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PDF Studio - Version 8

PDF Studio is a powerful, yet easy to use PDF creator, converter, and editor. 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, headers and footers, bookmarks, stamps with text
and images, fill forms, edit document content, and perform other functions such as
splitting and merging, setting passwords, and more...

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

Download PDF Studio 8 User Guide (.PDF)

Download PDF Studio 7 User Guide (.PDF)

Go to PDF Studio Home

Go to PDF Studio Knowledge Base



http://www.qoppa.com/pdfstudio/guide/pdfstudio_userguide.pdf�
http://www.qoppa.com/pdfstudio/guide/pdfstudio7_userguide.pdf�
http://www.qoppa.com/pdfstudio�
http://kbpdfstudio.qoppa.com/�

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 | | ] |
| Eite Edit View Scan Document Comments Forms Images Batch Help — l
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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 — Undo, 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 Window — Cascade, tile, or minimize windows.

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
bottom of the left pane. The comments pane can be open or closed by
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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.

i PDF Studio Pro by Qoppa Software - Viersson 6.01 - C-”';.Um\ﬂ-lwnhp"ﬂucu
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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

Javascript

Print

Scan

Sign

Text to PDF
Toolbars

Updates

Open the Preferences dialog

To open the preferences dialog, choose Edit > Preferences (PDF Studio 8 >
Preferences on Mac) from the top toolbar. The application will display the
Preferences Dialog:

Categories:

General
Comments
Display
Document Services
Email

Print

Scan

Sign

Text To PDF
Toolbars
Updates

General
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Language

Language: |English

Setting will be applied next session

Author

Author: |Qoppa

Default Page

Size: |Letter - QOrientation: |Portrait -

Units

Units: | Inches -

Paste Images

Adjust To Zoom

Snapshot

| Save As ([PNG

Folder: | C:\temp]| |1|
Other
| Use system file dialog |:|
| Use temporary file on save |T|

Language — Sets the preferred language. Languages available are English,
French, German, and Spanish. The default language will be determined from
the language setting for the computer/operating system. After changing the
language preference, the application will have to be restarted for the change
to take effect.

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

Default Page — Sets the default page size and orientation

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.

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

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

Comments
~Tool Properties
O Circle B Typewriter
K. Arrow A Highlight Text
% Line #  Cross out Text
(] Square A Underline Text
E Pencil A Squiggly Underline Text
() Palygon #.  Replace Text
3 Cloud A Inzert Text
C  Polyline Highlight Area
[Z] TextBox —  Distance
Eh  Callout TI Perimeter
[/ Sticky Note "ﬁ‘ Area
& Rubber Starmp
~Measurement
EI Show measuring dialog EI Snap to content

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 : 1| Transparency: 0 %

Color : - [] Fill Calor : E

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

Layout and Magnification

Mavigation Tab: | Default =

|| lgnore document setting

Page layout: | Default -

|| lgnore document setting

Magnification: | Default =

| | lgnore document setting

Invert Colors

|| Default to Invert Colors

Look and Feel

Look and Feel: | Mac OS X =

Setting will be applied on restart

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

Current Look and Feel options are displayed in our knowledge base.

Document Services

Set additional sources from which PDF Studio can open files.

Document Services
Local File System Google Docs
SharePoint Acrobat.com


https://sites.google.com/a/qoppa.com/pdfstudio/general/look-feel-options�
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Email

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

BN B E e B e nF

.80 06 Internet Email Settings

~User Information

Your Nam
Your Emai Your Name: | |
Bec: Your Email: | | [E Bce

~Server Information

Qutgoing

Port: QOutgoing Server:
StartTLS: _

User natl || Specify Port:
Password: [ ] StartTLS

|_| My outgoing server requires authentication

User name:
Password:
(| Remember password | 7
| Test Connection |
| Cancel | | Save |

OS X only:

Check to enable sending directly from Mail
Mac OS5 X Mail

™ Use Mac 0S X Mail

Javascript

Enable the processing of Javascript features in PDFs, and silence errors if desired.
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~JavaScript

Enable JavaScript: | Prompt % |

[ | Silence Errors

Print

Override default print settings

Rotation
Auto Rotate

Margins
Shrink To Margins

[] Expand To Margins

Alignment
Center In Page

Cormments

Print Comments

Scan

Set the default scanner and save location.

~Scan To PDF

(] Set default scanner | - None - % |

~Multiple Documents

Sawve Files To:

Sign

10
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Manage Trusted Certificates and Digital IDs.
Security

o4 Trusted Certificates
o4 Digital IDs

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

j Create my password

Text To PDF

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

Page Size Margins
Width: 8.5 Top: 15 Left 15
Height: 11 Bottom: 1+ Right: 15
Units: | Inches -
Font

Font: |Helvetica

- r|
Size: 11 (8] 7]
IIse Background

[] Use Background: | <File name =

m
=]
i

m

Toolbars

Customize toolbar visibility and grouping.

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.

11
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Customize Toolbars

Toalbars

- [¥] File

Mavigation

- [¥#] Page Fit

- [#] Rotation

- [#] Zoom

- [¥] Standard

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

- [¥] Rubber 5tamps
- [#] Multimedia

[F] Mamrirarnant

»

m

Group Buttons

[] Text Comments Shape Comments
Text Markup Multimedia
Measurement

Icon Size

(71 Small (@) Large

Grouped:

O A
10 Circle 1
LY ;'flu.rrl::nm'«.rIé
%, Line

1 Square
a Pencil
(O Polygon
G Cloud
 Paolyline

Not grouped:

OXN\NDOco& ¢

Updates

12
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Check for the updated version of PDF Studio and set the automatic check interval.

Ipdates
PDF Studio can chedk for updated versions of itself automatically. The chedk will be

perfarmed in the backaround and you will only be notified if 2 new version is
available.

Chedk for updates Onevery start +

| Chedk Maw

13
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Keyboard Shortcuts

General Shortcuts

Action

Close

Create blank PDF
Exit

Open

Print

Save

Save as

Undo

Redo

Display complete folder path for
document

Document Shortcuts

Action

Create bookmark
Crop pages
Document properties
First Page

Last Page

Next view

Previous view
Rectangular text selection

Rotate clockwise

Rotate counter-clockwise
Rotate pages

Text search

Zoom to actual size

14

Windows/ZUNIX

ctrl + w
ctrl + n
ctrl + q
ctrl + o
ctrl + p
ctrl + s
ctrl + shift + s
ctrl + z
ctrl +y

n/a

Windows/ZUNIX

ctrl+ b

ctrl + shift + t
ctrl + d

home

end

alt + —

alt + «—

hold ctrl while
dragging cursor

ctrl + shift + —

ctrl + shift + «—
ctrl + shift +r
ctrl + f

ctrl + 1

Mac
F+w
F+n
&g +q
#d +o
o +p
&H +s
3 + shift + s
H+z
3 + shift + y

3£ or ctrl + click on

window title

Mac

Fd+b

3£ + shift + t
& +d

home

end

alt + —

alt + «—

hold cmd while
dragging cursor

¥ + shift + —
3 + shift + «
& + shift +r
g+ f
F+1



Zoom to fit page

Zoom to fit width

Annotation Shortcuts

Annotation
Area

Area Highlighter

Arrow

Attach File as Comment

Callout

Circle

Cloud

Cross out Text
Distance

Text Box
Highlight Text
Line

Pencil
Perimeter
Polygon
Polyline

Sound

Square

Sticky Note
Underline Text
Typewriter

ctrl +

ctrl +

Getting Started with PDF Studio

0 £ +
2 £ +

wWindows/UNIX Mac
ctrl + alt + e 8+
ctrl + alt + i 8+
ctrl + alt + a 8+
ctrl + alt + f &+
ctrl + alt + v 8+
ctrl + alt + ¢ &+
ctrl + alt + d &+
ctrl + alt + o &+
ctrl + alt + d &+
ctrl + alt + t &b+
ctrl + alt + h 8+
ctrl + alt + | 8+
ctrl + alt + p 8+
ctrl + alt + r 8+
ctrl + alt + g 8+
ctrl + alt +y 8+
ctrl + alt + s 8+
ctrl + alt + g g6 +
ctrl + alt + n 8+
ctrl + alt + u 8+
ctrl + alt + w 8+

0
2

alt + e
alt + i
alt + a
alt + f
alt + v
alt + c
alt +d
alt + o
alt +d
alt + t
alt + h
alt + 1
alt +p
alt +r
alt +g
alt +y
alt + w
alt + g
alt + n
alt + u
alt +w

15



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 — 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

16
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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.

17
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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

18

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:

. 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
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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 ™

Imaage Info

Size: 342 x 585 pixels (5.61in x 3.90in)
Colors: RGE (24 bps)

Options

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

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.
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= New Document — The program creates a new PDF document and
inserts the image in the first page.

= Interleave — When scanning multiple images, this option can be used
to insert them at every other page. This is especially useful for
scanning two-sided documents. When selected, an option will appear
to select after which page to start the interleaving.

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)

o 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 . Chooppapditesttest1 7 pdf
Insert At End Of document -

Source Pages

i@ All Pages

() Pages Ta

ik ] [ 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
o The application will open the Extract Pages dialog
o Fill in the options in the Extract Pages dialog

(| Extract Pages I&J

From Page : 1

To Page : 1

Ok l | 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

I 3
& Replace Pages lth
Replace Pages 1 To |1
With Pages : 1 To |1

from Chizoppaipdftesttestl 9 pdf

Ok ] l Cancel

Delete Pages

To delete pages from the current document:
e Click on the Document menu on the top toolbar
¢ Choose the Delete Pages option
o 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 ] | 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

Fotate Pages hA ﬂ

Direction: | Clockwise 90 degrees w |

Range

From: '1 Toe

]
o
(=8
2

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
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Drag and Drop

Move and reorder pages within a document: Use the mouse to select
thumbnails from the Thumbnail Pane and then Drag thumbnail pages at the desired
location in the Thumbnail Pane.

Copy page across documents: Use the mouse to select thumbnails from the
Thumbnail Pane and drag thumbnail pages to the other document Thumbnail Pane
to copy pages from a source document to a destination document.

Merge documents / insert documents: Documents of all supported file types

can be inserted as new pages into a document by dragging files to the Thumbnail
Pane directly.

Cut, Copy, and Paste Pages

Use the mouse to select thumbnail pages from the Thumbnail Pane and then:
¢ 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 Item=>=.

Fill in the desired options for the current split configuration.

To split the current document, click on the Apply button at the bottom of
the dialog. You do not need to save the split configuration before splitting a
document.

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

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

Split Options

The Split Options dialog allows the user to set options when splitting a PDF
document into multiple documents.
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General

Mame: SplitByBookmark: -

[] Show On Meniu | Save || Delete

Split Method
Split into equal size documents of | 1 Paoes
1 Split by page range (1,3-5;7-10)
~1 Split by blank page
@ Split by bookmarks at level 1 [¥] Also split up to level |3
| Split by text

Save Files To

File Mame Pattern

@ Use source filename
Mew filename

Append Fage range - [¥] Append bookmark name

Destination Folder

@ Use source folder

("1 Destination Folder

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.

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
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with pages 1, 3, 4, and 5, and the second document with pages 7, 8, 9,
and 10.

o Split by blank page — Use this method to split the document when a
white page is encountered. The white page will be used as a separator
between documents and will be discarded.

o Split by bookmarks — Use this method to split the document based on
bookmarks at level 1. You can also choose to split up to a higher level,
for instance up to level 3. In this case, the document will be split at
bookmark level 1, level 2, and level 3. In this method, we assume that
the bookmarks contain goto page actions within the PDF document itself
and that the bookmarks have been created in ascending page order.

o Split by text — Use this method to split the document when specific text
in the document is encountered. When the text is encountered in a page,
this page will become the first page of the next document.

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 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.
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« 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_p1-
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:

e 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.

e 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
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.

Box

@ CropBox (7)) BleedBox () TrimBox (7) ArtBox
Maragins
Units: :Indﬁes v:
Taop: 0.875 in
Bottom: 0,875 in
Left: 0,569 = in
Right: 0.528in
Pages
Pages:Hange -

From: |1 To: |1

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

€

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

About the High

Admission

Members are admitted to the Museum free of charge
during non-ticketed exhibitions by presenting a member-
ship card with phato 1D If you have forgotten or lost
your membership card, a tempaorary card allowing
all the benefits of membership for that day can be
obtained at the Membership Desk in the Museum
entrance, Replacement cards can also be ordered for
%1 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 an level
of membership. Members will be notified of ticketing
procedures by mail in advance of such exhibitions. The
ticketing guide can also be found onling at wawhigh.ong.
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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.

===

Crop Pages
Box
@ [ropBox (i BeedBox (O TimBox ) ArtBox
Margns
Units: [Inches |
Top: | 0875+ i
Bottom: 453 n
Left: q:zmiii n
Rightt 4028 in
Range
Al
W From Pags: & TaPags: & of 10

| Musaam Hours

Abour the | t;':'_|t
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Headers and Footers
Create and apply a new header and footer

Fill header and footer options

Apply an existing header and footer

Apply an existing header and footer to a batch @

Creating and applying a new header and footer

To create a new header and footer:

1.

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

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

the Create Header & Footer dialog. In the combo box the name for the new
header and footer shows as <New ltem=>.
Fill in the desired options for the header and footer.

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

To apply the header and footer to the document, click on the Apply
button at the bottom of the dialog. You do not need to save a header and
footer before applying it to a document.

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

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

Header and footer options

Headers and footers have a set of attributes that determine the properties of the
text to add to the document. Attributes of the text include the font, size and style,
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.

32



Creating and Rearranging PDFs

General Margins
Mame: =Mew Item:> = Units: | Inches
Top: 0.5 Bottom: 0.5 ||+
™ Show On Menu Save Delete : _ :
Lefi: 1|+ Right: iy =
Appearance Pages
Font: Helvetica = 18 - . B ' I
Pages: | All
Border: | Mo Border = Bgmd: E
From: Ta:
Header & Footer
Header Left Center Right
Footer Left Center Right
Insert Date Page Mumber Bates Number Other

L1 2 b b

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
o Units — What units to use when calculating the horizontal and vertical
margins. This can be inches, centimeters, or points. Points are calculated
in the PDF standard, 72 points per inch.
o Top, Bottom, Left and Right margins.
e Appearance — Options that control the text
o Font — Name of the font
o Size — Font size in points
o Color of the text
o Bold/ltalic — Use the B and | toggle buttons to make the text bold and/or
italic
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Pages

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

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

All — The header and footer will be placed on all pages in the document
Even — The header and footer will be placed only on the even-numbered
pages of the document
Odd — The header and footer will be placed only on the odd-numbered
pages of the document
First — The header and footer will be placed only on the first page of the
document
Last — The header and footer will be placed only on the last page of the
document
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

Header and footer — Text content for the different header and footer areas in

the document

0O O 0o 0o o o o o o o

Header Left
Header Middle
Header Right
Footer Left
Footer Middle
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.
= $page — The page number
= S$author — The user logged in
= S$totalpages — The number of pages in the document
= $filename — The file name that the document was opened from
= $filepath — The full file path that the document was opened from
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$date — The current date formatted as Nov 28, 2007
$shortdate — The current date formatted as 11/28/07
$time — The current time

$day — The day of the month

$month — The current month, using two digits

$year — The current year, using four digits
$shortyear — The current year, using two digits
$second — The current second

$minute — The current minute

$hour — The current hour, 1-12

$ampm — AM or PM

$longhour — The current hour, 0-23

Apply an existing header and footer

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

From the Header and footer dialog. Open the document to which you'd like
to apply a header and/or footer. Open the Header and Footer dialog from
Document > Header & Footer. Choose the header from the drop down list in
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
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.

Removing a header and footer

To remove a header and footer: from the top toolbar, go to Document > Header
& Footer = Remove to delete any removable headers and/or footers.
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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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General

Name:

o S R .

<MNew ltem=

[ Show On Menu Save et
Appearance
Units: Inches =
Horizontal: 0|2 | From Center
Yertical: [ R From Center
Rotation: 315||= [# Show on Screen
Trans parency: 75||= [ Shew on Print
Pages
Pages: | All -
From: 1 To:
‘Watermark
(=) Text () Image
Text
Watermark
Insert Date Page Number Bates Number Other
Fomnt: SanmsSerif = 72 v . B I
Border: | Mo Border H Bgnd: E] = E =

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

Pages

0% is opaque.

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

(o}

(o}
(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.

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}

@]

0O O 0o 0o 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 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
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o $ampm — AM or PM
o $longhour — The current hour, 0-23
Font — Name of the font
Size — Font size in points
Color of the text
Bold/lItalic — Use the B and | toggle buttons to make the text bold and/or

©O O o O

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
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:

e 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.

e 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.

Removing a watermark

To remove a watermark: from the top toolbar, go to Document > Watermark =
Remove to delete any removable watermarks.

39



Integration with Acrobat.com, Google, Sharepoint
PDF Studio seamlessly integrates with Google Drive, SharePoint, and Acrobat.com,
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 Drive 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 Drive 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.

=

—
ad || Refresh {| | Luguum‘
N

act Madifiad M |

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

File> File Manager - Google Drive
File Manager - Acrobat.com

40



File Manager

Integration with Acrobat.com, Google, Sharepoint

- SharePoint

|:| Mew Document
&5 Open
Open From

Open Recent

Ctrl+M
Ctrl+ 0

Create PDF

Combine Files

E Save
Save As
Save To
Save As Fast View PDF

Ernail

Ctrl+5
Ctrl+5Shift+5

e[

File Manager - Google Drive
File Manager - SharePoint
File Manager - Acrobat.com

[

The file manager dialog is displayed:

Google Docs

|

[New Search | Upload fies | [ Upload directory |
=~ Mame ICollections ILast Modified I
] shared files 1 alphat.pdf 1/6/10 5:38 PM .
2 E alphabets, pdf pdfsamples 1/6/10 5:31PM
255 My Colictions
P -5 cats % alphabets.pdf a new collection 1/86/10 5:48 PM E
£ forms B appartRoyan.pdf pdfsamples 1/6/10 4:41 PM
~£2 pdfSamples E appartRoyan.pdf a new collection 1/6/10 5:43 PM
-5 test B appartRoyan.pdf upload_test 1/5/10 5:55 PM
EI% Shared Collections B appartfoyan_p1-pl.pdf 1/6/10 5:13 PM
""" %2 a folder B arrow. pdf pdfsamples 1/6/10 4:41 PM
[ blank.pdf 1/5/10 5:23 PM
@ DigitalSignatureCverview.... a new collection 1/6/10 5:48 PM
(3 facturel.pdf upload_test 1/6/10 5:55 FM
E facture1.pdf a new collection 1/6/10 5:48 PM
B form1.pdf a new collection 1/5/10 5:43 PM
B form19.pdf a new collection 1/6/10 5:43 PM
B form2. pdf a new collection 1/6/10 5:43 PM
E form3.pdf a new collection 1/6/10 5:43 PM
B link. pdf a new collection 1/6/10 5:48 PM
B outtest.pdf a new collection 1/6/10 5:43 PM
& scan031.pdf a sub dir 1/6/10 5:54 PM
[ simplesignature.pdf a sub dir 1/5/10 5:54 FM
[ it ek gt bk b i A{S /40 ELEC Fikd i
Open a File
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Open the file chooser dialog by selecting: File-=Open From-=[Google Drive |
SharePoint | Acrobat.com] or by clicking the arrow on the open icon and selecting
[Google Drive | SharePoint | Acrobat.com].

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 Drive only

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

L2 ] AT T L
] testis.pdf
[u] todo Open as POF
[£) todo. bt Delete
[=] Untitled
] =) wva.pdf Share

ds Remowe from collection

Manage collections

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->[Google Drive | SharePoint | Acrobat.com]:

Save To > Local File System
Save As Fast View PDF & Google Drive
= Email SharePoint
&. File Manager - Google Drive Acrobat.com

File Manager - SharePoint

File Manager - Acrobat.com

Or by clicking the arrow on the save icon and selecting [Google Drive | SharePoint |
Acrobat.com]:
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= hil=R=
Laocal File System [

&. Google Drive Dg

SharePoint

Acrabat.com

| B |

The save dialog is displayed.

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 notifying that the file will be saved
over.

Delete Files

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

Deleting a collection, whether the collection is selected from the tree or the table,
will the delete collection's entire hierachy (all its sub-collections will also be
deleted) . *Google Drive only

Collections

£ soreenshots

=l B zlphchets.pdf
B appartRoyan.pdf
B facturel.pdf
|5 test.bet. bt test

Remowve from collection

Manage collections

Save locally

View Documents

*Google Drive only

When "My files" is selected, all documents 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

Mew Search E Upload files ] [ Up
ﬁ' My files = Mame ICuIIecﬁuns iLast Medified
E Shared files £ a new collection pdfSamples 1610 5:944 FM

= : [ alphabets.pdf pdfsamples 1/6/10 5:31 FM

EI'"EE;-E T? Collections = appartRoyan.pdf pdfsamples 1/5/10 4:41 PM

13 cats B arrow.pdf pdfSamples 1/6f10 4141 PM
=52 forms ) test01typewriter. pdf pdfSamples 1/6/10 4:33 PM
. ErEstestl = testo2.pdf pdfSamples 1/6/10 4:40 PM
ié “”ﬂ:ils 7 testD2MultiLineText. pdf pdfSamples 1/6/10 4:40 PM
=5 ou test02p.pdf pdfsamples 1/6/10 4:40 FM
53 % test0ITypeWriter. pdf pdfSamples 1/6/10 4:40 PM
=3 test = testo3.pdf pdfSamples 1/6/10 4:41 PM
== test_subl = testo4.pdf pdfsamples 1/6/10 4:41PM

= [ test0s.pdf pdfsamples 1/6/10 4:40 FM

&% test_sub2a ) test0Sfreetext.pdf pdfSamples 1/6/10 4:40 PM

_ ~i2 test_subdb ) testDSPermissions.pdf pdfSamples 1/6/10 4:41PM

I':'I--'EEEE-E Ehared Collections ) testos.pdf ndfSamples 1/6/10 4:38 PM

~ a folder [ testos_0Lpdf pdfSamples 1/6/10 4:33 PM

Search Files

*Google Drive 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 "test0" is entered, only files beginning with "test0" are displayed:

Google Docs
testo| *5

- MName iCuIIecﬁuns

E Shared files E testl 1. pdf a sub dir

test01.pdf a sub dir
'-:J;_E T‘J" Collections = testlitypewriter.pdf  pdfSamples
oS cats test02.pdf pdfsamples
{3 forms testi2MultiLineText.pdf pdfSamples

EJ-£2 pdfSamples test02p.pdf a sub dir

: EIE_E a new collection test2p.pdf a sub dir
E}?—E upload_test testd2p. pdf pdfsamples
= {3 a sub dir test02TypeWriter.pdf  pdfSamples
|:|';_3 d SL.Ib SLIb dir | T N T ¥ _—— . .

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
MNew Search E
E‘ My files ~ Mame
© | shared files £ a new collection

£ test_subl

(=-#2 My Callections

: &2 cats

(- £2 forms
[ pdfSamples
=-&3 sh Create collection

T Delete

Cle o e

P

Enter a name for the new collection in the input dialog.

Manage Collections

*Google Drive 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™.

||__| LESE Lo, P

test36.pdf Open

test37.pdf

test33.pdf Delete

test39.pdf Share

test44,pdf

test45.pdf Remowve from collection

test64.pdf Manage collections
Save locally

This will open the manage collections dialog:

Manage collections

..... D L cats
=[] 4 forms
| B[O g testl

=[] | pdfsamples
- @[] L anew collection
B- [ 4 test

&[] | test_subl
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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

o L cats
=[] . forms
| - [0 g testl

=[] | pdfsamples
@ . anew caollection
- [F] W test

- \, test_subl

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

[4] test24.pdr parsamples 1By 10 454 FM
5 test30.pdf 1/6/10 5:24 FM
a new collection, cats, test_sub1{1/7/10 8:08 AM

@ test35,pdf pdfsamples 1610 4:40 FM

Remove from Collections

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

|__| M L Lo U O sy wane

fact Open
=) test. Delete

Share

Remowe from collection

Manage collections

Share
*Google Drive only

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

EI---?:;E My Collections

Create collection
Delete
Share

Save locally
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This will open a dialog which displays a list of users with access to the selected
item:

| Share - cats I!
User Permissions
abe. oppenheim@goppa. com awner

To grant access to another user, click the "add user" button.
Enter a valid email address, select the permissions to grant, and hit Ok.

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

& Share - cats ﬁ

Uzer Permissions
abe.oppenheim@goppa.com owner
none
view

Add user Close

Download Documents
*Google Drive 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":
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- Mame

4

a new collection

L

pdfSamples

Last Modified
1/7/10 8:08 AM

alphabets,pdf pdfsamples 1610 5:31PM
B appariRoyan.pdf
arrow,pdf pdfsamples 1610 4:41 PM
testd 1typewriter, pdf pdfsamples 1610 432 PM
test02,pdf pdfsamples 1/5/10 4:40 FM
B testozMulLineText.pdf
test02p.pdf pdfsamples 1/5/10 4:40 FM

B test0ZTypeWriter. pdf pdfsamples

test03.pdf pdfsamples Open

testl4,pdf pdfsamples

= Delete

testl s, pdf pdfsamples

testOSfreetext. pdf pdfsamples Share
testl5Permissions.pdf  pdfSamples

testOg,pdf pdfSamples Remove from collection
test0s_01.pdf pdfSamples Manage collections
testl7.pdf pdfsamples

testld. pdf pdfsamples Save locally

testls, pdf pdfsamples NPTy

Select a directory to download to.

The download can be monitored or canceled via the progress dialog:

Download progress ﬁ

il

Current Directory: @ new collection
Current Document: puttest, pdf

L

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.

48



Integration with Acrobat.com, Google, Sharepoint

@| Google Docs

Mew Search

@ My files

£ ] shared files

[El-#=2 My Callections

F!

Create collection
Delete
Share

Save locally

Upload files
Upload directory

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

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.
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{| Open file - Google Docs

Mew Search

@' My files = Mame

E Shared files ﬁ alphabet:

appartfc
DigitalSig
facturel,
form1.pd
form13.p

id
Create collection d
Delete
Share F

Save locally

Upload files

Upload directory

Select the directory to upload. Choose which files to upload from the tree:

@| Choose Files ﬁ

= i -
= F L a SUE Select only pdf files

= . E&':'sunwun

= . |, & sub sub sub dir
[ & test.txt. bet (0 KE)

test11.pdf (200 KB)

i [#] [T testi2.pdf (70 KE)

- [¥] L. a&sub sub sub dir_2

-~ [#] |§| test, tet. tet {0 KB)

-~ [#] [F] testD7.pdf (69 KB)

test08.pdf (3675 KB)

testDg.pdf (447 KB)

Tl P ceemmid — A Fa AR LT

*

m

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 Drive only

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

Reorganize the collection hiearchy by dragging and dropping a selection of tree
nodes:

Adding Documents to a Collection

|New Search |New Search
[ My files - MNai i My files -~ Na
| shared files == em © ] shared files 3 a
tes
El% My Collections g tes [~ My Collections % :Ip
EF% cats L:J% cats B apy
“e-£22 dup test -@ dup test 7 fad
E}% farms =-£3 forms £ tes
% pdfsamples % pdfsamples
E == testl =] nload_test
E}% test % test_subl
--%% anew collection [-£2 testl
eI ==dtest subl £33 test
2= pload_test -@ a new collection
I':'I% Shared Callections [=-%2 Shared Collections
L2 a folder % a folder

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:

I My files - Mame ICoIIecﬁons ILE
E Shared files =3 a sub dir upload_test 1
: =5 a sub dir_2 upload_test 1
&3 My Collectons B alphabets.pdf ppload test [y
R B sppsrtioyandf ot ety
| S dupest B factureLpdf ppoad test [y
/53 forms B oo oad et U
- [-#3 pdfsamples
=
i My files - Mame ICoIIecI:ions ILa
B ] shared files £== a sub dir upload_test 1]
_ =% asubdir_2 upload_test 1]
E% My Collections @ alphabets. pdf a new collection, upload_test 1f
E}% cats El appartRoyan.pdf a new collection, upload_test 1
+-E3 dup test El facture1.pdf a new collection, upload_test 1
E}% forms E] test, twt, twt a new collection, upload_test 1
% pdfsamples
=
Uploading
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Initiate file uploads by dragging files and folders from the local file system:

- T rewrerre
@ untitled - PDF !
File Edit View 5

- ¢
@ ¢

(=1

l

(3
@

-

el 7]

—_—— —

screenshots

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:

Choose Files

[7] Do not show this dialog again

= [#] |, screenshots

@ ScreenHunter_01 Jan. 12 14.31.qif (5
@ ScreenHunter_02 Jan. 12 14.32.qif (6
ScreenHunter_03 Jan. 12 14.32.qif (&
ScreenHunter_04 Jan. 12 14.32.gif (&
: ScreenHunter_05 Jan. 12 14.33.qif (1] |

m
(I

, upload_test F
- , & sub dir
& , @ sub dir_2

- alphabets.pdf (5 KEB)
appartRoyan, pdf (65 KB)
facture 1.pdf (55 KE)

~ [¥] B test.txt.txt (0 KE)

=~ [#] . download test

2 . anew collection
appartRoyan.pdf (65 KB)
test02MultiLineText. pdf {100 KE)
test0 ZTypeWriter. pdf (96 KB)
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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
Text Box

Callout

Typewriter
Sticky Note

| | = m

Graphics Annotations
Circle

Line

Al SO O~ ~|0
U
o
%
>

Measurement Annotations
Distance
Perimeter

A1
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= |Area

Media
@ Sound
& Hyperlink

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
Shape Comments
Text Markup %
Measurement
Multimedia
&’ Rubber Stamps
Export Comments
Import Comments
Flatten Cornrments on Current Page
Flatten All Comments
Delete Comments on Current Page
Delete All Comments
v View Comments List

Hide &ll Comments
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Comments and Annotations

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.

|'1

Square Tool Properties |i

Appearance

Liree ‘Widkh 1 Transparency: 0K %

[ Sticky [T ] Ahways show dialog | 94 | | Cancel J

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).

(For PuBLIC RELEASE]

FOR PUBLIC RELEA SEJ

=

e

'FOR PUBLIC RELEASE |

%
% f

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.
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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 an annotation
group 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
click (Mac: Ctrl-Click) on the annotation and select Mark with Checkmark or
select a status from the Review submenu.
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Shovwy Mote

Mark with Checkmark

Feview kv Mone

Accepted
Delete

Rejected
Flatten

Cancelled
Propetties... 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

& 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
e 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.

Callout Annotation Properties:
o Border Width
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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
¢ 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

O (Circle
. Line

" |Arrow
] |[Square

(& |Polygon
23 Cloud

& Pencil
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¢ Polyline
Circle

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

Circle Annotation Properties:

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

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

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

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

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
¢ 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
e 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
e Transparency (100% transparent is invisible, 0% is completely opaque)
e Color of the line
e Annotation note or comment

Measurement

=+ Distance

=~ PPerimeter

< 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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Measurerment
Distance: 4.43in Ax 44200
Angle:  2.94° A% 023N
Scale: lin=1in
Scale
1 in -~ =1 in -
Precision: | 0,01 " | Calbrate |

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
o 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.

Measuremenk
Distance: 0.71in Ax D44in
Angle: 51.2° A% 055N
Petimeter: 4.17in
Scale: lin=1in
Scale
1 in * =1 in -
Precision: |0.01 - Calibrate
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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
o 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.

To create a Perimeter annotation from an Area annotation, right click the Area and
select "Create Perimeter"” or "Convert to Perimeter”. This will result in a

perimeter measurement based on the exact same selection that was used to create
the area.

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.

Measurement

Distance: 1.22in Axi 1.18i0n
angle:  164.61° A 0.32i0n
Area: 1.11sgin
Scaler lin=1in

Scale
1 in * =1 in -
Precision: | 0.01 - | Zalibrate |

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
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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 |£|

Select towvo points to calibrate the measuring tool,

[7] Do not show this dialog again

3. Enter the measurement in the following dialog.
Calibrate |i|

L

Enter the measurement between the bwo points,

10 in -

[ (4] 4 H Cancel ]

L

o

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

EE)

Measuremenk

Distance:
angle:
Area:
Scale: 3.6338in=10in

Scale
36338 | in v =|10.0
Precision: .EI.EIl - .

Options -

LS
A

in -

Zalibr ake

Media, Miscellaneous

Comments and Annotations

@ Sound
& Hyperlink

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:
e Record an audio comment from a microphone: Choose the microphone

in the microphone combo box. Then click the arrow button to start
recording from a microphone and the red circle button to stop the

recording.

e Load an audio comment from a file: Click the load file button and

browse to the appropriate sound file. Supported formats are .au, .aiff, .wav.
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r X
& Sound Recorder &J
=Mo Audio=
hicro Primary Sound Capture Driver -
l Ok ] | Cancel | | Lo 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.

{4fl| Sound Annotation Properties &J

Mo Sounds

I
lzon Colar : I:I

[mm—  p————

Hyperlink

Add a hyperlink

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.
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Highlight Properties are the same as the Square Properties.

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.

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.

Comments Panel

View the comments panel by selecting View > Comments.
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M Document Comments Forms Images Batch
Attachments [
Bookmarks

| ¥ Comments

_ Layers

v  Pages
- Signatures

Tool Chest Ctrl+5hift+T

T

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

R

5 - & Review - [Find | v [] Hide All Comments

=2 Pagel

™ Qoppa 12/6/12 2:05:41 PM - Polygon
Add picture here

] Qoppa 12/6/12 2:05:52 PM - Square
Review this section later

] A Qoppal2/6/12 2:06:02 PM - Highlight Text
Don't forget this

) A Qoppal2/6/122:06:12 PM - Highlight Text
Mo Mote
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Text Search and Markup Annotations
B8 Search Text
Extract Text
IT Select Text
A Highlight Text
# Cross Out Text
A Underline Text

A Squiggly Underline
T Text

A lInsert Text
7. Replace Text

Search Text

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

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

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

list.

f b |
| Text Search [&J

GuEEn

I Mewe Search I E]E]

[] Caze-5ensitive
[] Whole waords anly

6 Occurences

F1) Queen Cleopatra of Egypt.
P1) herself “Queen of the
P13 Syrian queen, In 272 he sent a Roman
(P1) Syrian Queen
P2 Zenobia, Queen of the
FZ1 die a queen rather than ko live in

To navigate through the list of occurrences, you can:
e Use the Up arrow key (previous) and Down arrow key (next) on your

keyboard.
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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.

Extract Text

To extract text from the current document:

Click on the Document menu on the top toolbar

Choose the Extract Text option

The application will open a Save File dialog

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 then
drag the mouse to select the desired text. When right-clicking on the mouse (Mac:
Ctrl+Click), a menu will appear giving you the choice to:
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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.

Highlight the selected text.

Underline the selected text

Cross Out the selected text.

Squiggly underline the selected text.
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¢ Replace the selected text
e Insert text after the selection.

quickly defeated the harbarians, then
turned his attention to the renegade
Syran 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
Swria

=d her army of archers, fool
savalry in two battles against
» near Antioch and another
in Syria. Aurelian’s veteran

For rectangular text selection, hold down Ctrl (Command for OSX) while
dragging the mouse. The cursor will change to indicate that a different selection
mode is active.

________________ 1

by Pawl Chrastina

Zenobia Septimia was I

King Odenathus of Palmyra,

Roman province |of Syria i
___century AD. &

Zenobia was ‘&’ stunning|

woman with black hair, olive

To exit the selection mode, simply click on the mouse icon ¥ or Escape on the
keyboard.

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 drag the mouse to select
the desired text.
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teeth, and a fery nature, She enjoved
hunting lions from horseback, but she
was also fond of books and learming. m
intellectual interests included military

tactics, Greck nhy, and foreipn
M Although she was an Arab,
she claimed to be descended from
Alexander the Great of Greece and from

Oueen Cleopatra of Egvpt.

All text contained in the selected area will be impacted.

Highlight

teeth, and a fery nature.
hunting lions from horseb
was also fond of books and
intellectual interests inclu
tactics, Greek philosophy.
languages. Although she v
she claimed to be desc
Alexander the Great of Gre
Oueen Cleopatra of Egvpt.

Cross Out Underline Squiggly Underline

teeth, and a fery nature. | teeth, and a fery nature. | teeth, and a fery nature,
hunting lions from horsel| hunting lions trom horseb| hunting lons from horseb
wis also fond of books and | was also fond of books and | was also fond of books and
intetteetnal—intereste—inetn| intelleciual inerests inclu| intellectal jnterests. incly
mt‘_&mk_ﬂhmw- %= = . 5 - [.I:[':i- ‘i::‘i nh'nnnhl. I.I;t';- s'i[; 1|i Dh'lgggh:.

o w Although she v| langusges, Although she v lapsuaees Although she v
she claimed to be desc| she claimed to be desc| she claimed to be desc
Alexander the Great of Gre| Alexander the Great of Gre| Alexander the Great of Gre
Oueen Cleopatra of Egypt. | Queen Cleopatra of Egvpt. | Queen Cleopatra of Egypt.

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

delete it.

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.
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@ Insert Text § ﬁ

Appearance | General | Status History

Icon Color : - Transparency: o %

Mote / Comment :

[] 5ave as default

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

Version 1.1 or any later
Sections, with no Front-
mcluded in the sét:tmn (

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

Replace Text

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

Appearance | General | Status History |

Mark Up Type : :Cruss out Text v

Mote / Comment :

Some new text]

i

[] 5ave a= default

' [7] Always show dialog I oK ” Cancel ]

0123456789:;<=>?@ABCI
“abcdefghijkimnopgrstuvw)
-I!IH!. "'TMé}m'iY 1¢~£n¥:§.

O.

AP P & L
AM%%‘EGEEEEHHBAN

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

77



PDF Studio 8 User Guide

Final, For Comment, For Public Release, Not Approved, Not for Public Release, Sold,
and Top Secret.

@ Manage Stamps (==
= by Standard Stamp Mame: FOR PLUELIC RELEASE
# ASI5
# APPROYED
& CONFIDEMTIAL
# DEPARTMEMTAL
# DRAFT
- @ EXPERIMEMTAL
- 4 EXPIRED
L ]
*
-
*
*
L ]

FINAL
FOR, COMMENT

TR [FOR PUBLIC RELEA SE]

NOT FOR PUBLIC RELEASE
SOLL

TOP SECRET

- gy Text

‘@ Customstamp

L@ Test

[ ) Images

----- o My Custom Stamps

=) 28] ———

e

The stamp tree can be modified using the buttons in the stamp toolbar:
« & Adds a new stamp to the tree.
« ¥ Adds a new folder to the tree.
. & Brings up the edit dialog for the currently selected stamp.
« [T Deletes the currently selected node.

Create an image stamp

Users can create image stamps from any image (jpg or gif format) accessible from
their computer, for instance their own signature stamp.

To create an image stamp:

1. Click on Comments > Add Stamp > Create Image Stamp from the top
toolbar to open the Create Image Stamp dialog (see below)
2. Enter the options for the image stamp.
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W) 0 3] Create Image Stamp
Category: | <None> s | Add |
Mame: [ | Set as Default Stamp
File: [ [
Scale: | 100 [7]%
Transparency: 0 I;I %

Image Preview

Rotation: 0|5

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.

Set as Default Stamp — Check this to set this stamp as the default stamp
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

Rotation - The angle the image should be rotated

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

800 Create Text Stamp
Category: | <MNone> s | Add |
Name: | | Set as Default Stamp
Text: | 7 [ |Stamp

Transparency: 0|5 Color: -

Scale: | 100 |[;/% 125x 125

Rotation: 45 |;|

The options for a text stamp are as follows:
o Category — Category to add this stamp to.
¢ Name — Name of the stamp. The name is used in the Stamps menu.
o Set as Default Stamp — Check this to set this stamp as the default stamp
o Text — Text to be displayed on the stamp.
There are predefined keywords to allow you to refer to the current page,
current date, etc.
o $page — The page number
$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

0O O O O o o o
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$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

o $longhour -The current hour, 0-23

0O O O O 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

o Rotation - The angle the text should be rotated

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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Category: :{None:: v: Units: :In::hes v:

Mame: |Customm Stamp 1 Width: 3.472 5| [ Fill Color: S

[] 5et as Default Stamp Height: 2.083 = Transparency: )=

OB B | & w0 YRIEF|IONVYERFO G

Text box
One

Textbexiwo

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.

B % H&

. e‘ Sound
= Image
& Link
5? Attach File as Cornment
& 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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1|

T test04.pdf
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Open an attached file

To open an attached file:

« [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:

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

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

o 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.

Appearance
Border Width : 18
Border Colar : _
Action

@ Open a web link
G0 ko a page in khis document
| 3o ko a page in another document

1 Cuskom Link

uRL: || [z

Link Properties:

o Border Width

o Border Color

e Action

o Open a web link. Some examples of valid links:

=  http://www.qoppa.com
= ftp://ftp.site.com
» file:c:\goppa\temp.txt
* mailto:johndoe@gmail.com

e Go to a page in this document.

e Go to a page in another document.
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e Custom link. Allows you to add multiple actions from a list of available
actions:

IGD to a page in this documernt -

Zotoa pade inthis document
TG0 to a page in ancther document
Shove Hide a field

Open file
Open a web link
Reset Farm Fields

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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'E‘ Auto Create Links ﬁ

o=

Link occurrences

Make Text Link
|support@quppa.mm mailto:support@goppa. com
|www.qnppa.mm VW, QOPPE. com

Search for: Page 1

Web links Email links

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.
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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 Items in My Comments and Recent comments can be reordered,
- My Comments deleted, or resized.
X C B e To reorder, select one or more comments and drag to
O D the desired location.

e To delete, select one or more comments and press
A Delete, or right-click and select Delete.
e To resize, select the arrow next to Tool Chest and

- Recent Comments choose Small, Medium (default), or Large.

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 @ then select the
object(s) that you want to modify.

Edit Text

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

Goldepr sniral

Text properties

' '
In geometry, g Remove Delete/Cut 1EC

factor is ¢, the golden ratio.!!! That s, Redact text &

further from s orgin) by a tactor 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: 22 -
Outline Color: . Outline Width: 0.5 -

Character Spacing: |0 » | Horizontal Scaling: | 100%

Word Spadnag: 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.

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:
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e 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

e Character Spacing — increase the space between each letter

 Word Spacing — increase the space between each word

e Horizontal Scaling — increase or decrease the spacing between each letter

o Baseline Offset — move line of text above or below the surrounding text;

create super- or sub-scripts

e 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

1 1/

After

1 1/¢

L q;] J

Approximate and true golden spirals: the grey

spiral is made from quarter-circles tangent to
interior of each square, while the red spiral is
golden spiral, a special type of logarithmic spi
Overlapping portions appear vellow. The leng
of the side of a larger square to the next smal

square is in the golden ratio.

spiral 15 made f
Redacted

quarter-circles tangent to

Pach square, red spiral iy

. . Deleted
golden spiral, a spgc

rithmic spi
vellow. The leng
of the side of a larger square to the next smal

square is in the golden ratio.
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Edit Images

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

Image properties

Delete/Cut

Remove b
Redact image

Save As

Image Properties

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

Color space: DeviceRGE

Compression type: FlateDecode
Dimensions: 1200p x 309p
Size: 74.10kb

Saving Images
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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.

.
Path Object - Properties (SES

Fill Color:
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Batch Processing

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

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

Each Batch dialog has the same parts:

Batch-specific options (if applicable), file list, save options, and passwords
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Choose Batch Files

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

File List
i B

File name

7| Set a default batch drectery  [C:\test

Fée path
test0 L. pdf Ci\testitestd 1. pdf -
[kest2.pdf [C:\estiresto. pdf '
[testOZp.pdf IC: \testtesti2p, pdf
ko=t pdf C: \testitesto3,pdf ¢
[kestos pdf & \testitestid.pdf 1
[testOS.pdf IC:\testitest0 s, pdf
[test06.pf IC:\test\test0s. pdf
(test07,paf C:\testinest07,pdf
test0d. pdf 1 \test\test0d . pdf
ftest0d pdf IC: testtest0d, pdf
[test13.pdf [C: Yrestiest13.pdf o
testi4.pdf i \test\best 14, pdf -

@@ @

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.

il Removes the selected file(s) from the list.
i B Moves the selected file(s) up the list.
' 4 Moves the selected file(s) down the list.

Set a default batch directory

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:
Password 2:
Password 3: Edit

Password 4:
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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.

Select Header & Footer

| BatesNumber Header Sample s/ | Add | | Edit |

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.

Select Watermark

. PAID Sample s | Add | | Edit |

Convert a Batch

Convert all supported non-PDF files into PDF.

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.
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Box
{*) Crop Box ( ) Bleed Box ( ) TrimBox ( ) Art Box

Margins
Units: | Inches =
Top: 0[)in Bottom: 0[] in
Left: 0[)in Right: 0[] in

Extract Images for Batch

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

Export Pages as

Image Format | JPEG *)
DPI Resclution: 150 (|2 | ? |
JPG Quality: { p— & | 7 |
1 1 1 1 1 1 1 1 v 1 1 -
0 10

e 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.

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.

Merge a Batch

Merge multiple documents. It will convert all supported non-PDF files into PDF.
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Bookmarks

| | Add a bookmark for each merged document

Preflight a Batch

Preflight a batch of documents. After the process completes, the results of the
preflight check are displayed in a dialog.

Select preflight profile
| PDF/X-1a:2001 -

Select a preflight compliance standard:
= PDF/X-1A:2001
= PDF/X-1A:2003
= PDF/X-3:2002
= PDF/X-2:2003

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

Print a Batch

Print multiple PDF documents.

Set Initial View for a Batch

Modify the initial display properties of multiple PDF documents.
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Layout and Magnification

4k

Mavigation Tab: | Default

4k

Page layout: Default

4

Magnification: Default

Open to page: 1

 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.

 Magnification — Set the initial magnification level for the document.

e Open To Page — Set the page the document is opened to.

Set Security on a Batch

Modify the security settings (using the same passwords and permissions) of
multiple PDF documents.

Passwords Permissions

Acrobat 5.0 and later 3 High (128-bit RC4)

Allow Printing High Res Allow Document Changes

Open Password Confirm Password

Allow Printing Allow Document Assembly

Allow Text & Craphics Extraction Allow Annotations and Comments

9 N
9 N

Permissions Password Confirm Password

Allow Extraction for Accessibility Allow Filling Form Fields & Signing

o Passwords — set passwords to protect the documents:
= Password to Open Document — also known as the user password, it is
the password that will be required when the documents are opened.
= Password to Change Permissions — also known as the permissions
password or owner password, it is the password that will be required
when trying to change permissions and passwords on the documents.
o Permissions — set specific permissions for the documents:
= Allow Printing High Definition — automatically grants the "Allow
Printing" permission.
= Allow Printing
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Allow Text & Graphics Extraction — automatically grants the "Allow
Extraction for Accessibility” permission.
Allow Extraction for Accessibility — in support of accessibility to
disabled or other purposes.
Allow Change Document — automatically grants Allow Document
Assembly, Allow Annotations & Comments, and Allow Form Filling &
Signing
Allow Document Assembly — inserting, rotating, or deleting pages;
creating bookmarks or thumbnail images.
Allow Annotations & Comments — automatically grants Allow Form
Filling & Signing.
= If Allow Change Document permission is also granted, creating or
modifying interactive form fields (including signature fields) is
allowed.
Allow Form Filling & Signing

Split a Batch

Split multiple PDF documents.

Split Document

4 b

Add Edit

Select a split configuration from the "split document” drop down box. Or add a
new split configuration with the "new" button.
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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.

ot

‘ (o & PEIE].
% Zenobia Picture
1,!; @ Page 4
15 @ Page?
m || W Paged
Fe-4 Page 9

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

- % Fage| Cut Ctrl +X

- 4 Page

- # Page Paste CHel +4

- 4@ Page| Fermowve Delete

- @ Page| f

;! Page 'ﬂ,'dd [ 3 EEf':l re
i Rename After
& Page

- # Page| Froperties hild

set Destination

Remove a Bookmark

To remove bookmarks, either select the bookmark and press delete on your
keyboard or right-click (Mac: ctrl+ Left click) on the bookmark in the bookmark tree
and choose the remove option in the mouse menu.

B4 % % CHA CF = W
g [mg o= | | x| 4
T o4 Page 1
E==a ------ # Zenobia Picture
1) o 5m ._
|~ ®Pa Cut Ctrl+X
o Paste Crl +
Fertiiuve Delete
Add 4
Rename
Fropetties
Set Destination

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
a child of Page 20. a child of Page 18.
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e T v ——] | [ T . —— - |
T . e § % | x|
ol —-— # Page 10 i - # Page 10
e R @ Page 11 |— | Lo # Page 11
E ...... & Page 17 E ...... & Page 17
_E ...... & Page 13 _E ...... # Page 13
L | e # Page 14 | e # Page 14

...... # Page 15 -~ Page 15

...... # Page 16 -~ Page 16

...... # Page 17 i Page 17

| Page 18 = | Page 18
fo. Page 20 fdp Page 20

[ ] Pade19 [l | P4y 19

...... # Pa 3 i P 23

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

@]Mdzb]|ﬁ%Jm
OvVRFOo | B[J/Q eIl

@z 8- | E-v m | q INAITTIC UT CITETUIC UTEAITTL

e Business mailing address:

Contact person and title: .

B ookm aks I | Fages

Type of Eligible Activity |

Activities that create or pi
B Construction of si
B Conversion
[®lR chabilitation
O Acquisition
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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.

[ < ] (R oA — r
8% = | W x| d g
= i
57 | P # Page 1 |

...... .., F'age4 11
% '-'.5---_:| Page 16
£ - Page 22 y
= # Page 33
— | % Page 3 CO P\
..... * W L -
----- # Page Cut Ctrl+X |
-1 Page Paste Ctrl+y ]
..... ... F'EII;E
..... & Page Rermowe Delete i
..... ... PagE 5
B+ Pags Add k
ot Rename o
Properties |
i
Set Destination

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:
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thction ! Appearance

Bookmark Title: | Page 1
Bookmark, Actions

G0 ko page 1 in this docurnent

add ] [ Edit: ] [ Remove

Selecting Add or Edit will show the action dialog:

Goto g page in thiz document b

Goto s page inthis document
HZoto a page in another document
Showy Hicle & field

Open file
Open a wweh link
Feset Form Fields

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:

| Action | Appearance |

Text Color ; -
Teck Skyle

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

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.
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Auko Create Bookmarks

Create bookmarks for all pages

@ Create bookmarks For selected pagess | 1 To | 82

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 Snﬂwarel

File Edit View Document Comments Forms Images Batch £

-l - S B KA e b b
IDTea B0 e [

........

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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Initial View |

| General

Security

Security Method : Mo Security

Document Open Password : Mo

Permizsions Password : Mo

Permissions

Printing High Res : Allowed ? Change Document : Allowed | ?

Printing : Allowed ? || Document Azzembly Allowed 2

Text & Graphics Extraction : Allowed ? | Annotations & Comments Allowed ? |

Extraction for Accessibility : Allowed 7 Form Filing & Signing : Allowed 3
Clear || Edit |

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.

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.
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* 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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Compatibility

Compatibility: :iﬁ.crubat 7.0andlater | » | High (123-hit AES)

Password
[] Password To Open Document Retype Password
[ Password to Change Permissions Retype Password
Permissions
[#] Allow Printing High Res E [#] Allow All Changes
[#] Allows Printing E] [¥] Allow Document Assembly
[#] Allow Text & Graphics Extraction [E [#] Allow Annotations and Comments
[#] Allow Extraction for Accessibility [#] Allow Filling Form Fields & Signing

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 IDs &

Create a Digital Signature Field

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

- g mgg—

Batch [Security| Help
T Document OO

] Security Settings LS
IEI |: Sign Docurment a 5

Sdd 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.

Fax Mo:
E-mail Address:

cks are fully and correctly completed, sign below.
nformation on this applica- DEPARTMENT USE ONLY

omplete to the best of my ——
=

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

: y CN=Suzle Libra,
| uzie OU=Department,
Q=Qoppa Soltware.
H L=Atlanta, ST=G4 7 -
lera =S E,ah.. 004 Apply Signature
11:7:53 EST

-

Clear Signature

Add trusted certificate...
Edit

Delete

Properties...

If the field is signed, the only enabled menu options are Properties and Clear
Signature. The Properties option will display additional details about the signature:

F 1
| Signature Validation Status Iﬁ
Signature validity is UMKNOWMN:
- 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: Moy 10, 2009 11:09:10 AM EST
Reason: =Mot 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.
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i
Apply Signature
Clear Signature
Edit
Delete
Properties..,

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

Apply a Digital Signature

Digital signatures may be applied to documents using digital 1Ds contained within
PKCS#12 files. To apply a signature, click on a signature field or select Sign
Document from the Security menu. If PDF Studio has one or more digital IDs
stored, the user will be prompted to pick from the existing IDs. Otherwise, the user
will be prompted to either create or import an ID.

Create or import a digital 1D

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.

8| Add Digital ID

In arder to sign a document you musk use a digital ID, You can either
import one from a file (PKCS1Z format, (plZ, pfx) or you can creake
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
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This option allows the user to import digital IDs in .pfx or .p12 format. Browse for
the digital ID file and enter the password to add this digital ID to PDF Studio. You
will be required to enter the password whenever you use the digital ID.

@ Add Digital ID S5

Browse for a digikal ID, Digital ID files are password protecked and require
a password in order to be opened.

File name:

CAPOFStudiosigntQoppa Software.pl 2 Browse, .,

Passwiord;

o i

se 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.

Passwiard:

FEFTFATFTATFTATFIATAASTSNS

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

Enter vour password to use when signing documents with this digital 10,
My Passwiard:
Confirm Password:

Password Hink

< Back |[ Mlexk = ]| Zancel

Create new digital 1D

This option allows the user to create a self-signed digital ID.
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a2 1
New Digital ID S5

Enter the following information to create yvour digital ID.

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

Organization Mame: |Qoppa Software

Locality(City: Atlanta

State: GA

Country: us

Email: qtest@qoppa. com|

| < Back H Mext = ]| Cancel |

.

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

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.
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@/ Sign Document ﬁ

Diigital 10 _Qn:nppa Software <suppart@aoppa.com s =)
Password:
Certificate Issuer: Qoppa Software
Appearance
_Qn:nppa Imnage > |

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= -
Location:

Conkact Info:

[ Sign ] I Close J

e

Pressing the Sign button will apply the selected signature.

Customize Signature Appearance

To modify the signhature 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:

Premview

Digitally signed by Your Mame
0 u r cn=Your Name, ou=
Crganizational Unit, o=

Organization Namae, |=
Locality/City, st= State, o=

N a m e Country, email= Email
Drate: 2010.06.22 11:10:52 EDT
Image
[ Shaw Image Transparency: 0
File:
Align: | Center
Texk

Show:
Mame Digitally signed by Date

Camman Marie Organizational Uit Organization Mame
Localiey i Ciky Skate Counkry
Ernail

Orientation; | Left bo Right

(04 J I Cancel

Validate Digital Signatures

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

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

‘/ The signature validated correctly, that there were no changes made to the document, and that the
issuing certificate authority is trusted.

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

117



PDF Studio 8 User Guide

x There were problems validating the signature. The problems can include changes to the
document after the signature was applied.

Manage Trusted Certificates

When PDF Studio validates digital IDs, it checks that the digital 1D 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 [Security| Help

T Document ,J_(L(t i ] [WT

Security Settings J Trusted Certificates |

1111 E

Sign Document | Digital ID's
Add Signature Field |

This will open the Trusted Certificates dialog.

|@| Trusted Certificates | ]

Subijeck Issuer Date
Jun 22, 2010 9:49: 12 AM EDT

B2 Qoppa Software Qoppa Software

& rport  [Z] Detals T Delete

Close

e Import - Opens a dialog to import certificates
o Details - Displays details of the selected certificate
o Delete - Removes the selected certificate

Manage Digital IDs
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PDF Studio allows the user to manage the Digital IDs. To do so, open the Digital

IDs dialog by selecting Security > Security Settings > Digital IDs from the top
toolbar.

Batch [Security| Help
| @ S Document JM' £y W Tﬁ
] Security Settings J Trusted Certificates
@ Sign Docurment | Digital IDs
Add Signature Field |

This will open the Digital IDs dialog.

(@] Digital IDs S

Display Mame Path Date

Qb Qoppa Software <support@qoppa,com | O UsershGerald Holmannh, POFStudiohsigniQoppa ... [ Tue Jun 22 09:49:12 EDT 2010

Add Digital ID @ Change Display Mame  [i] Remave

Close

e Add Digital ID - Opens a dialog to create or import a digital ID
e Change Display Name - Changes the display name of the selected digital ID
e Remove - Removes the selected digital 1D
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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

Title:
Author:

Subject:

(anonymous)
(anonymous)

(unspedfied)

Keywords: | mulib version: 0. 13.0, mwlib.rl version: 0,12.9, mwlib.ext version: 0.12.4

ReportLab PDF Library - www.reportab.com
14

C:\temp\golden spiral.pdf

Dec 1, 2011 1:19:43 PM

Producer:
Version:
Path:
Created:
Modified:
File Size: 178.43 KB (182,712 Bytes)
8.27x 11.69in

Mumber of Pages: 4

Metadata

Page Size:

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

Displai/s a list of fonts used in the document.

General | Security I Initial View | Fonts

Fonts Used in this Document

I}" FreeSans (Embedded Subset)

- Type: TrueType

-Encoding: Built-n

}_}' FreeSerif (Embedded Subset)

- Type: TrueType

--Encoding: Built-n

}_}' FreeSerifBold (Embedded Subset)
- Type: TrueType

-Encoding: Built-n

I}" Freeserifltalic (Embedded Subset)
- Type: TrueType

--Encoding: Built-n
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Compare, Loupe, Pan and Zoom

PDF Studio has several options for close inspection and comparison of PDF
documents.

e Compare Side by Side

e Loupe

¢ Pan and Zoom

Compare Side by Side

As of PDF Studio 7, you can view two documents at the same time using Compare
Side by Side in the File menu.

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.

" 8] Compare Side by Side - Ctemp\Cinderella_(1865).pdf | CMemp\Cinderella_(1865) v2.pdf [SlE] =T
B K43 |ofep | OHHE R[22  ~A|FH| K43 [ferd | OHBE RFRs |4
GNVYHEHFeeE | BEDeE AAAAIQGNVYIEGRGE | BEADP@ AAAA7

CINDERELLA:

€y L,

CINDERELTA : ‘

m

THE {4TILE GLASSE SLII'PER, TOE LATrLE GLASE SLIPPEL.

luens was, mawy rears age, w gontlemon who hgd o« ‘ Luene wos, many years ago, o genllemon who had a
charmimg lwdy for his wift, They had one danghter only, | charmmz lady for his wift, They bad ons danghter only,
wlhi wus very dufifol to her parents. Bt while sho was

m
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| wli wiee very dutifol to her parents, Bnt while sho s
) sbill very young, her mamons died, to the gl of ber shifl very young, her mammas died, to the geicl of bor
| lusband aed denghter.  After o thns, the Tidde gid's lusband el denghter.  After o fhos, the Tidde gid's
| papa marticd awoller Tady.  Now thie buly was peosd popa married anotlor ludy.  Now thie buly was peowd
I und Banghty, acd bad lwo grown-up dangbien as disa- und Banghty, acd bad lwo grown-up dagbien as disa-

oveeehle as horzall: so the nove wid found evereihine st arserhle as Borzell: go the wooe el foond evervthine st
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@ . . . .
4. The 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 [Sii= 2|
EEH ddls of1zD-H;|]BEE_J€L92.9 RA|EHE | Mda of 2B | [ H W | &[e2a - | A
ONVEFROG® | BEEAD>E AAAAJIOVMVEIFQRG¢ | EEDPoE AAAA:7
I CINDERHELA: i CINDERELTA: §
anwr, o,
| THE LITULE GLAS3 SLIPPEL. THE 1T0LE GLASE =LIPPEL.
B} Loupe Tool B _q:“ - F=5)
OR, “ i

While #lie wne sobbing, her godmatler,

199% ﬂ
100 3200 6400
e T
Lo ey bitlerly,

o e ol whea b et sl 3 200
lo ey Bitterly,  While ale wae zolbbisr, her modmother,

LT T

While in Compare Side by Side mode, each copy is still editable so you can

5.
copy changes from one version into another or add new content.

Loupe
A draggable rectangle that zooms in on the PDF to show the smallest detail

Loupe Tool
>7@ABCDE!
" us

@ABCI

AjZY jCED¥
I IDNOOOO(

— |"|_
Eﬁg% |&| |IIM:|IIII|IIIIIIIII|IIII|IIII|IIII|IIIIIIIIIlIIIIlIIIIlII
3200 6400

100
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Pan and Zoom

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

[ - . A A | L (=

A Options « ® |
Pan And Zoom

COURIER

!

0123456789 : ;<=>?@ABCDEFGHIJKLMNOPQ
abcdefghljklmnopqrstuvwxyz{|}~0€O
o /e —"ME,peZY [CEU¥|§"02«-0O7 :

2 - o

AAAAAMCEEEEII I IBNOOOOOX@UUUUYPES
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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 Batel

Attachments

Bookrmarks

Comments

Layers

Pages

Signatures

Teol Chest Ctrl+Shift+T

v | Invert Colors
P

Golden spiral

Golden spiral

In geometry, a golden spiral is a logarithmic spiral whose growth

further from its ori

Formula

The polar equation for ilden spiral is the same for other

logarithmic & a special value of the growth factor l:l:l'I

square is in the golden ratio

) f_1 ]ul: T I.-"'u.:j._
with e F e base of natural s, a being an arbitrary positive real constant, and b such that when 015 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.

Save Files To
Destination Falder : ChJohniimages | |
File Mame Pattern ; test36_page |Z|
DPI Resolution 72l [z ]
P Cuslity B g [2]

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.

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

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

o From O — very high compression — very low quality
o To 10 — low compression — very high quality
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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.

Save Files To
Destination Folder : Chlohmimages |:|
File Name Pattern test36_page (2]
DPI Resolution 721 (7]
Carmpression ; Group 4 Fax - EI

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

o 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.

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.
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Save Files To
Destination Folder CJohnimages |
File Mame Pattern : test3f_page T|
DPI Resolution : 72 (2]

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

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

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

DPI1 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.

Save Files To
Destination Folder: C:4 JohnMyImages | |
File Mame Pattern: mydoc_page| (2]
DPI Resalution ; 725 |Z|

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

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

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.

DPI1 Resolution — Choose the desired resolution in DPI used to render the
page. 72 is the PDF native resolution.

Import Images as Pages
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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, or choose a source folder, and press the
start button.

~File List
Add files || Add folder | [ Seta default directory  Default directon

Drag and drop files or folders into the File List
* File name File path Size Last Modified | |
Batch crop.png C\Users... |18 KB 11/20/12 3:27 .|
Batch extract images.png C\Users... |17 KB 11/20/12 3:27 ...
Batch header.png ChUsers...|12 KB 11/20/12 3:27 ...
Batch initial view.png ChUsers...|18 KB 11/20/12 3:25 ...
Batch merge.png C:\Users...|10 KB 11/20/12 3:28 ...
Batch preflight.png C:\Users... |10 KB 11/20/12 3:28 ... —
Batch security.png C\Users... |34 KB 11/20/12 3:29 ...
Batch split.png C\Users... |10 KB 11/20/12 3:29 ...
Batch watermark.png ChUsers... |12 KB 11/20/12 3:27 ...
batch.png Ch\Users...|64 KB 11/20/12 3:24 ...
comments - pane.png C\Users...|30 KB 11/20/12 2:15 ...
Compare - loupe.png C\Users... |31 KB 11/20/129:54 .. ||
Compare - 0an Zoom.ond ChUsers,,. |93 KB 11/20/129:56 .. [ ¥

(@] =] ][%][=]

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.

2 oom [T & u@®)

i HF §- AAAAE —1 Y

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

E-mail hmamem @woodruffcenter.org

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 replacerment fee per card.

Chanee of Name aor Address

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.

PDF Studio 6 Pro e |

The area has been copied to the clipboard.
Image saved to ChScreenShot\test\PDFStudic 02 09-Mov 11.22.png

[] Do not show this dislog again

The destination and format of the output image can be set in the user preferences
under General > Snapshot.

Snapshot
9 S
Folder: [C:\temp |
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Fill and Save PDF Forms
Javascript

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. 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.

Javascript

PDF Studio supports Acroform (non-LiveCycle) Javascript in PDF forms.
Javascript can perform calculations, button actions (adding images, submitting
forms, or populating other fields), validate field input, and set field formatting,
among many other things.

In Preferences, Javascript can be set to Always on, Never on, or Prompt when you
open a document with Javascript in it. Prompt is the default.

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
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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
2. Select whether to import in FDF or XFDF format
3. The application will open a file chooser dialog. Select the file you wish to
import from

Reset Fields

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

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

Flatten Fields

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

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

Highlight Fields

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

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

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

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

PDF/X-1a:2001 — I1SO 15930-1
PDF/X-1a:2003 — ISO 15930-4
PDF/X-3:2002 — ISO 15930-3
PDF/X-3:2003 — ISO 15930-6

Preflight a document

Preflight a batch

Preflight a document

To start a preflight operation, choose Document > Preflight from the menu and
choose the standard that you would like to use to check the document.
Alternatively, you can also press Ctrl+Shift+x to show the Preflight dialog.

From this dialog, you can choose the desired format and then press Execute to run

compliance checking. When the Execute button is pressed, the application will
check the document and then display the following dialog with the results:
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\@) Preflight - PDF/X-1a:2001 S|

[=- | . Preflight Results - PDF[¥-1a:2001

t:} Missing GTS_PDFVersion key.

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

E} Document Litle missing.

6 Missing Trapped key.

- | Inkeractive Form figld inside page area: 13 times,
[#- | Uses colors other than CMYE or Spok: 114 times,
t:j Page 1: Missing Trim and Art box,

=~ . Document Qverview

i) Creatar: Adobe Designer 7.0

_t) Producer: Adobe Designer 7.0

_U Created: Jan 23, 2007 9:38:05 AM

i) Madified: Jan 23, 2007 9:38:05 AM

-\ 2 Page Count: 1

[#- | Preflight Infaormation

| gl Expand | | == Collapse | | £ Print | [] Add as annotations

[ Profiles ” Close ]

This dialog lists any content in the document that is not compliant with the given
specification. To add annotations to the PDF document where compliance problems
were detected, check the Add as annotations box before closing the dialog.

Preflight a Batch

Preflight a batch

134



	PDF Studio - Version 8
	Getting Started with PDF Studio
	User Preferences
	Open the Preferences dialog
	General
	Comments
	Display
	Document Services
	Email
	Javascript
	Print
	Scan
	Sign
	Text To PDF
	Toolbars
	Updates

	Keyboard Shortcuts

	Creating and Rearranging PDFs
	Merge and Split Documents
	Supported File Types
	Scan to PDF
	Modify PDF Pages
	Append Document
	Insert Pages
	Extract Pages
	Replace Pages
	Delete Pages
	Rotate Pages
	Reverse Page Order
	Drag and Drop
	Cut, Copy, and Paste Pages
	Split PDF Documents
	Split a PDF document / Create a new split configuration
	Split Options
	Split a PDF document using an existing split configuration


	Crop Pages
	The Crop Pages Dialog
	Crop Tool

	Headers and Footers
	Creating and applying a new header and footer
	Header and footer options
	Apply an existing header and footer
	Removing a header and footer

	Watermarks
	Create and apply a new text or image watermark
	Fill watermark options
	Apply an existing watermark
	Removing a watermark


	Integration with Acrobat.com, Google, Sharepoint
	Login
	Logout
	File Management
	Open a File
	Open a non-PDF File
	Save a File
	Delete Files
	View Documents
	Search Files
	Add Collections
	Manage Collections
	Share
	Download Documents
	Upload Documents
	Drag and Drop

	Comments and Annotations
	Create an Annotation
	Set Tool Properties
	Update an Annotation
	Move or Resize an Annotation
	Delete an Annotation
	Flatten an Annotation
	Copy and Paste Annotations
	Group Annotations
	Paste a Clipboard Image as a Stamp
	Paste Clipboard Text as a Text Box
	Set a Status or Check mark
	Text Annotations
	Text Box
	Callout
	Typewriter
	Sticky Note

	Graphics Annotations
	Circle
	Line
	Arrow
	Square
	Polygon
	Cloud
	Pencil
	Polyline

	Measurement
	Distance
	Perimeter
	Area

	Calibration
	Media, Miscellaneous
	Sound
	Hyperlink
	Highlight

	Import Annotations
	Export Annotations
	Comments Panel
	Text Search and Markup Annotations
	Search Text
	Extract Text
	Select Text
	Highlight | Cross out | Underline | Squiggly Underline
	Insert Text
	Replace Text

	Rubber Stamps
	Apply a rubber stamp
	Manage stamps
	Create an image stamp
	Create a text stamp
	Create a custom stamp

	Miscellaneous Annotations
	File Attachments
	Attach a file
	Delete an attached file
	Open an attached file
	Save the attached file to your computer


	Links
	Create a link
	Auto create links
	Auto remove links

	Tool Chest
	My Comments
	Recent Comments


	Editing and Managing PDFs
	Edit Text
	Text Properties
	Removing Text

	Edit Images
	Image Properties
	Saving Images
	Removing Images

	Edit Paths
	Batch Processing
	Choose Batch Files
	Set Open Passwords, Configure Output
	Apply Headers and Footers to a Batch
	Apply Watermark to a Batch
	Convert a Batch
	Crop a Batch
	Extract Images for 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

	Bookmarks & Outlines
	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

	Document Security
	View Current Security Settings
	Change Current Security Settings
	Set Security on a Batch
	Digital Signatures
	Create a Digital Signature Field
	Modify a Digital Signature Field
	Apply a Digital Signature
	Create or import a digital ID
	Import digital ID from file
	Create new digital ID

	Select a Digital ID
	Customize Signature Appearance
	Validate Digital Signatures

	Manage Trusted Certificates
	Manage Digital IDs


	Document Properties
	General
	Security
	Initial View
	Fonts

	Compare, Loupe, Pan and Zoom
	Compare Side by Side
	Loupe
	Pan and Zoom
	Invert Colors
	Import and Export Pages
	Export pages as JPEG
	Export Pages as TIFF
	Export Pages as PNG
	Export Pages as GIF
	Import Images as Pages
	Import an Image as a Stamp

	Snapshot Tool

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

	Preflight Verification
	Preflight a document
	Preflight a Batch


