Allowed 2 Annotations & Comments : Allowed [I]
Extraction for Accessibility : Allowed ? Form Filing & Signing : Allowed 2
| cear || Edt |
[ OK ] [ Cancel l

e e

146

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 granted, Form Filling and Signing, is also automatically
granted.

= If not granted, Form Filling and Signing can be granted
independently.

= If 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 g hr W

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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F - N
Change Document Security [&]
Compatibility
Compatibility: |Acrobat 7.0 and later § » | High {128-bit AES)
Passward
|| Password To Open Document Retype Password
[| Password to Change Permissions Retype Password
Permissions
[/] Allow Printing High Res 7 | [] Allow All Changes e
[] Allow Printing E] [¥] Allow Document Assembly
[¥] Allow Text & Graphics Extraction ? [¥#] Allow Annotations and Comments ?
[] Allow Extraction for Accessibility [E [¥] Allow Filing Form Fields &Signing [ 2
Ok ] | Cancel ]
L
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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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 &
Customize Signature Appearance &
Validate Digital Signatures
Manage Trusted Certificates &
Manage Digital 1Ds &

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.

- T em——

Batch [Securiby| Help
T Docurent OO

] Security Settings LS
IEI |: Sign Document H 5

Add Sighature Field b

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.

150



Editing and Managing PDFs

e Number: |E-mail Address:
Mew Address and ldentifying Information

B! FEIN/SSN:

t: 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.

MName:

Here:

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.

! . CN=Suzie Libra, 1
| UZ|E OU=Departmant, 1
| O=0opaa Soltware k
I 1 L=Atlants, ST=G4 : &

| Libra EAIE Datee 2000 Apply Signature
: LR Clear Signature

Add trusted certificate..
Edit

Delete

Properties...

If the field is signed, the only enabled menu options are Properties and Clear
Signhature. The Properties option will display additional details about the signature:
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r 1
| Signature Validation Status Iﬁ
Signature validity is UMEMCWMN:
- 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: <MNot 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
sighature.

Apply a Digital Signature

Digital signatures may be applied to documents using digital IDs contained within
PKCS#12 files. To apply a sighature, 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 [

In order to sign a document you must use a digital ID. You can either
import one From a file (PKCS1Z format, .pl1Z, .pf) 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 S

Browse For a digital ID. Digital ID Files are password protected and require
a passward in arder to be opened.

File name:

Z\POFSkudiolsignt Qoppa Software.pl2 Browse. ..

Passwiard:

E e e

Ilse my password

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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Passward;

Ea i e e

A digital ID may be protected with a complex password. PDF Studio can save this
passward and prokect it wikh your own password, When signing documents,
PDF Studio will prompt wou For your own passward,

Enter ywour password ko use when signing documents with this digital 1D,

My Passward:

Confirm Passwiord;

Passward Hink

< Back ][ Mext = H Cancel

Create new digital ID

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

.r 1
New Digital ID [EE

Enter the following information to create vour digital ID.

Validity (days): 365
MName: Qoppa Tester
Croanizational Unit: | Qoppa Testing

COroanization Mame: | Qoppa Software

Locality (City: Atlanta

State: GA

Country: s

Email: qtest@qu:uppa.cu:um|

+ 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 1D

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.

| Sign Document ﬁ

Diigital 10 .Quppa Software <support@goppa, comm > |
Password:
Certificate Issuer:  Qoppa Software
Appearance
_Qu:uppa Image > |

Digitally signed by Qoppa
Software

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

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

Conkack Info:

[ Sign ] I Close I

e

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 Mame
0 u r cn=Your Name, ou=
Organizational Unit, o=

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

N a m e Country, email= Email
Drate: 2010006.22 11:10:52 EDT
Image
[] Shaws Image Transparency: 0
File:
align: | Center
Text

Shiow:
Marne Digitally signed by Date

Common Mame Organizational LUnit Organization Mame
Localiby/ City Stake Counkey
Ernai

Orientation: | Left bo Right

(0] 4 I l Zancel

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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=

q

u]
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 1Ds, 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 |Securty| Help
T Document 5 #ﬁ JI’I'I] T-'

Security Settings L Trusted Certificates [ E

i @

Sign Docurment Digital IDs

Add Signature Field

This will open the Trusted Certificates dialog.
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@l Trusted Certificates |£|

Subiject Issuer Date

B2 Qoppa Software Qoppa Software Jun 22, 2010 9:49:12 AM EDT

E Import E Details  fif Delete

Close

% Irnport

Opens a dialog to import certificates

[Z] Details

Displays details of the selected certificate

7 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
| @ & Document J_Q_(‘ firi ' m Tﬁ
] Security Settings L Trusted Certificates
@ Sigh Document | Digital IDs
Add Signature Field |

This will open the Digital I1Ds dialog.
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Digital IDs

Display Marne Path

Qoppa Software <support@qoppa.com | CHUsersiGerald Holmannt, POFSkudiotsigniQoppa ..

Dake

Tue Jun 22 09:49:12 EDT 2010

Add Digital ID B Change Display Mame [l Remove

Close

fidd Digital ID

Opens a dialog to create or import a digital 1D

[# Change Display Mame

Changes the display name of the selected digital ID

ﬁf Remove

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 four tabs:
General

Security
Initial View

Fonts

General

 General | Security | Initial View]| Fonts|
g

Tite: | {@anonymous)
Author: | {@anonymous)

Subject: | {unspecified)

Keywords: | mulib version: 0. 13.0, mwlib.rl version: 0.12.9, mwlib.ext version: 0.12.4

Producer: ReportLab POF Library - www.reportab. com
Version: 1.4
Path: C:\temp'golden spiral. pdf
Created: Dec 1, 2011 1:19:43PM
Modified:
File Size: 178.43 KB (182,712 Bytes)
Page Size: 8.27x 11.69in
Mumber of Pages: 4

Metadata

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, file size, page size,
and file metadata.

Security

Set Security — Set passwords and permissions.
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Set Initial View — Modify the properties that determine how the document will be

initially displayed.

Fonts

I?isplays a list of fonts used in the document.

Document Properties

| General I Security | Initial View | Fonts |

Fonts Used in this Document

I_}' FreeSans (Embedded Subset)

- Type: TrueType

~Encoding: Built-n

I_}' FreeSerif (Embedded Subset)

'l - Type: TrueType

~Encoding: Built-n

I_}' FreeSerifSold (Embedded Subset)
- Type: TrueType

~Encoding: Built-n

| F’ FreeSerifItalic (Embedded Subset)
] - Type: TrueType
i ~Encoding: Built-n
Metadata QK ] [ Cancel
e, N L Fl
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Compare PDFs

In PDF Studio 7, you can view two documents at the same time using Compare

Side by Side in the File menu.

162

1. Click on the File menu and select Compare Side by Side

2. A large window will open with two full sets of toolbars inside. Click on the

Open button ¥ in each pane to open the versions of the file you want to

compare.

Once the documents are loaded, the file paths will show in the window title.

The documents are locked together with synchronized scrolling, making it
easy to spot the differences between the two versions.

. Compare Side by Side - C\temp\Cinderella_(1865).pdf | C:\temp\Cinderella_(1865) v2.pdf | = | = 28
ZH| ad4s of 2 Bl | [] H H | &o2s A28 |4z of 2 bl | [ H B | &[s29 iy
Q@R

=

a—— =

CINDERELLA:
an,

THE 4TrLE GLASR SLIPPEL.

luene wae, many roars ago, s gontlemon who hwd s
charming Iy for biz wifi, They had ane danghter only,
wlhi wus very dutifol to her parents, Bt whils she was
sl very young, her mamms died, to the gl of ber
Tnizbansd  wend dmlghhﬂ.r. Atter w flna, the Tiude gi.rl's
papa marricd anotliee lad)'. Neww thie kuly was proud
and Banghty, acd bad lwo grown-up danglders as disa-
seehle as hersall: se the nose w3 found everethine ot

Qe EBEanHE AAAA7

4

m

A

OVV&‘@@@'E@D&-& AAA

CINDKRELLA:

an,
THE {ATTLE GLAS3 SLIPPEL.

Tuppe wip, many years ago, o gentlemon who had
charmimg |y for biz wifi, They bad ons danghter only,
wlin was very dntifol to her parents,  Lnt whils shie was
sbill wery young, her msmms disd, to the gricl of hee
Tzband  wewd d‘x.ughhr. After a frins, H'm.]iLI'lu gi.‘rl's
papa marticd anollier |m]}'. Now #hin buly was prowd

and Banmgley, aed bad lwo grown-up danglders as disa-
orserhle as horzell: se the wooe wifd foond evervihine ot

-
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@ . . ' .
4. The new Loupe tool will zoom in on the document's differences to allow a
closer comparison. ‘
'Compare Side by Side - C\temp'\Cinderella_{1865).pdf | C:\temp\Cinderella_{1865) v2.pdf =R
EE W4as  jofuprd | [ OHBE|”R2 C|a|@H | K4s  |ofeprr| OHBE|/R2 -4
ONvVEEeoew EAGPEa AAAAIOVVIEFQROE EALPE [AAAA:;

CINDKRETLTA: i CINDERELTA:
! (|8 o,
[ THE LITULE GLAS3 SLIPPEL. THE LITPLE GLASE SLIPPER.
b T

m

THE LITTLE GLAS

p.a
s
=
—
i
—=
=
-
s
o
-
=
.

G : s R 9

I

While 2l was sobbing, her g\odmot-ﬁur, 1o g 1 . While zhie wae zobbiugr, her modmother,

5. While in Compare Side by Side mode, each copy is still editable so you can
copy changes from one version into another or add new content.
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Invert Colors
Invert colors when rendering a PDF document.

For typical documents, the display will change from "Black on White" to "White on
Black". Inverting colors make things much easier to read on small screens,
particularly when working in a dark room, on an airplane, or at night. This mode is
available as a user preference to invert colors on all documents or on any currently

open document from the View menu.
View| Document Comments Forms Images Batcl

Attachments
Bookmarks
Comments
Layers

Pages
Signatures

Tool Chest Ctrl+5hift+T

v | Invert Colors

P

Golden spiral

Golden spiral

try, a golden spiral is a logarithmic spiral who
N
p. the golden ratio.!"! That is,

further from s origing by a factor of @ for every quarter turn it makes,

Formula

The polar equation for a golden spiral is the same as for other

logarithmic spirals, but with a special value of the growth factc

with e heing the base of natural fithmes, a being an arbitrary positive real constant, and b such that when 0 15 a

right angle (a quarter turn in either direction):
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Import and Export Pages

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 o S |
Save Files To
Destination Folder : CaJdohnimages |—|
File Mame Pattern ; test36_pane |Z|
DP Resolution : 725 [z ]
JPG Quslity (J 5 [
0 10
CiH ] | 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.

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.

e DPI Resolution — Choose the desired resolution in DPI used to render the
page. 72 is the native PDF resolution.
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e JPG Quality — Select the desired quality of JPG compression. Compression
varies
o From O — 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.

[ {8 Export Pages as TIFF &?—J‘
Save Files To
Destination Folder : Chohnimsges |—|
File: Mame Pstterr : test36_page |E|
DPI Resolution - 7o [z ]
Carmpression Graup 4 Fax b E|
[ (8]4 ] | Cancel I

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.

o 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.

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

e 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.
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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 : CaJdohniimages l:l
File Mame Psttern : test36_page El
DI Resalution 721 e

[ Ok ]I Cancel I

e

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

o 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.

o 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.

o 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 [_Ji‘?—
Save Files To
Destination Folder: iy JohiniMyIrmages | |
File: Mame Pattern: mydoc_page| (7
DFI Resolution : = (7
[ (] 4 ] | Zancel
-

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

o 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.

e 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 as Pages I&J
File List
+ File name File path Size Last Modified

ScreenHunter_01 ... [C\Users\Abe Opp... (60 KB 1/12/10 2:31PM
ScreenHunter_02 ... [C\Users\Abe Opp... (63 KB 1/12/10 2:32 PM
ScreenHunter_03 ... [Ci\Users\Abe Opp... (64 KB 1/12/10 2:32 PM
ScreenHunter_04 ... [Ci\Users\Abe Opp... (64 KB 1/12/10 2:32 PM
ScreenHunter_05 ... |C:\Users\abe Cpp... [172 KB 1/12/10 2:33 FPM
ScreenHunter_06 ... |C:\Users\abe Cpp... [183 KB 1/12/10 2:33 FPM
ScreenHunter_07F ... |C:\Users\abe Cpp... [166 KB 1/12/10 2:34 FM
ScreenHunter_08 ... |C:\Users\abe Cpp... [165 KB 1/12/10 2:34 FM
ScreenHunter_09 .., |C:\Users\abe Cpp... [166 KB 1/12/10 2:34 FM
ScreenHunter_10 ... |C:\Users\abe Cpp... [165 KB 1/12/10 2:34 FM
ScreenHunter_11 ... |C:\Users\abe Cpp... [166 KB 1/12/10 2:34 FM
ScreenHunter_12 ... |C:\Users\abe Cpp... [166 KB 1/12/10 2:35 FPM
ScreenHunter_13 ... |C:\Users\abe Cpp... (173 KB 1/12/10 2:35 FPM
ScreenHunter_14 .., |C:\Users\abe Cpp... (179 KB 1/12/10 2:35 FPM

& @& @ 3

[ Start... H Close ]

Add fies | [ Add folder

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 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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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.

A oot [T
i F §- AAAAE —NN

After selecting the tool, drag the mouse over the page to select the snapshot area.

> > [ 2w
2 BB gH {- AAAA[E

AR cofl T &4

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 hmamem@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
Gift 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 abd
benefits, special exhibitions, and edus
on our website at www.high.org. "
purchase gift memberships, or find e
You may also reach Member Servic
hmarmem @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.
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PDF Studio & Pro s

e

@ The area has been copied to the clipboard.
Image saved to Ch5creenShotitest\PDFStudio 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.

Categories:

Comments

Display

Document Services
Email

Print

Scan

Sign

Text To PDF
Toolbars

Updates

General

Language

-

Setting will be applied next session

Author

Authar: |anpa Software

Default Page

see
Units
Paste Images

[] Adjust To Zoom

apshot

[V] Save As iP'NG vl

Folder: iC:‘l,temp

&=

Use system file dizlog

|se temporary file on save

L]

” Cancel

171



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.

To import form data:
1. From the top toolbar, choose Forms > Import Form
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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.

173



Preflight Verification
PDF Studio can verify document compliance with the following PDF/X standards:

PDF/X-1a:2001 — ISO 15930-1
PDF/X-1a:2003 — I1SO 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:

i 5
@) Preflight B
POF%-1a:2001
PDF%-1a: 2003
PDF%-3:2002
PDF%-3:2003

[ Execute ” 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-12:2001

=l Preflight Results - PDF/¥-1a:2001
€29 Missing GTS_PDFXVersion key.

6 OutputIntent missing
E’ Document Eitle missing.
E} Missing Trapped key.

E’ Page 1: Missing Trim and Ark bax,
=+, Documenk Overview

_{) Creator; Adobe Designer 7.0

_{) Producer: Adobe Designer 7.0
i) Created: Jan 23, 2007 9:38:05 AM
_t) Maodified: Jan 23, 2007 9:358:05 AM
-2 Page Count: 1

[#- | Preflight Information

@ Document version {1.6) is higher than maximum version (1.3)

Fi}- - Inkteractive Form field inside page area: 13 times,
[+ | Uses colors other than CMYK or Spot: 114 times,

| 2 Prink

| gk Expand | | = Collapse

| [] Add as annatations

[ Profiles ][ Close

Preflight Verification

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.

Preflight a Batch

Preflight a batch
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