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1 Welcome

./:l\a
|
PDF-Tools V6

PDF-Tools is one of the most advanced and customizable software tools available
worldwide. It's a dynamic and user-friendly solution for the creation and manipulation of
industry-standard PDF and image files. We have greatly innovated and enhanced our
software; PDF-Tools is the most sophisticated version to date. Featuring twenty-six standard
tools, as well as the option to clone, edit and create fully-customizable tools, it's the ideal
software to compliment your existing PDF facilities. PDF-Tools requires no additional ‘plug-
ins' or applications. It optimizes the efficiency of your projects and meets highly-specific
demands with ease.

There are two further Tracker Software products included in this bundle:
PDF-XChange Editor — one of the fastest and most feature-rich options available to view,

edit, modify and OCR image-based PDF files. See here[ for the PDF-XChange Editor user
manual.

PDF X-Change Lite — our award-winning technology that installs as a virtual printer and can
be used to print-to-PDF from all Windows applications. See herels for the PDF X-Change
Lite user manual.

We offer several further cutting-edge applications for the manipulation of PDF and image
files. Further details are available at the Tracker Software Products Page.

Our goal is to provide software to generate truly optimized PDF files that retain their
original format. If you have any queries please Contact Us - we aim to respond to all
communication within half an hour.

Use the Table of Contents on the left to browse the topics of this manual. Click topics to
expand them.

Click the icons above the chapter headings to search the following:
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E Table of Contents
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st Keyword Index

E Search Topics

Installation instructions are available here.[ 4]

A PDF version of this manual is available here.
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1.1 System Requirements

System Requirements

PDF-Tools supports all Windows (32/64 bit) operating systems from Windows XP and later:

.._ r Compatible with

Compatible with

~_

..l"i.i n :4:',: W F: MHdﬂ‘ﬂSTD

Mli:fi;?:;;:ws XP s .
: EES Windows7 Compatible

Figure 1. Supported Operating Systems

Please note that, although many users have virtualized some of our component products such as the PDF-XChange Viewer and
PDF-Tools application using XenApp, we do not support this at this time. Specifically, the printer drivers are not designed to work
in a virtualized environment.
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1.2 Installation

] =

/3

Installation

Follow these steps to install PDF-Tools:

1. Use the link in your purchase confirmation email or click either of the links below to
download the evaluation version of PDF-Tools:

PDF-Tools (includes the trial version of PDF-Tools).

PDF-XChange Pro (includes the live version of PDF-Tools. A serial key/activation
code is required for this option).

2. When the download is complete, click the PDFTools6.zip file to open the
containing folder. (Winzip and CnetsDownload.com have free downloads available if

you require software to unzip files).

3. PDF Tools6 is displayed next to an icon. Double-click either the text or the icon to
open the Run/Cancel dialog box.

4. Click Run to open the PDF-Tools V6 Setup.

5. Click Install.

Please note that the first time you run the installer you will be prompted to enter your registration number/activation code. We
recommend that you copy and paste this from your receipt to avoid mistakes.

If you have already installed the evaluation version of PDF-Tools then there is no need to install it
again. Follow these steps to register:

1. Open PDF-Tools and click r—?} Preferences in the Main Toolbar.

2. In the Preferences dialog box, point to the Categories menu. Click Registration to open the
Registration Info dialog box

3. Click Add new Serial Key to open the Add New Serial/License Key dialog box.
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4. Click Paste Key from Clipboard or enter the details into the text box manually.
5. Click Continue to register.

Alternatively, the XCVault.exe file attached to your invoice can be used to register your
license with PDF-Tools. Click the file and the software will register and update
automatically. The trial version of PDF-Tools must first be installed to do this, which is
available here. The XCVault.exe file can also be accessed from your online account with
Tracker Software. Login at the main website and move to the Your Products & Serial
Numbers tab:

manage your company information, contacts within your organization, as well as

second “Master Contact™

Your Products & Serial Numbers Your Contacts

Filter by Product Name, Serial Number or Activation code

Product Name & Version

POF-Tools, Version: 6.0.317.1
License Name: Single User License

Belongs to: Jos Cooper

PTL&EO0-kkOpEYWSE6. . - j‘l"mLdePI,MEEHGB

Figure 1. Your Products & Serial Numbers Tab

Click the arrow icon to open the serial key/activation code window. It can then be copied to
your clipboard or downloaded as required.

VERY IMPORTANT

The serial key/activation code is unique to you/your company. Tracker Software Products
uses an FTP_Automatic Update to ensure that the latest version is always available to our
clients. If you have purchased a single copy of the software it will allow only one user to
update their copy. Similarly, if you have purchased a multipack license, then an equal
amount of users will be able to update their software. Please keep your serial key/activation
code safe. Do not share it with other parties, as doing so constitutes an illegal breach of
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copyright. If we discover evidence of abuse then updates will be disabled for your account.
Serial keys/activation codes found on websites offering free and illegal software distribution
will be disabled immediately. We monitor such websites on a daily basis. Help us safeguard
the integrity of our products to ensure that their future development is made possible. Theft

of our software deprives us of investment that improves our products for the benefit of all
clients.
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Switches for MSI Installers

Switches for MSI Installers

The MSI switches detailed in the table below are available for installation with PDF-Tools.

The command line for installation is: msiexec /Option <Required Parameter> [Optional Parameter]
[PROPERTY=PropertyValue]

OPTIONS PARAMETER DEFINITION

Install Options

/package <Product.m

Installs or configures the product specified.
or /i Si> r |gur pr u p ITI

/a ;I:roduct.m Installs the product specified on the network as an administrative install.

Advertises the specified product. "m" advertises to all users, "u"

advertises to current user. Additional parameters are available:
<Product.m

/j<u]m> o>

[/t <Transform List>]

[/g <Language ID>]
/uninstall <Product> Uninstall the specified product. The parameter can be an .msi file or the
| /x product code.
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Display Options
/quiet N/A Quiet mode. This installs the application without user interaction.
/passive N/A Unattended mode. The user will see only the progress bar.

Sets the user interface level:

n - No UI

b - Basic UI

r - Reduced UI

f - Full UI (default)

/q[n|b]r|f] N/A

Restart Options

Disables the automatic system restart when installation is complete.
/norestart N/A (Please note that many Tracker Software products require a restart to
function properly).

Q:tromptrest N/A Prompts the user for restart if necessary.
/forcerestart N/A Forces a system restart when installation is complete.
Logging Options
Defines the logging level for installation. Possible modifiers are as
follows:
/1 <LogFile>

a - start up of actions.

c - initial UI parameters.
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e - all error messages.

i - status messages.

m - out of memory or fatal exit information.
o - out of disk space messages.
p - terminal properties.

r - action-specific records.

u - user requests.

v - verbose output.

w - nonfatal warnings.

x - extra debugging information.
+ - append to existing file.

! - flush each line to the log.

* - log all information except for verbose output and extra debugging
information.

/log <LogFile> Equivalent for /I* <LogFile>
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Repair Options

Repairs the product specified. Permitted parameters are either an .msi
file or the product code. Possible modifiers are:

p - only if a file is missing.

o - if a file is missing or an older version is installed. This is a default
setting.

e - if a file is missing or an equal or older version is installed.
d - if a file is missing or a different version is installed.
/f <Product> c - if a file is missing or checksum does not match the calculated value.
a - forces the reinstallation of all files.

u - all required user-specific registry entries. This is a default setting.

m - all required computer-specific registry entries. This is a default
setting.

s - all existing shortcuts. This is a default setting.

v - runs from source and re-caches the local package.

Additional options and more detailed descriptions are available at the Microsoft website.

Properties

Public properties defined during the installation of PDF-Tools can be specified, as well as standard MSI
public properties, using the switches detailed in the following table. See here for a complete list of
standard public properties.

Standard Properties
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The value of the ADDLOCAL property is a list of features,
separated using commas, that install locally. If it is not used
then all available options will be installed. The PDF-Tools V6
installers define the following features:

o F_Viewer - PDF-XChange Editor and its main
components.

¢ F_Plugins - The Plugins module for PDF-Exchange
Editor. (This requires F_Viewer).

e F_Plugin_SP - to install the SpellChecker plugin. (This
requires F_Plugins).

¢ F_FileOpenPlugin - to install the plugin that provides
support for files secured using "FileOpen". (This
requires F_Plugins).

¢ F_ReadOutLoudPlugin - to install the plugin that
provides read-out-loud functionality. (This requires
F_Plugins).

e F_OCRPlugin - to install the plugin that allows OCR
image based PDF files in the software (This requires
F_Plugins).

e F_Updater - to install the updater for Tracker
Software Products.

<list of e F_SPPlugin - to install Sharepoint.
ADDLOCAL T ¢ F_OptimizerPlugin - to install the plugin that allows
PDF files optimization. (This requires F_Plugins).

¢ F_BookmarksPlugin - to install the plugin that
provides advanced bookmark functionality for PDF
files. (This requires F_Plugins).

e F_PDFAPIlugin - to install the plugin that allows the
conversion of PDF files to the PDF/A format. (This
requires F_Plugins).

e F_SPPlugin - to install the plugin that allows the
software to work with files located on the
SharePoint/Office 365 server. (This Requires
F_Plugins).

¢ F_GDPlugin - to install the plugin that allows the
software to work with files located on Google Drive
cloud storage. (This requires F_Plugins).

e F_OFCPlugin - to install the plugin that allows the
opening of MS Office documents directly within the
software. (This requires F_Plugins).

¢ F_DBPlugin - to install the plugin that allows the
software to work with files located on Dropbox™.

e F_MDPlugin - to install the plugin that converts
Markdown files to PDF format.

o F_PDFAPlugin - to install the PDF/A plugin.

e F_VLangs - additional languages files for PDF-
XChange Editor V6. (This requires F_Viewer).
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e F_BrowserPlugins - plug-ins for web browsers (MS
Internet explorer, Mozilla FireFox, Opera, Safari, and
Chrome) that allow the viewing of PDF files inside
these browsers. (This requires F_Viewer, as well as
F_IEPlugin and/or F_NPPlugin).

o F_IEPlugin - the IE plugin. (This requires
F_BrowserPlugins and F_Viewer).

¢ F_NPPlugin - the Firefox, Chrome and Opera plugin.
(This requires F_BrowserPlugins and F_Viewer).

o F_ShellExt - The extension for Windows Explorer and
Windows shell. This has multiple features including the
viewing of thumbnails, properties, previews and the
inclusion of the IFilter component.

e F_Tools - PDF Tools and its components.

¢ F_Tools_Plugins - a collection of plugins that extends
the functionality of PDF Tools. (This requires
F_Tools).

e F_TLangs - additional languages for the localization
of PDF-Tools. (This requires F_Tools).

¢ F_Lite - the PDF-XChange Lite V6 printer and its
related components.

e F_Langs_Lite - the language localization files for PDF-
XChange Lite and its related components. (This
requires F_Lite).

o F_KeylInstaller - the license key installer, which uses
an XCVault file. See here[30 for further information.

Product Specific Properties
INSTALLLOCATION N/A Specifies the folder where products are installed.

Specifies the printer name. The default value is "PDF-XChange

PNAMELITE
<name> Lite V6."

If specified with a value of "1" then PDF-XChange Lite will be

SET_LITE_AS_DEFAULT N/A . . .
set as the default printer after installation.

If unspecified, or specified with value of "1", then PDF-
XChange Editor will be set as the default application for PDF
files.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products
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VIEW_IN_BROWSERS

DESKTOP_SHORTCUTS

PROGRAMSMENU
_SHORTCUTS

USERNAME

ORGANIZATION

USERMAIL

KEYFILE

KEYDATA

EDITOR LANGUAGE

DDEFLANGID

N/A

N/A

N/A

<usernam
e>

<ohame>

<email>

<xcvault
file>

<regkey>

<id>*

<id>**

If unspecified, or specified with a value of "1", then PDF-Tools
will be configured to open PDF files inside browsers.

If unspecified, or specified with a value of "1", the installer will
place shortcuts for installed applications on the desktop.

If unspecified or specified with a value of "1" then the installer
will create a program menu group for installed applications
and their components.

Specifies the username to which applications will be registered.

Specifies the organization name for which applications will be
registered.

Specifies the user email.

Specifies the UNC location of the license vault file
<filename> xcvault.

Specifies the registration key in plain text.

Specifies the Ul language for the software. (This requires
F_Vlangs).

Specifies a language for the print driver. (This requires
F_Langs_Lite).
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Specifies a language for PDF Tools V6. (This requires

H *%
PDEFLANGID <id> F TLangs).
If unspecified, or specified with a value of "0", then the updater
NOUPDATER N/A will be installed. If specified with a value of "1" then the

Updater will not be installed. For example "NOUPDATER=0"
will result in the installation of the updater.

If unspecified or specified with a value of "1", then the installer
SCHEDULEUPDATER N/A will add a task to the task scheduler that checks periodically for
software updates.

*The <id> for target languages is available here. The "Language Culture Name" is used with
EDITOR_LANGUAGE. For example German is "de-DE".

** The <id> for target languages is available here. The “Culture Code” must be used for DDEFLANGID
and PDEFLANGID. It is in hexadecimal value, it must be converted to decimal for use. For example
German has the hexadecimal value 0x0407 and therefore the decimal 1031 must be used. A
hexadecimal to decimal converter is available here.

Command Line Examples

e Install the software in quiet mode, with a basic UL, to the folder "C:\Program Files\My PDF
Applications™:

msiexec /i ToolsV6.x86.msi /gqb INSTALLLOCATION="C:\Program Files\My PDF
Applications"

e Install the software in quiet mode, with a basic Ul to the default folder and specify the user
license information:

msiexec /i ToolsV6.x86.msi /gb USERNAME="Dave" USERMAIL="abc@a.b.c"
KEYFILE="\UNC\path\to\xcvaultfile"

e Install the software with all features, German as the Ul language, in quiet mode and with and a

basic UI (Please note that ADDLOCAL is not being used, therefore all components, including
F_VLangs, are installed:

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products


http://msdn.microsoft.com/en-us/library/ee825488(v=cs.20).aspx
http://msdn.microsoft.com/en-us/library/ee825488(v=cs.20).aspx
http://www.binaryhexconverter.com/hex-to-decimal-converter

msiexec /i ToolsV6.x86.msi /gb EDITOR LANGUAGE="de-DE"

e Install the software in quiet mode, with a basic Ul, with specific features only: Editor, Spellcheck
and OCR plugins are included. FileOpen and ReadAloud plugins are not included. The browser
plugin for IE only is included. German is defined as the Ul language. A 'basic’ Ul is defined.

ADDLOCAL is used, therefore only the features specified will be installed and F_VLangs must
be specified separately:

msiexec/i ToolsV6.x86.msi /gb
ADDLOCAL="F_Viewer,F Plugins,F_Plugin_ SP,F_OCRPlugin,F VLangs,F_BrowserPlug
ins,F_IEPlugin" EDITOR_LANGUAGE="de-DE"
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Switches for EXE Installers

Switches for EXE Installers

Our binary EXE installers support both 32 and 64 bit versions of MS Windows. However, the Microsoft
MSIN is not always compatible with a a unified 32/64 bit installation. If there is any uncertainty about
the details of the system onto which PDF-Tools is being installed, we recommend using the EXE
installer. This is because it has the functionality to understand computer specifications and makes the
best possible choice. A second option is to use the 32 bit MSI installer, as it functions correctly in both

32 or 64 bit systems. However, it does not take full advantage of hardware capabilities and fewer Shell
Extension features are available.

The command line for installation is: PDFXTools6.exe/Option [Optional Parameter]
[PROPERTY=PropertyValue]

The EXE switches detailed below are available for installation with PDF-Tools:

OPTIONS PARAMETER DEFINITION

Install Options

/install <Product> Installs the product specified. This is the default setting.
/uninstall <Product> Uninstalls the product specified.
/layout N/A Creates a complete local copy of the bundle in the directory.

Display Options
(Please note that the default setting is for the UI and all prompts to be displayed).
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/passive N/A Displays a minimal UI with no prompts.

/quiet N/A Display no Ul and no prompts.

Restart Options

Suppresses any attempts to restart by the system. The default setting is

YA N for the Ul to prompt before restarts take place.

Logging Options
/log <LogFile> Igogs to a spgcific file. The defaglt setting ?s for a ng file to be created in

%TEMP%. This is also the case if no path is specified.

Repair Options

/repair N/A Repairs existing installations of the product.
Product Specific Properties

USERNAME :username Specifies the username for which applications are registered.
g:lGANIZATI <oname> Specifies the organization name for which applications are registered.
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USERMAIL <email> Specifies the user email.

SET_AS_DEFA If this property is not specified, or is specified with a value of "1", then

ULT N/A PDF-XChange Editor will be set as the default application for viewing
PDF files.

VIEW_IN_BR N/A If this property is not specified, or is specified with a value of "1", PDF-

OWSERS XChange Editor will be configured to open PDF files within browsers.

EDITOR LAN . o .

GUAGE <id> Specifies a language for PDF-XChange Editor.

DESKTOP_SH N/A If this property is not specified, or is specified with a value of "1", then

ORTCUTS the installer will place shortcuts for installed applications on the desktop.

PROGRAMS If this property is not specified, or is specified with a value of "1", then

MENU_SHOR N/A the installer will create a program menu group for installed applications

TCUTS and their components.

KEYDATA <regkey> Specifies a registration key.

KEYFILE :i:(::ault Specifies the UNC location of the license vault file <filename>.xcvault

If this property is not specified, or is specified with a value of "1", then
NOUPDATER | N/A the Updater will be installed. A value of "1" will prevent the Updater from
being installed.

* <id> for target languages is available here. The "Language Culture Name" is used with
EDITOR_LANGUAGE. For example German is "de-DE".

Examples
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e Install the application in quiet mode to the default install folder "C:\Program Files\Tracker
Software":

PDFXTools6.exe /quiet

e Install the application in quiet mode to the default folder and specify the user license
information and key as a vault file:

PDFXTools6.exe /quiet USERNAME="John Doe"
USERMAIL="JohnDoe@emailaddress.com" KEYFILE="C:\license\V6Pro.xcvault"

e Install the application in quiet mode to the default folder and specify the user license
information and key as a string:

PDFXTools6.exe /quiet USERNAME="John Doe"
USERMAIL="JohnDoe@emailaddress.com" KEYDATA="PVP60 - ZJ2J77DN5kdBuQRhj
dmGZ7VXrd6TkEJoJCz+1i2UTPSAS5AVAU14Q="
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Licensing

Licensing

Since version 5.5 and build 308 Tracker Software Products has moved to a new serial key licensing
system. The new system offers both the standard serial key method of licensing our applications as well
as the option to use a license file. The license file is known as an "XCVault" file, which is a modified .ZIP
file. The main benefit of this feature is that there is no longer a need to re-install the software if you are

using an evaluation version and intend to upgrade. Follow the steps below to access and activate
XCVault files:

1. Login to your account with Tracker Software Products.
2. Move to the "Your products and Serial numbers" tab.
3. Move to the product for which you would like to download the XCVault file.

4. Click the arrow icon indicated in (figure 1). The window will expand as detailed below:

PVP20-fEO1/G. . . uL2VULyhD4T0=[R]  ¢H 1

p4FEEOTO45UL 2VULYhD410=
Iy Copy toclipboard & Download

Copy key to clipboard, open your PDF-XChange Editor, go
to Main menu ‘Edit -> Preferences -> Registration tab' and

press "Add new Serial Key” button

Figure 1. XCVault File Access Point
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5. Click the Download button. The XCVault file will then download to the local computer.

6. Click the download icon to launch the XCVault file. All product licenses will then update
automatically.

System administrators should note that this information is stored within the Windows Registry.
However, the method used to license the application can have an effect on the storage location. When
an XCVault file is being used, its information is stored in two locations: HKCU\Software\Tracker
Software\Vault and HKLM\SOFTWARE\Tracker Software\Vault. It should also be noted that license
information is stored as a hexadecimal value. Therefore, if a registration key is being used to deploy
the license, it is advisable to first license a single machine in order to create the first registration key.

Standard Deployment

Copy and paste serial keys into the installer to implement them during installation. Alternatively, click
the personal.xcvault file after installation has taken place.

Silent Deployment

XCVault files can also be used for silent deployment of serial keys after installation has taken place. A
windows command line can be used to push the XCVault file to each user that qualifies for a full
license. A sample script and associated literal path is detailed below:

C:\Program  Files\Tracker = Software\Vault>XCVault.exe /s with literal path D
\Documents\Ref\Personal.xcvault.

Activating silent deployment is a two-step process. The first step is to call on the XCVault.exe that will
apply the key. The second step is to specify the literal path to the personal.xcvault file. The presence of
the script means that users are not notified of serial key deployment.

Installing Products to use Protected Keys from the Command Line

The inclusion of XCVault files since version 5.5 and build 308 means that the command line install
option KEY= <regkey> no longer passes license details to associated products. There are two methods
to resolve this issue:

The first method is to use the option KEYFILE=<xcvault file> to specify the UNC location of the

license vault file <filename> .xcvault. For example: KEYFILE="C:
\Users\JohnDoe\Desktop\Personal.xcvault”.
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The second method is use the option KEYDATA=<regkey> to specify the registration key with a text
string. For example: KEYDATA="PXP50-Y5EN....cFrBqnyKhv6eOw=".

The first method is recommended over the second as the new keys are very complex and therefore less
suited to being passed as strings at the command line.
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Features Overview

The twenty-six Standard Tools in PDF-Tools feature the functionality detailed in the list
below. They are designed to allow the simple and effective manipulation of PDF and image
files. All standard file types are supported. A comprehensive list of supported file types is
available here.[ ) Files can be sourced for use with tools from either the user's computer or
local scanner - tools will scan documents according to user-defined settings when they run.
Tools allow for the merging of multiple documents into single PDF files, as well as the
addition/removal of document features such as Bates numbering, headers and footers,
backgrounds and watermarks. They can also be used to resize/rotate documents and extract
specific pages or page ranges from files into a new file of various formats. Other features
include the option to OCR pages, which converts images into encoded text, and the
optimization of files, which reduces the file size in order to save space. It is also possible to
export image files within documents and save them in different formats, change document
properties and add security settings to documents using tools. As well as that, everything
outlined above can be combined into single tools using the Create Tooll46] or Clone
Tooll+7 functions. This means that users can build their own tools with highly-specific
requirements. For example, if a user wants to create a tool to create a PDF file from a text
file, add Bates Numbering, resize the document, optimize it and add a timestamp, they can
combine these elements of tools into their own custom tool. It will then be available for
them to use as they please. The functions below are related to the Standard Tools[ . There
are further functions available to add to tools in the Actions Library.[55)

« Convert[files to PDF or PDF/A format.

e Create[ 70) PDF files from image/text files.

e Scan/60 documents to create PDF files from scanned documents.

o Split/Mergel = multiple documents into a single PDF file or save them as individual
PDF files.

o Add/Removel 95 Bates Numbering, Headers and Footers, Page Background and/or
Watermarks.

e Crop[s] specified pages to edit the visible page area.

« Resize, Rotate, OCR[93) and/or Extract[+= specified page ranges within documents.

o Extract Images[ | to extract raster images from PDF files and save them as
separate image files.




Features Overview

o Optimize[+2 PDF files to reduce their file size.

o Export[s5] pages from PDF files and save them in raster image, plain text,
Powerpoint Presentation or Word Document format.

« Change Document Properties| 3] to edit properties within files such as title, author,
subject and keywords.

o Secure[ =] PDF files to set passwords for opening and/or editing documents.

« Add/Remove Digital Signatures[9sto PDF files.

e Timestamp/ ] PDF files from authorized servers.

o Certify[++ PDF files with certified signatures.
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3 Main Windows

Main Windows

The PDF-Tools user interface has two workplaces: the Standard Tools window and the Edit
Tools window.

The Standard Tools window is used to view, select, edit, clone or launch the twenty-six
Standard Tools[ ), as well as any custom tools that the user has created. The Standard
Tools are the default tools that come with PDF-Tools. Each tool features a Tool Actions
Sequence, which dictates how it runs. The Tool Actions Sequence is composed of actions
from the thirty-six available actions. When these actions combine together they create the
functionality of the tool. For example, the Convert Files to PDFs tool is composed of the
actions Ask for Source Files, Convert Files to PDF, Change Document Properties, Save
Documents and Show Files. This means that the tool will first ask the user for input files,
convert them to PDF format, change the document properties (if desired), save them
according to the user's requirements and show them in the containing folder on the desktop.

The Edit Tools window is used to view and customize the actions of tools. Each action has
variable parameters that can be adjusted to meet the requirements of the user. Actions can
be expanded or collapsed as they appear within the Tool Actions Sequence. When they are
expanded the customizable options are visible. When viewing custom tools it is also
possible to edit the order in which actions take place, although it is necessary to ensure that

they meet the ordering requirements. | ]

Standard Tools Window

The Standard Tools window is displayed below:
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! PDF-Tools [E=EEE
E ‘R :: = ..-\ Cea -
;6Run ;‘{}Edlt q@- Clene ;{;Create Delete | |=: Optmns @Help Search Tool... ‘
4 Standard Tools (26) Convert Files to PDFs
- Converts input files with supported formats to
Convert Files to PDFs | © ror.
|- ' Converts input files with supported I
formats to PDF. Ask for Source Files

Create PDF from Images

(r\o Creates a single PDF document from one Connent e e E0L |ZT

or more raster imagr::.

/ Scan to PDF

Creates new PDF document directly from S D
ave Documents
“0 a paper document, using your scanner.

T & Create PDF from Text Show Files |ZT
Creates a single PDF document from one

M or more text files,

[\ Add Watermark

Adds text or an image that appears either
_O in frent of or behind existing page
content.

Change Document Properties (skipped) |:|

_\ Add Header and Footer

Adds a header and/or footer on pages.
_O Header/footer may include a date,
automatic page numbering, title, author,
etc.

162]))

Figure 1. Standard Tools Window

The Main Toolbar is at the top of the window. The Standard Tools are displayed beneath the
Main Toolbar. The Tool Info Pane is on the right. The Convert Files to PDFs tool is selected
in the Tool Info Pane.

Main Toolbar

The Main Toolbar has seven buttons. Click them to carry out the following actions:

;5 Run launches the selected tool.

}{5- Edit launches the Edit Tools window for the selected tool.

&;‘l Clone creates a clone of the selected tool for further customization.
é‘-‘} Create launches the Edit Tools window to create a new tool.

.@- Delete removes the selected tool. (This is available only for tools that have been cloned or
that the user has created. The default Standard Tools cannot be deleted).

r—?} Preferences opens the preferences dialog box. See herelsM for further options.

@ Help opens the help menu.
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The Search Tool box is also located in the Main Toolbar. Enter search terms to search tools
by their name/description. Use the arrow to view previous search terms.

Standard Tools

The twenty-six Standard Tools[+ are displayed in the main window. These are the default
tools that come with PDF-Tools. They cannot be edited (beyond their basic settings) or
deleted, but they can be Cloned/+7. Cloned tools can be customized to the specific
preferences of the user. Alternatively, use the Create Tooll 4] option to build a brand new
tool.

Custom Tools Window

Tools created using the Clone Tooll4+fl and Create Tooll4] options are displayed in the
Custom Tools window. This is displayed beneath the Standard Tools window.

Tool Info Pane

When a tool is selected in the Standard Tools/Custom Tools window it is displayed in the
Tool Info Pane. The name, icon and description is detailed in the upper section. The actions
that the tool performs are listed below that in the order that the tool carries them out. There
are thirty-six available actions in the Actions Library[ss], some of which have further settings
- see individual chapters for more detail. The I icon expands/collapses further settings. A
selected box ¥ indicates that the associated action is included in the action sequence of
the tool. All boxes are selected by default. Clear a box to skip the action when the tool runs.
Mandatory actions do not have a check box. Use the arrow next to actions (where possible)
to expand/collapse their settings.

Edit Tools Window

The Edit Tools window is displayed below. The Convert Files to PDFs tool is selected:

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



Main Windows

| PDF-Tools - Canvert Files to PDFs o o5

®Ck:sel5dit Save Changes Undo Rede @Help ~ View -

= Convert Files to PDFs
0 Converts input files with supported formats to PDF.

Toel Actions Sequence Actions Library
@_” .(K'_Tea-'-_‘-" Action
{|[[« Common

Ask for Source Files

[ n e 4

'_‘_ Ask for Source Files

Convert Files to PDF |£1 {a Get Images from Scanner

=
L5 D t
|_ﬁ ave Documents

rﬁ Save Images

Change Document Properties (skipped) O

Save Documents —
5l Show Files

Show Files (V1 ||| 4 Create PDF

Eé) Convert Files to PDF
) e ——

'_‘_ Ask for Source Files

Shows a dialog where source files can be
|| || specified.

Figure 2. Edit Tools Window

The Edit Toolbar is at the top of the window. The name, icon and description of the selected
tool is displayed beneath the Edit Toolbar. The actions that the tool carries out are
displayed in the Tool Actions Sequence. The Actions Library is on the right.

Edit Toolbar

The Edit Toolbar has five buttons. Click them to carry out the following actions:

@ Close Edit ends the current edit.

B Save Changes saves any changes since the tool was last saved.
Aa Undo reverses the most recent action.

~ Redo reverses the most recent undo.

@ Help opens the help menu.

The View menu is also located in the Edit Toolbar. Click the arrow to select options for
viewing information about the Actions Library and the actions it contains.
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Tool Actions Sequence

The Tool Actions Sequence is used to add, remove and sequence actions that tools perform.
The Tool Actions Sequence for the Convert Files to PDFs tool is displayed below:

F .

[£2! PDF-Tools - Canvert Files to PDFs SRICH X
@ Close Edit Save Changes Undo Redo @ Help - View ~
=\ Convert Files to PDFs
| 0 Converts input files with supported formats to PDF.
Teool Actions Sequence Actions Library
Move Up Move Down Collapse All B__” Expand All Delete | Q, Search Action

4 Common
Ask for Source Files

__[n]»] <

'_i Azk for Source Files

Convert Files to PDF |ZT {é" Get Images from Scanner
e . = =2, Save Documents
Change Document Properties (skipped) || —H
&= Savelmages
Save Documents EI o | ‘I\B
Show Files ] '_-_ Ask for Source Files

Shows a dialog where source files can be
|| specified,

Figure 3. Tool Actions Sequence

The Tool Actions Sequence has five buttons:

@ Move Up moves the selected action up one step.

@ Move Down moves the selected action down one step.
B__” Collapse All collapses all expanded actions.

B_ll Expand All expands all expandable actions.

]ﬁr Delete removes the selected action from the list.

Please note that it is possible to customize the order of actions within the Tool Actions Sequence of cloned/custom tools only. The
order of actions within the twenty-six Standard Tools is fixed.

As with the Tool Info Pane, a selected box v" indicates that the associated action is included in the
action sequence of the tool. All boxes are selected by default. Clear a box to skip the action when the
tool runs. Mandatory actions do not have a check box. Use the arrow next to actions (where possible) to
expand/collapse their settings.

Actions Library
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The Actions Library displays the thirty-six available actions. When an action is selected a
brief description is displayed beneath the Actions Library. See Actions Library[ss) for a
detailed explanation of available actions.
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3.1 Clone Tool

Clone Tool

One of the great features of PDF-Tools is the option to clone tools. All twenty-six Standard
Tools[ ] can be cloned and customized according to the requirements of the user. This
means additional actions from the actions library can be added to the Tool Actions
Sequence in order to enhance the function of the Standard Tools. For example, the Create
PDF from Text tool is used to convert input files into PDF format. It uses five actions from
the actions library to do this: Ask for Source Files, Create PDF from Text, Change
Document Properties, Save Documents and Show Files. This means that when the tool is
launched it will first ask the user for input files, convert them into PDF format, change
document properties, save the files according to the user's specifications and finally display
them in the containing folder on the desktop. Once it has been cloned it is then possible to
edit the actions that the tool contains. The user can then add or remove actions that feature
in the tool's default sequence. For example, the Show Files action could be removed and
the Add Watermark, Add Digital Signature and Convert to PDF/A actions could be
added. The tool would then ask the user for input files, convert them into PDF format,
change document properties, add a customized watermark and digital signature, convert
the files to PDF/A format and save them according to the user's specifications (but not
display them in their containing folder on the desktop). It is important to make sure that
there are no sequencing errors in the order of actions when cloning tools - see below for
further information.

Cloning Tools
Follow these steps to clone tools:

1. Launch PDF-Tools to open the Standard Tools window:
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k PDF-Tools

;5 Run
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8

;‘:}Edit :i} Clone ;‘QCreate

4 Standard Tools (26)

Convert Files to PDFs
Converts input files with supported
formats to PDF,

Scan to PDF

Creates new PDF document directly from
a paper document, using your scanner,

Add Watermark

Adds text or an image that appears either
in front of or behind existing page
content.

Add Bates Numbering

Provides Bates numbering for indexing
legal documents, for easy identification
and retrieval, etc.

Crop Pages

Adjusts the visible page area, changes or
rernowves white margins on pages, sets
page boxes,

Rotate Pages

Rotates specified pages 90 degrees
clockwise or counterclockwise in PDF
document.

Delete @Gptions... - @Help -

=
T
—©

3
=0

&
[

o)

r_"

I.T.I

Create PDF from Images
Creates a single PDF document from one
or more raster images.

Create PDF from Text

Creates a single PDF document from one
or more text files,

Add Header and Footer

Adds a header and/or footer on pages.
Header/footer may include a date,
automatic page numbering, title, auther,
etc.

Set Pages Background

Sets solid or graphic background behind
existing page content.

Resize Pages
Increases or reduces size of pages, scales
page content opticnally.

OCR Pages

Optically recognizes text characters in a
PDF document, creates selectable and
searchable text layer on pages.

Figure 1. Standard Tools Window

2. Point to the Standard Tool to be cloned and right-click. The following menu will be
displayed:

}éﬂun
};}Edit
qq:} Clone

;‘3 Create

Export Selected Tools

l& Create Shortcut on Desktop

Delete

Figure 2. Tool options Menu
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3. Click Clone.

4. Enter a name for the cloned tool in the PDF Tools dialog box. The default name is
the title of the Standard Tool followed by (Copy). The cloned tool will be displayed in
the Custom Tools section of the Main Tools Window, which is located beneath the
Standard Tools section.

Alternatively, select the tool in the Standard Tools Window and click Clone in the Main
Toolbar.

Editing Cloned Tools

When tools have been cloned their settings are identical to those of the original Standard

Tool from which they were cloned. Point to the cloned tool, right-click and select Edit to
adjust the settings. This opens the Edit Tools Window:

r

|o.! PDF-Tools - Convert Files to PDFs Clone = | B e

@Closeﬁlit Save Changes Undo Redo @Help > View ~

Convert Files to PDFs Clone
0 Converts input files with supported formats to PDF,

Teool Actions Sequence Actions Library
Move Up Move Down Collapse All B__” Expand All Delete | @, Search Action T
- . . |4 Common ]
G) You may use drag'n'drop to recrder existing actions or to add new actions " =]
from the list on the right. '_-_ Ask for Source Files
[a] .
Ask for Source Files X\ {é" Get Images from Scanner
|3, Save Documents
Convert Files to PDF M X Y
— “E Save Images
Change Document Properties (skipped) ] XI|= EB
- _ E m
Save Documents b4 [ A
‘1| OCR Pages
Show Files W x| Scans page(s) for image(s) of text and

B recognizes text characters. Inserts an invisble

Figure 3. Cloned Tools Edit Tools Window. Convert Files to PDFs Clone

e See here[37 for an explanation of the sections within the Edit Tools Window.

e The actions that the tool performs are listed in the Tool Actions Sequence. (Unlike the Tool
Actions Sequence in Standard Tools, these actions can be removed. Click the < icon to remove
actions).
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e When actions are placed in the Tool Actions Sequence they can be expanded using
the I icon on the left of the action name. Further options can then be customized.
See Actions Libraryl 551 for an explanation of all options within actions.

e There is a check box next to some actions by default. A selected box means that the action is
included in the Tool Actions Sequence when the tool runs. A cleared box means that the action
is retained with the Tool Actions Sequence but will be skipped.

e Click the tool icon in the top left of the window to select a new icon for the cloned tool. It must
be in *.ico, format.

e Click the name/description of the cloned tool to edit the name/description of the tool. The
ellipsis icon can also be used to edit the description.

e Click the View menu to select options for displaying the Actions Library and Action Information.

e Double-click actions in the Actions Library to add them to the bottom of the Tool Actions
Sequence. Alternatively, drag actions into the window to add them to the Tool Actions
Sequence.

e Most actions have prerequisites and postrequisites in order to function correctly. Le. certain
other actions must be included before/after them or there will be a sequencing error and the

tool will not run. If this is the case the & warning icon will appear. Click the icon for an
explanation of what needs to be changed for the tool to run correctly. The warning message
icon will also be displayed next to the tool name in the Custom Tools window if a tool is saved
with sequencing errors. See herel+) for a comprehensive list of the prerequisites and
postrequisites for each action.

Toolbars

The toolbar buttons in the Tool Actions Sequence for Cloned Tools are identical to those in
the Edit Tools toolbar:

@ Move Up moves the selected action up one step.

@ Move Down moves the selected action down one step.
B__” Collapse All collapses all expanded actions.

B_ll Expand All expands all expandable actions.

-@- Delete removes the selected action from the list.

The main toolbar buttons for Cloned Tools are also identical to those in the Edit Tools
toolbar:

@ Close Edit ends the current edit.

B Save Changes saves any changes since the tool was last saved.
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\p) Undo reverses the most recent action.

~» Redo reverses the most recent undo.

@ Help opens the help menu for quick access to help, support and other useful
pages.
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3.2 Create Tool

1 @
b

Create Tool

One of the great features of PDF-Tools is the option to create tools. This allows users to
create brand-new tools in order to meet highly-specific requirements. The Create Tool
feature allows the user to add any of the thirty-six actions of the Actions Library[ss)to an
empty Tool Actions Sequence. The actions will be carried out in the order that they are
sequenced when the tool runs, provided there are no sequencing errors - see hereli for
further information. Therefore it is possible to create tools that feature any combination of
the available actions. Users can combine actions with regard to sourcing files, such as the
Ask for Source Files and Get Images from Scanner options, with actions from the Create
PDF, Perform/Update PDF, Export PDF and Secure PDF menus.

Creating Tools

1. Launch PDF-Tools to open the Standard Tools window:
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Convert Files to PDFs
Converts input files with supported
formats to PDF,

Scan to PDF
Creates new PDF document directly from
a paper document, using your scanner,

Add Watermark

Adds text or an image that appears either
in front of or behind existing page
content.

Add Bates Numbering

Provides Bates numbering for indexing
legal documents, for easy identification
and retrieval, etc.

Crop Pages

Adjusts the visible page area, changes or
rernowves white margins on pages, sets
page boxes,

Rotate Pages

Rotates specified pages 90 degrees
clockwise or counterclockwise in PDF
document.

Delete @Gptions... - @Help -

&

T:\

=\

Create PDF from Images
Creates a single PDF document from one
or more raster images.

Create PDF from Text

Creates a single PDF document from one
or more text files,

Add Header and Footer

Adds a header and/or footer on pages.
Header/footer may include a date,
automatic page numbering, title, auther,
etc.

Set Pages Background

Sets solid or graphic background behind
existing page content.

Resize Pages
Increases or reduces size of pages, scales
page content opticnally.

OCR Pages

Optically recognizes text characters in a
PDF document, creates selectable and
searchable text layer on pages.

Figure 1. Standard Tools Window

2. Click ;{l& Create in the main toolbar to open The Edit Tools Window (figure 2):
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! PDF-Tools - Sample Tool® Lo | E o]
' (X) Gose it [ Save Changes % Undo > Rede (7) Help oy
New Tooi

\\

Tool Actions Sequence Actions Library

Mave Up Move Down (=] Collapse Al [3]]| Expand Al | ] Delet ) .
=4 Common ]1
@ You may use drag'n’drop to rearder existing actions of to add new actions from the list on the right.
r 1 mll Askfor Source Files

a,

4 Ask for Source Files X - Tl
S8 Ger Irnages from Scannes
File types: o ?
All Files (*.") - . 1y Save Documents
Allow select multiple files 9:1 Save Images
Show extended di alog for files selecting .
"} Show Files
Convert Files to PDF v X 4 Create POF |
Add Bates Numbering ¥ & X =3, Convert Files to PDF
Extract Fages 7 'E' % IC:SE;:-B source files, in supported formats,
I Save Documents *

Figure 2. Edit Tools Window

3. Edit the name box as desired. Click Enter tool description, or click the ellipsis icon,

to edit the tool description. Click the L icon to select an icon for the tool. (Please
note that the icon must be in the (*.ico) format).

Building Tools

All tools are composed of actions from the Actions Library. These actions make up the Tools
Action Sequence, which determines the actions that tools perform when they run, as well as
the order of actions performed. Therefore is is necessary to add actions to the Tool Actions
Sequence in order to build tools.

Actions Library

The Actions Library is located on the right of the Edit Tools window. It contains the thirty-six
available actions:
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Actions Library
O Search Action -

4 Common

'_-_ Ask for Source Files
2% Get Images from Scanner
L

ﬁ Save Documents

£ Save Images
= g

|_\

Eﬁ Show Files

4 Create PDF
Ea Convert Files to PDF

Fa Create POF from Images
|T—:5 Create PDF from Text
|_|\' Extract Pages

Export PDF
Perform/Update PDF
Secure PDF

Figure 3. Actions Library

e Double-click actions to add them to the Tool Actions Sequence. Alternatively, select
actions and drag them into the open window.
e When actions are placed in the Tool Actions Sequence they can be expanded using
the I icon on the left of the action name. Further options can then be customized.
See Actions Libraryl 551 for an explanation of all options within actions.
e Ensure that actions are ordered correctly. Almost all actions require other actions before/after

them in the Tool Actions Sequence to run. A warning message icon & will display next to the
action name if it is not correctly ordered. Click the icon for an explanation of what needs to be
changed for the tool to run correctly. The warning message icon will also be displayed next to
the tool name in the Custom Tools window if a tool is saved with sequencing errors. See
herel+) for a comprehensive list of the prerequisites and postrequisites for each action.

e Click the > icon to remove actions from the Tool Actions Sequence.

e There is a check box next to some of the actions by default. A selected box means that the
action is included in the Tool Actions Sequence when the tool runs. When boxes are skipped,
the action remains in the Tool Actions Sequence but its function is skipped.

e Click the View menu to select options for displaying the Actions Library and Action Information.

Toolbars
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The Tool Actions Sequence buttons perform the following actions:

@ Move Up moves the selected action up one step.

@ Move Down moves the selected action down one step.
B__” Collapse All collapses all expanded actions.

B_ll Expand All expands all expandable actions.

]ﬁr Delete removes the selected action from the list.

The Main Toolbar buttons perform the following actions:

@ Close Edit ends the current edit.

B Save Changes saves any changes since the tool was last saved.
« Undo reverses the most recent action.

~ Redo reverses the most recent undo.

@ Help opens the help menu for quick access to help, support and other useful
pages.
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Options

=

3
Options

The E—?} Options tab in the Main Toolbar allows the user to customize preferences and
further settings within PDF-Tools. When it is selected, the following options are available:

r%__?} Preferences...

5 Export Al Settings
@Importhll Settings
%54 Reset All Settings

;.,}, Export Tools

;%, Import Tools
Figure 1. Options Menu

Click Preferences to launch the Preferences dialog box:

L. Preferences &
Categories E, Identity Options
-] = .
| & Identity Identity
[ R . B
il Languages Login Name:
| L:Ia;,[‘-".egislraur.ion H:me:’ S '
| |24 Measurement Tile| S [kl
R Signatures Organization Name: .
= Scanner Presets Organization Unit: .
- L
;‘j Customize Ul E-mail Address:
@ Update
Your identity information may be used in comments, reviews and digital signatures.
Information entered here is used only by application and not transmitted beyond this
application without your knowledge.

Figure 2. Preferences Dialog Box

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products




Main Windows

The preferences relate to the identity, language, registration, measurement, digital
signature, scanner preset and user interface options. The preferences dialog box is also used
to check for updates. Click the options in the Categories menu to customize settings:

Identity

The identity options are detailed in (figure 1). As indicated, this information will be used in
comments, reviews and digital signatures (but will not be transmitted further unless user
authorization is given). Enter information into the relevant text boxes in order to save time
when working on projects. For example, when using the Add Digital Signature|«2! action,
the information entered into the Identity Options text boxes will be transferred
automatically into the relevant sections of the digital signature.

Languages

The language options allow the user to customize the language of the user interface.
Languages are listed in two columns. The column on the left details available languages
according to their name in English. The column on the right details available languages in
their native language. English (US) is the default language. The Use Regional Settings
option, where possible, selects the regional language of the user. When the desired
language is selected, click Apply to change the language of the user interface. Additionally,
click Set as Default to designate the language selected as the default language. Click OK to
save changes and close the window. Click Cancel to revert to previous settings and close the
window.

Registration

The registration options are used to add or remove serial keys. Click Add new Serial Key to
add new serial keys. The Add New Serial/License Key dialog box will open. Click Paste Key
from Clipboard, if the key has been copied to the clipboard, or enter the details into the
text box manually. Click Continue to register or Cancel to cancel the process and close the
dialog box. When a serial key is selected, click Remove to remove it from the list of
installed serial keys.

Measurement
This option is used to determine the units of measurement throughout PDF-Tools. Click the

menu to select the unit of measurement desired. The options are millimeter, point, inch,
centimeter and pica. Millimeter is the default setting.
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Signatures

The signature options determine the creation, appearance and verification settings for
signatures within PDF-Tools. Click Signatures in the Categories menu to open Digital
Signatures Options. Creation & Appearance options determine the options for signature
creation and signature appearance within documents. Click More for further options. Use
the Creation and Appearance Preferences dialog box to customize further settings.

Scanner Presets

These settings determine the scanner presets for tools that utilize a scanner within PDF-
Tools. Click to select a preset mode. There are five preset modes that are optimized for use
with specific types of documentation. These are detailed in the Scanner Settings menu.
Alternatively, users can enter custom settings in the Parameters text boxes. See herels: for
an explanation of these settings.

Customize Ul

The user interface can be customized to the user's taste using these settings. Use the boxes
to select the fonts used for menus, toolbars, dialogs and views. Use the Colors boxes to
select the colors of the Face, Selection, Highlight, Text and Windows within the user
interface. Use the Backgrounds boxes to select the Type, Style and Pattern of the user
interface background. Select the Show Overlay Shadows and Turn off all textured
backgrounds to improve UI performance on terminal session boxes as desired. Click the
Reset to Defaults button to return all user interface settings to their default values.

Update

The Update option is used to check for updates to PDF-Tools. It is recommended that users
check for updates regularly as we are continually updating and improving our software.
Click the Check for Updates Now button to check for updates. Software will then update
automatically if an update is available.

Click Apply to implement changes made in the Preferences dialog box. Click OK to

implement changes and close the dialog box. Click Cancel to revert to previous settings and
close the window.
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Export All Settings

This option is used to export the current settings of PDF-Tools to another copy of the
software. When it is selected, the Save Export File dialog box will open, which can be used
to save the current settings. They will be saved as a .pdts file. Use the Import All Settings
option detailed below to import the saved settings.

Import All Settings

This option is used to import settings into PDF-Tools. When it is selected, the Open Import
File dialog box will open. Select the settings to be imported an click Open. The settings will
then import.

Reset All Settings

This option is used to reset all settings in PDF-Tools. When it is selected a warning dialog
will appear. Click Yes to activate this feature and restore all settings to their default values.
Click No to close the dialog box and cancel the process.

Export Tools

This option is used to export tools from PDF-Tools. When it is selected the Choose Tools for Export
dialog box will open. Select the boxes of the tools to be exported. Click OK to export the tools or
Cancel to cancel the process and close the dialog box. Exported tool and their associated settings will
be saved as a .pdtex file.

Import Tools

This option is used to import tools into PDF-Tools. When it is selected the Choose Import
File dialog box will open. Select the tools to be imported and click Open. A dialog box will
open prompting the user to confirm the tools for import. Click OK to import the tools and
their associated settings. Click Cancel to cancel the process and close the dialog box.
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4 Actions Library
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5
Actions Library

This chapter provides detailed information on the thirty-six available actions within the
Actions Library. The actions are the components of tools. The sequence in which they are
ordered in the Tool Actions Sequence determines the order that they are carried out when
tools run. They each feature further customizable settings to fine-tune the functions that they
perform. The Actions Library is displayed in the Edit Tools window as a convenient way for
users to select actions to add to the Tool Actions Sequence. Brief descriptions of the
functions that actions perform are displayed in the info pane beneath the Actions Library
when actions are selected.

The actions are grouped into five categories:

e Common/56] - actions that are used the most often.

e Create PDF[ 701 - actions that relate to the creation of PDF files.

e Perform/Update PDF[95] - actions that relate to performing procedures
on/updating PDF files.

« Export PDF[ 4] - actions that relate to exporting PDF files into various formats.

e Secure PDF[ 1] - actions that relate to the security of PDF files.
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4.1 Common Actions

1 @

/3

Common Actions

The Common Actions are the most frequently used actions. They determine the locations at
which files are located, saved and displayed. There are five actions in this category:

[
" Ask for Source Files[) prompts the user to select files that will be
edited/converted with tools.

& cotimag - -
Get Images from Scanner|60] sources input material from a local scanner.
=

|-EI Save Documents/64] determines how documents are saved.

8 Save Images/ 66] determines how images are saved.

[=X
W Show Files[es) displays the location of new files to the user at the end of the
process in question.

It is necessary to have either the Ask for Source Files/571 action or the Get Images from
Scanner(6d] action in the Tool Actions Sequence or tools will not run (as they will not be
able to source files) and a warning icon will be displayed.

Similarly, either Save Documents[é4] or Save Images[66] must be included in the Tool
Actions Sequence or tools will not run as files will not be saved. A comprehensive list of how
all actions need to be ordered in the Tool Actions Sequence is available here.[0]

The Show Files[69] action is optional. It provides a convenient way to view the location of
converted files.
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Ask for Source Files

i
Ask for Source Files

Files must first be selected/created before they can be edited in PDF-Tools. There are two
actions in the Actions Library that achieve this:

'__
® Ask for Source Files, which prompts the user to select files.

. . )
uF Get Images from Scanner,[60)which creates files from the local scanner.

When the Ask for Source Files action is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

4 Ask for Source Files x

File types:

All Files () -
(¥ Allow select multiple files

|ﬂ Show extended dialog for files selecting

Figure 1. Ask for Source Files Options

e File types determines which file formats are permitted. The default setting is PDF
Documents (*.pdf) as this is the most commonly used format. The alternate main
setting is All Files (*.*), which means all file types are displayed. Click the ellipsis
icon .. for a comprehensive list of all available formats. These are explained
here.[

e The Allow select multiple files box is selected by default. Clear this box to convert
one file at a time.

e Show extended dialog for files selecting is available only when the Allow select
multiple files box is selected. This option launches a dialog box (figure 2) when
the user is prompted to select files and is especially useful if more than one file is
being converted. If this box is not selected then the Choose Input Files step below
will be omitted.

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Choose Input Files

The Choose Input Files dialog box is displayed below:

|&. Choose Input Files o | B |
- ®® M Details || 8| Thumbnails || [ Preview | =] Sample Two
Marme Exten.. Location Modified Size |
= 5ample One jpg C\UsersSean\Des| 24/05/2016, . 3.59 KB
=/ Sample Two jpg Ci\Users\5ean\Desl 24/05/2016, 256 KB |
= Sample Three ipg Ci\Users\Sean'\Des| 24/05/2016, . 2.51 KB
El M | E Common

G) Add files using the button on the toclbar above or drag'n'drop them here, Specific
Yeou can arrange them in the order desired.

OK Cancel

Figure 2. Choose Input Files Window

Select the files to convert from the files on your computer, or drag them into the dialog box.
Click the toolbar buttons to carry out the following actions:

—i..l

|—ﬂ Add Files opens a dialog box to select files from the local computer.
Alternatively, click the arrow to select entire folders or upload images from a scanner.
See here[ ) for information on scanner settings.

@ Move Up moves the selected file up in the sequence.
@ Move Down moves the selected file down in the sequence.
-@- Delete removes the file currently selected in the Choose Input Files window.

Details and E Thumbnails toggle between the display options for files. Details
shows the file details such as name, extension and location. Thumbnails show a
reduced-size image of files.

m Preview displays a converted preview of the selected file, where possible, in the
preview window on the right of the dialog box. Beneath the preview window there are
expandable options for viewing common/specific details about the file shown in the
preview window.

When the files have been selected click OK to proceed to the next step (figure 3). Click

Cancel to cancel the process.

Open Files
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If the Show extended dialog for files selecting box is not selected then the Choose Input
Files step above will be skipped. The user will be prompted to select files through the dialog

box displayed below:

|l Open Files ﬁ

- | 4 | | Search Sample Images o |

——
AN, | . » SampleImages
Organize Mew folder =~ 0O @

-

i Favorites
Bl Desktop
4. Downloads

G
=) Recent Places

m

4 Libraries
3 Documents
J‘- Music | &
=l Pictures
gﬂ Subversion

E Videos

Select a file to preview.

Sample Three

.‘ﬂ
1M Computer = Sample Two

File name: | - [AII Supported Files v]

| Open |v] | cance |

Figure 3. Open Files Dialog Box

Select files and click Open to launch the tool. Click Cancel to cancel the process and close
the Open Files dialog box.
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Get Images from Scanner

/54
WP Get Images from Scanner

This is the alternate option that tools use to select files (as opposed to Ask for Source
Files[57). When this action is used the tool sources images from a local scanner. When the
Get Images from Scanner action is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

4 Get Images from Scanner {e} .4
IZT Show setup dialeg while running All Opticns...

Figure 1. Get Images from Scanner Options

e Select the Show setup dialog while running box to launch the Scan Properties
dialog box when the tool runs.

e Click All Options or the gear icon ¥ 1o select Scan Properties. These are explained
below:

Scan Properties
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b Scan Properties Iﬁ

%&Scanner Settings: <Custom= - |

Parameters

| Scannern I ) VI
|
|

[Drata Transfer Method: | Mative Mode - | IE- Show Mative LI

Color Mode;

Resolution:

Paper Size: Setup...

Source:

Sides; ISimpIE Scan v.|

Scan More Pages: |A5ku5er ‘r‘ 5 | =econds

|. Ok | | Cancel

Figure 2. Scan Properties Dialog Box

e Click the Scanner Settings menu to open the menu shown in (figure 3) below.

e Click the Scanner menu to select the scanner that the tool will use.

e Click the Data Transfer Method menu to select either Native Mode or Memory
Mode.

e Color Mode has three options: Color, Grayscale and Black & White. These refer to
the format of the scanned documents.

e Click the Resolution menu to select the dpi (dots per inch) of scanned documents.

e Paper Size refers to the size of the paper used when scanning. Click Setup for
further options, which are explained here.[

e Source has three options Auto, Flatbed and Feeder. These refer to the type of
scanner being used.

e Click the Sides menu to select which sides of documents are scanned. There are
three options: Simple Scan, Manual Duplex and Manual Duplex Reversed. Click
the arrow for an explanation of these options.

e Click the Scan More Pages menu to select the setting for when further pages are
scanned.

e The Show Native UI box is selected by default. This means the scanner selects
certain parameters of the scan itself: Color Mode, Resolution, Paper Size and
Source. Clear the box to customize these parameters manually.
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Click OK to save changes and return to the Edit Tools window. Click Cancel to revert to
previous settings.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.

Scanner Settings

Click the Scanner Settings menu to save custom settings for later use. This opens
(figure 3) below.

5%, Autodetect Color Mode
% Choose scan parameters automatically

icg,  Color Document
% Scan document which contains color images and text (e.g. rnagazines and booklets)

io%,  Black & White Document
% Scan document which contains plain text

ics,  Grayscale Document
’-r%-f,-s" Scan docurmnent which contains grayscale images and text (e.g. newspapers)

*-FT.;,‘QH Color Image
% Scan color image (e.g. photos)

P Save Current Settings

[Delete

gas,

el Manage...

Figure 3. Scanner Settings Menu Options

This menu is used to adjust the scanner mode or save custom settings. There are five preset
modes that relate to the format of scanned documents:

¢ Autodetect Color Mode

e Color Document

¢ Black & White Document
¢ Grayscale Document

e Color Image
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Details of when these should be used are provided in (figure 3). They feature settings that
are optimal for their respective modes.

e Click m Save Current Settings to name (and give a brief description, if desired,
to) customized settings.

e Click ® Delete to delete the custom preset mode currently selected.

o Click = Manage to manage custom preset modes. The five preset modes cannot
be changed but they can be cloned and then edited.
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Save Documents

E\B Save Documents

The Save Documents action is used to save documents created/edited using PDF-Tools. It
is used in all of the Standard Tools| 1 except for Extract Images from PDF[+] and Export
PDF to Images[-=} which use the Save Images| 6] option instead.

When the Save Documents action is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

X

4 S5ave Documents

File Location:

Always ask for file location

File Mame:

m
o
m

When file already exists:

Prompt for action

Figure 1. Save Documents Options

e File Location determines where files are saved. There are three options: Always ask
for file location, which means the tool will ask the user where on their computed
files should be saved. Use source folder as destination means that the folder from
which the original files came will also be the folder in which the new files are saved.
Use custom folder specified allows the user to specify a folder in the text box
below.

« File Name determines the name of new files, including any macros.|

e When File Already Exists determines the action that the tool takes when the file
name entered in the File Name box is already in use. There are four options:
Prompt for action means that the tool will ask the user what action to take.
Overwrite with a new file means the old file will be overwritten with the new one.
Keep existing file unchanged means that the existing file remains how it is and the
new file is not saved. Save new with other unique name means that the new file is
saved with a new name.

e Click B Save Changes to save new settings.
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e Click @ Close Edit to end the current edit and revert to previous settings.
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Save Images

B save Images

The Save Images action is used to save images created using tools. It is used in two of the
Standard Tools:/ )

e Extract Images from PDF/+]and
e Export PDF to Images@

When the Save Images action is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

4 Save Images X

Grouping Mode

Cheoose an action from the list:

Each image to a separate file -
[ | Save in reverse order

Save Options

File Location:

Always ask for file location -
C:\Users\Sean\Documents\Images
File Mame:

FileMame] -

Choose type of singlepage images:
@] PMG - Portable Metwork Graphic A
Choose type of multipage images:
|&%| TIFF - Tag Image File Format -

|| Always use multipage format

When file already exists:

|F'r|:|rr'|ptf|:|r action -

Figure 1. Save Images Further Options

e Grouping Mode determines how files are grouped. See (figure 2).
e Save Options determines the name of new files. See (figure 3).
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¢ Choose Type of Singlepage Images determines the format when saving single-
page images.

¢ Choose Type of Multipage Images determines the format when saving multi-page
images.

e Select the Always use multipage format box to use the multipage format every
time.

e When File Already Exists determines the action that tools take when the file name
entered in the File Name box is already in use. There are four options. Prompt for
action means that the tool will ask the user what action to take. Overwrite with a
new file means the old file will be overwritten with the new one. Keep existing file
unchanged means that the existing file remains how it is and the new file is not
saved. Save new with other unique name means that the new file is saved with a
new name.

Grouping Mode

There are four options regarding how created images are grouped:

|Each image to a separate file |

Allimages from one page to one multipage image file
All images to one multipage image file

Allimages from one document to one multipage image file

Figure 2. Grouping Mode Options

e Each Image to a Separate File saves each image to a separate file.

¢ All Images from one Page to one Multipage image file saves all images from a
single page of a PDF document to one multi-page image file.

¢ All Images to one Multipage Image File saves all images from multiple pages of
PDF documents into a single image file.

¢ All Images from one Document to one Multipage Image File saves all images
from a single PDF document to one multi-page image file.

e Select the Save in Reverse Order box to save images in an order reverse to that in
which they were converted.

Save Options

There are five options with saving files:
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Save Options

File Location:

Always ask for file location -
File Mame:
%[FileMame]_%[Page] hd

Choose type of singlepage images:
"% PEM - Portable Bitmap -
Choose type of multipage images:
27| GIF - Compuserve GIF -

|| Always use multipage format
When file already exists:

Save new with other unigue name -

Figure 3. Save Options

e File Location determines where files are saved. There are three options: Always ask
for file location, which means the tool will ask the user where on their computed
files should be saved. Use source folder as destination means that the folder from
which the original files came will also be the folder in which the new files are saved.
Use custom folder specified allows the user to specify a folder in the text box
below.

« File Name determines the name of new files, including any macros.| !

e When File Already Exists determines the action that the tool takes when the file
name entered in the File Name box is already in use. See (figure 2).

e Choose type of singlepage image determines the format of singlepage images
created with the tool.

e Choose type of multipage image determines the format of multipage images
created with the tool.

e When File Already Exists determines the action that the tool takes when the file
name entered in the File Name box is already in use. There are four options:
Prompt for action means that the tool will ask the user what action to take.
Overwrite with a new file means the old file will be overwritten with the new one.
Keep existing file unchanged means that the existing file remains how it is and the
new file is not saved. Save new with other unique name means that the new file is
saved with a new name.

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Show Files

=
‘C-l Show Files

The Show Files action is used to display converted files within their folder when the
conversion process is complete. When this action is displayed in the Tool Info Pane or the
Tool Actions Sequence the following options are available:

4 Show Files | X

Choose action:

Open containing folder and select files

Open containing folder and select files

View files using the external program asscciated with them

Figure 1. Show Files Options

¢ Open containing folder and select files opens the folder that contains the new file
and selects it in the window.

¢ View files using the external program associated with them opens the file using
the program associated with the type of files that have been converted. For
example, if PDF-XChange Editor is the default program for viewing PDF files, then
the tool will open that program and use it to display the new file.

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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4.2 Create PDF

Create PDF

The Create PDF actions are used to create PDF files. There are four actions in this category.
Three of them relate to the conversion/creation of PDF files from specific formats - standard
files (see here[ ) for a list of compatible formats) image files and text files. The fourth

option, Extract Pages, relates to the creation of a new PDF document using specified pages
from a different document.

EE: Convert Files to PDF[77] converts source files into PDF format.

%5 create PDF from Images| 72| creates PDF files using raster image files.
—"I

|_O Create PDF from Text| 73] creates PDF files from text files.

B | Extract Pages|82] extracts specified pages to a new document.
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Convert Files to PDF

il
E:) Convert Files to PDF

The Convert Files to PDF action is used to convert source files into PDF format. It is
intended for use with files that contain both text and images. A complete list of supported
file formats is available here.[s] Use the Create PDF from Text[79] or_Create PDF from
Images|77) action to create PDF documents from purely text/image files.

The Convert Files to PDF action creates a new PDF file from each input file. Use the
Split/Merge Documents|+s] action to create a single PDF document from multiple input
files.

Please note that the Convert Files to PDF action must be ordered after the Ask for Source Files[57 action in the Tools Action
Sequence or and the tool will not run. A comprehensive list detailing prerequisites and postrequisites for all actions is available
here.[ 193
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Create PDF from Images

0*’\
ol
Create PDF from Images

The Create PDF from Images action is used to create a single PDF file from raster images.
When this action is displayed in the Tool Info Pane or the Tool Actions Sequence the
following options are available:

4 Create PDF from Images o £ X
IE Show setup dialeg while running All Opticns...

Figure 1. Create PDF from Images Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below.

Categories MNew Page Options
New Page Options () Choose Paper Size by Image Size
Images Layout Options I:é:l Standard: [Aél (210 % 297 mm) v]
Image Labels 5

g () Custom: [210 mm 2| = |297 mm :] [millimeter -
Image Processing
Orientation: IF'Drtrait VI
Image Compression
Page Rotation: IDDn't rotate v]
Image Post-processing
Margins

Left: |0 mm :| Right: |0 mm :J
Top: |U mm = Bottom: |'3 mm :|

Figure 2. Images to PDF Further Options

¢ New Page Options determines the page design of new PDFs. See (figure 3).

e Images Layout Options determines the layout of new PDFs. See (figure 4).

e Image Labels determines the label of new PDFs, if desired. See (figure 5).

e Image Processing determines the downsampling, conversion and pixel density of
new PDFs. See (figure 6).

e Image Compression determines the variables for compressing new PDFs. See
(figure 7).
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e Image Post-processing determines the variables for deskewing and despeckling
new PDFs. See (figure 8).

New Page Options

Options for new pages are displayed in the following window:

Mew Page Options

() Choose Paper Size by Image Size

n,

(@) Standard: [ﬁ'@i (210 % 297 ram) V]
() Custom: [210 mm 2 = 297 mm ;] [millimeter -
Crientation: [F'u:urtrait VI
Page Rotation: [Dnn't rotate v]
Margins
Left: IEI mm o Right: Il:l mm o
Top: |':I mim = Bottom: |EI mm -

Figure 3. New Page Options

e The Choose Paper Size by Image Size option crops new PDFs according to the
image size converted. Le. the borders of the original image define the borders of
the new PDF.

e The Standard option centers the original file in a new PDF of standard size.
'Standard' refers to common sizes such as those used by the ISO and ANSI. Click the
menu for a complete list.

e The Custom option allows the user to enter custom dimensions. There is also a
choice for portrait or landscape style (unless the Choose Paper Size by Image Size
option is selected).

e The Page Rotation option rotates images as required during conversion. Click the
menu for rotation options.

e The Margins option facilitates the customization of the image margins. Enter the
values desired into the boxes. The new PDF will feature these dimensions.

Images Layout Options
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These settings are intended for use when converting more than one image at a time. They
allow the user to customize the layout of images. The options are displayed in (figure 4)
below:

Images Layout Options

Layout Rules

Columns: Space between Columns: |42 mm
Rows: |1 :l Space between Rows: |4.2 mm

Align Images

Fit: !REEILICE’ED Cell "'| Horizontal alignment: [CEHtEf V|

Keep aspect ratio: |Z|- Vertical alignment: [Middle "l

Figure 4. Images Layout Options

e The Layout Rules options determine the layout of images within new PDFs. Enter
the desired amounts into the Columns and Rows boxes. Use the Space between
Columns and Space between Rows boxes to determine how much empty space
exists between columns and rows of images.

¢ Align Images determines the alignment of images within new PDFs. There are two
options: Reduce to Cell and Fit to Cell. Reduce to Cell is the default setting. This
reduces the size of the images to fit the size of the PDF. If the original images are
smaller than the PDF size then they will remain at their original size. The Fit to Cell
setting fits the images to the size of the PDF. If they are smaller than the PDF then
they will be increased in size to match the size of the new document.

e The Keep Aspect Ratio box is selected by default. This means that images keep
their original proportions and fit the specified PDF dimensions as far as possible
within those proportions. Clear this box to disable the aspect ratio. Images will then
match the PDF size exactly but may distort as a result (depending on the dimensions
of the PDF document in relation to the dimensions of the original images).

¢ Horizontal and Vertical Alignment determines the location at which images in the
new document appear.

Image Labels

This option adds labels to converted images. The options are displayed in (figure 5)
below.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



Actions Library

Image Labels
Image Label
IZ[ Use special text label for each image:

it m]

Back color [ # | Mone T] [ Paragraph... l [ Font... l

IZ[ Place label above image
IE- Add bookmark for each image with the same text as label

Figure 5. Image Labels Options

e Select the Use special text label for each image box to enable further options.

e Enter the label text into the %[File Name] box. Use the menu to add macros. |

e Back Color determines the background color of the label. Click the box to open a
menu of available colors.

e The Paragraph settings determine the alignment, indentation and spacing of the
text on the label. Click Paragraph to adjust these settings. The indentation settings
include two special options. Select the First Line option to indent only the first line,
as in a standard paragraph. The second special option is for the indentation to be
hanging, which means that the first line is not indented but all subsequent lines are.
Select Hanging for this option. When either of these settings are being used the ‘By’
box must be adjusted accordingly.

e The Font settings allow the user to select the font used for the label. Click Font to
select the font.

o If the Place label above image box is not selected then the label will appear below
the image.

e The Add bookmark for each image with the same text as label option does
exactly what it says. (Bookmarks are PDF document navigational tools that allow the
reader to locate and link to points of interest within a document). Select this box to
add bookmarks to the labels.

Image Processing

The options for Image Processing are displayed below:
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Image Processing

True Color

[Nl:u Downsampling VI 96 = pixels per inch
for images above: | 125 = | pixels per inch

[Nu:u Conversicn M I Dithering

Grayscale

IND Downsampling v.l 96 2| pixels per inch
for images above: | 128 2| pixels per inch

[ND Conversicn | [ 4] Dithering

Indexed

|N|:| Downsampling VI 95 2| pixels per inch
for images above: | 125 = | pixels per inch

IND Conversicn v.l v Dithering

Monochrome

|I"-J|:| Downsampling VI 96 = | pixels per inch
for images above: | 125 = pixels per inch

[Nu:u Conversion VI

Figure 6. Image Processing Options

These settings determine the dimensions for converted documents of different formats:
True Color, Grayscale, Indexed and Monochrome. There are two options for each format:
e Downsampling reduces the sampling rate of images. Each format has three options:
Linear, Bilinear and Bicubic. Further information about these options is available
here. Use the pixels per inch boxes to set the size above which images will be
downsampled and the size to which they will downsampled.
e Conversion relates to the automatic conversion of files, where possible, from one
format to another. Use this option to convert the format of new files when they are
created. Where applicable, check the box for dithering as desired.

Image Compression

The options for image compression are displayed in (figure 7) below:
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Image Compression

True Color
IZT Compression enabled Aute -
JPEG Quality: |75 = Lossless
Grayscale
IZT Compression enabled Auto -
JPEG Quality: |75 = Lossless
Indexed
IZT Compressicn enabled [Autn v.|
Monochrome
IE- Compression enabled Iﬁ'u.ltu:u VI

JBIG2 Method: | Standard

Figure 7. Image Compression Options

e Image compression is enabled by default. Clear the box to disable compression.
e When compression is enabled, use the adjacent menu to select the type of
compression that the tool will carry out. Auto is the default setting.

e Where applicable, adjust the JPEG Quality/JBIG2 Method and Lossless options as
desired.

Image Post-Processing

There are two options in Image Post-Processing:

Image Post-Processing options

IZ[ Deskew
|Z|- Despeckle

Figure 8. Image Post-Processing Options
e Select the Deskew box to deskew images. This straightens the edges of images

automatically and is a useful tool if images have been scanned or photographed
crookedly.
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e Select the Despeckle box to despeckle images. This removes speckles from the
image(s) during conversion.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Create PDF from Text

T
E:) Create PDF from Text

The Create PDF from Text action is used to create PDF files from text-based documents.
When it is displayed in the Tool Info Pane or the Tool Actions Sequence the following
options are available:

4 Create PDF from Text |E {e} X
IE Show setup dialeg while running All Opticns...

Figure 1. Create PDF from Text Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below.

k.. Options @
Categories MNew Page Options

New Page Options (@) Standard: [A4 (210 % 297 ram) v]

Text Format () Custom: 1210 mm 2| (297 mm 2| [milimeter ~ ~| |
| | File Separator : ; : i
{ Orientation: [Portrant V] I
Page Rotation: [Don't rotate v]

Margins

Left: |10 mm +] Right: |10 mm =
Top: |10 mm = Bottom: |10 mm b=

0K l { Cancel

Figure 2. Create PDF from Text Further Options

e The New Page Options are identical to those of the Create PDF from Images
action. See herel 731 for an explanation of those options.
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e The Text Format options determine the font, paragraph and layout options of the
text. See (figure 3) below.

e The File Separator options relate to a special feature that separates files. See
(figure 4) below.

Text Format

These settings determine the font, paragraph and layout of text during the conversion to
PDF process. The options are displayed in (figure 3):

Text Format
Text Style
[ Font... l [ Paragraph... l
Columns
Murnber of columns: Space between columns: Units:
1 5] ﬁ.l i _E {r‘nillir‘neter -

IE- Line between columns:

Style: | Solid -|
Thickness | 0.4 rmrm -

Figure 3. Text Format Options

e The Font and Paragraph buttons adjust the font and paragraph settings of the text.

e The Columns options set the number of columns of text, space(s) between columns
and unit of measurement for the space(s).

e Select the Line between columns box to insert lines between the columns of text.
The Style, Thickness and Color settings determine the parameters of the lines.

File Separator
The File Separator is a useful setting if more than one file is being converted into a single

document. It inserts a label that shows a divide between two files. The options for the File
Separator are detailed below:
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File Separator

(T Show title:
| (e -]
sock color 1% Noe ]
| Font. || Poragraph.. |
(v Draw line:

Style: | Solid -
Thickness: Iﬂ.d mm -

IET Place line above header
Figure 4. File Separator Options

e Select the Show title box to give the file separator a title. Include macros[+1 as
desired.

e The Back color option determines the color of the file separator.

e The Font and Paragraph settings determine the font style and paragraph layout of
the file separator.

e Select the Draw line box to add a line to the file separator. Select the Style,
Thickness and Color options as desired.

¢ Select the Place line above header box to position the line above the header of the
document.

Click OK to save settings. Click Cancel to revert to the previous settings and close the
window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Extract Pages

@ Extract Pages

The Extract Pages action is used to extract specified pages within a PDF file to a new file
during conversion. When it is displayed in the Tool Info Pane or the Tool Actions Sequence
the following options are available:

4 Extract Pages |E {e} X
IE Show setup dialeg while running All Opticns...

Figure 1. Extract Pages Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below:

| Extract Pages ﬁ

Pages Range: selected 1000 of 1000 pages

.:;i:- All Selected Pages
I Current Page i
|| OPages | ]| (total 1,000 pages) |
| I
! Subset: [AII Pages vl

Actions with Objects

Comments: [Cnp}r v]
Farm Fields: [Flatten v‘
Bookmarks: [Cl:up}r All vl

Figure 2. Extract Pages Further Options

e Pages Range determines which pages of the document will be extracted. All is
selected by default.

e The Current Page and Selected Pages options are not available. These will be
removed from the software in a future update.
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¢ Use the Pages option to enter manually the numbers of pages to be extracted. Page
numbers should be separated with a comma. Alternatively, page ranges can be
entered, separated with a dash.

¢ Use the Subset option to select either all odd or all even pages of the document.

e The Actions with Objects settings determine what happens with the Comments,
Form Fields and Bookmarks in the extracted pages.

e The options with Comments and Form Fields are to Copy, Flatten (lock) and Not

Copy.
e The options with Bookmarks are to Copy All, Do Not Copy and Copy Related.

Click OK to save settings. Click Cancel to revert to the previous settings and close the
window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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4.3  Export PDF

Export PDF

The Export PDF actions are used to export PDF files. There are four actions in this category.
They relate to exporting PDF files in different formats:

O . .
l_. Export PDF to Images/ss] exports pages to different raster image formats.

b
& Export PDF to Microsoft Powerpoint Presentation(s8] exports pages to

Microsoft Powerpoint Presentation files.

_y
& Export PDF to Microsoft Word Document/¢fl exports pages to Microsoft Word
document files.
> B\
7| Export PDF to Plain Text[93] exports pages to Plain Text files.
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Export PDF to Images

[ Je
-l
xport PDF to Images

The Export PDF to Images action is used to export pages from documents to different
raster image formats. When it is displayed in the Tool Info Pane or the Tool Actions

Sequence the following options are available:

4 Export PDF to Images |E {5} X

IE Show setup dialeg while running All Opticns...
Figure 1. Export PDF to Images Options

« Show setup dialog while running is explained here.[+7]
e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below:
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& Export to Images

Pages Range: selected 1000 of 1000 pages
@ All Selected Pages
Current Page Selected Graphic
Current View
() Pages: r u_|_|‘ (total 1,000 pages)
Subset: :-AII Pages -' | Reverse Order
' Graphic

-

Page Zoom: | 100% %| Horz. Resclution: flSD dpi vj g

Page Background: S Vert. Resolution: |10 dpi

il

g
SAMPLE.

[i‘_‘.‘) Export settings: <Custom> v} [ oK I[ Cancel ]

Figure 2. Export to Images Options

Pages Range options are explained here.|

Page Zoom selects the zoom in exported documents.

Page Background selects the background color of exported documents.

Horz. Resolution and Vert. Resolution select the resolution of exported
documents. These settings are linked - if one is changed then the other changes
automatically.

¢ Use the Export Settings menu to save custom settings:

e Click % to save current settings.

o Click & to delete the custom settings currently selected.

e Click ™ to manage settings that have been saved previously.
Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Export PDF to Microsoft PowerPoint Presentation

®
“%~ | Export PDF to Microsoft Powerpoint Presentation

The Export PDF to Microsoft Powerpoint Presentation action is used to export pages
from documents to Microsoft Powerpoint Presentation files. When it is displayed in the Tool
Info Pane or the Tool Actions Sequence the following options are available:

4 Export PDF to Microsoft PowerPoint Presentation IZT -EI- it
File Location:

Always ask for file location -
File Mame:

When file already exists:

Prompt for action -

More Options...
Figure 1. Export to Microsoft PowerPoint Presentation Options

e File Location determines where files are saved. There are three options: Always ask
for file location, which means the tool will ask the user where on their computed
files should be saved. Use source folder as destination means that the folder from
which the original files came will also be the folder in which the new files are saved.
Use custom folder specified allows the user to specify a folder in the text box
below.

« File Name determines the name of new files, including any macros. |\

e When File Already Exists determines the action that the tool takes when the file
name entered in the File Name box is already in use. There are four options:
Prompt for action means that the tool will ask the user what action to take.
Overwrite with a new file means the old file will be overwritten with the new one.
Keep existing file unchanged means that the existing file remains how it is and the
new file is not saved. Save new with other unique name means that the new file is
saved with a new name.

e Click More Options or the gear icon 107 to select further options. These are
displayed in (figure 2) below:
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k. Options ﬁ

I:I Convert entire page content to image

You can adjust rasterization quality for non-convertible content items (such as
complex gradients) or for entire page, when the option above is enabled:

Resolution: | 96 dpi -

Text Conversion Options:

; .
Maode: | Preserve text editable v

(v Embed all fonts

When there are compatibility/portability issues with fonts:
IZT Allow to use substitution for fonts that cannot be embedded

|ZT Allow to convert a text that uses problematic fonts to curves

Text rasterization quality: [1]

Resolution: [96 dpi vl

| IZ[ Include Comments

l QK l | Cancel

Figure 2. Options Dialog Box

e Select the Convert entire page content to image box as desired.

e Use the top Resolution menu to determine the rasterization quality for non-
convertible content items.

¢ Use the Mode menu to determine the Text Conversion Options. The options are as
follows:

e Preserve text editable preserves the existing format of the text, which means
it can be edited after conversion.

e Convert to curves converts text into curves.

e Convert to images converts text into image format.

e Select the Embed all fonts box to embed all fonts within the converted document.
This increases the file size but ensures the fonts will be viewable on all machines. (It
is recommended to embed fonts when the fonts within the document are
uncommon. This is because most computers feature complete sets of the common
fonts. Therefore they do not require an embedded set within imported documents
to display them. However, if the fonts being used are uncommon it is less likely that
the local computer will support them).
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e Select the Allow to use substitution for fonts that cannot be embedded box as
desired.

e Select the Allow to convert a text that uses problematic fonts to curves as
desired.

e Use the bottom Resolution menu to determine the rasterization (image) quality of
converted text.

¢ Select the Include Comments box as desired.

e When the desired details have been entered, click OK to apply them. Click Cancel to
cancel the process and close the dialog box.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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Export PDF to Microsoft Word Document

(5
“5= | Export PDF to Microsoft Word Document

The Export PDF to Microsoft Word Document action is used to export pages from
documents to Microsoft Word document files. When it is displayed in the Tool Info Pane or
the Tool Actions Sequence the following options are available:

4 Export PDF to Microsoft Word Document IZT -EI- it
File Location:

Always ask for file location -
File Mame:

When file already exists:

Prompt for action -

More Options...
Figure 1. Export PDF to Microsoft World Document Options

e File Location determines where files are saved. There are three options: Always ask
for file location, which means the tool will ask the user where on their computed
files should be saved. Use source folder as destination means that the folder from
which the original files came will also be the folder in which the new files are saved.
Use custom folder specified allows the user to specify a folder in the text box
below.

« File Name determines the name of new files, including any macros. |\

e When File Already Exists determines the action that the tool takes when the file
name entered in the File Name box is already in use. There are four options:
Prompt for action means that the tool will ask the user what action to take.
Overwrite with a new file means the old file will be overwritten with the new one.
Keep existing file unchanged means that the existing file remains how it is and the
new file is not saved. Save new with other unique name means that the new file is
saved with a new name.

¢ Click More Options or the gear icon it to select further options:
¢ Select the Include Comments box as desired.
¢ Select the Include Images box as desired.
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e When the desired details have been entered, click OK to apply them. Click Cancel to
cancel the process and close the dialog box.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Export PDF to Plain Text

o
LT Export PDF to Plain Text

The Export PDF to Plain Text action is used to export pages from documents to Plain Text
files. When it is displayed in the Tool Info Pane or the Tool Actions Sequence the following
options are available:

4 Export PDF to Plain Text ] £ X
File Location:

Always ask for file location -
File Mame:

When file already exists:

Prompt for action -

More Options...
Figure 1. Export PDF to Plain Text Options

e File Location determines where files are saved. There are three options: Always ask
for file location, which means the tool will ask the user where on their computed
files should be saved. Use source folder as destination means that the folder from
which the original files came will also be the folder in which the new files are saved.
Use custom folder specified allows the user to specify a folder in the text box
below.

« File Name determines the name of new files, including any macros. |\

e When File Already Exists determines the action that the tool takes when the file
name entered in the File Name box is already in use. There are four options:
Prompt for action means that the tool will ask the user what action to take.
Overwrite with a new file means the old file will be overwritten with the new one.
Keep existing file unchanged means that the existing file remains how it is and the
new file is not saved. Save new with other unique name means that the new file is
saved with a new name.

¢ Click More Options or the gear icon it to select further options:
e Select the Add numbering page to text file box as desired.
¢ Select the Insert line breaks box as desired.
e Use the End lines with menu to determine the setting for newlines.
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¢ Use the Text Encoding menu to determine the encoding format.
e When the desired details have been entered, click OK to apply them. Click Cancel to
cancel the process and close the dialog box.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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4.4 Perform/Update PDF

] =

/3

Perform/Update PDF

The Perform/Update PDF actions are used to edit PDF documents. They have a huge range
of functions - from adding Bates numbering and/or Watermarks to resizing, rotating and
splitting/merging documents. These functions can be combined using the Clone Tooll411 or
Create Tooll4] functions, which allow users to customize/create tools to meet specific
requirements. The Perform/Update PDF actions are as follows:

—"I
|i~‘-} Add Bates Numbering[ 97 inserts Bates Numbering for easy identification and
retrieval of documents and pages within documents.

|_~‘-} Add Header and Footer[ ] inserts headers and footers with specific details into
documents.

—"I
|_~‘-} Add Watermarks/ 1 inserts watermarks in front of/behind documents.

:—"’I
|‘—0 Change Document Properties[ ] inserts document properties such as title,
author, subject and keywords.

:ﬁ—"ﬁ
" Change Pages Background[ ] changes the background behind the content on
the document.

_I\
Iﬁ'ﬂ Convert to PDF/A[ "] makes documents comply with the PDF/A standard, which
optimizes them for long-term archiving.

E] Crop Pages| ] adjusts document dimensions, white margins and boxes.

|? Extract Images from PDF[+ searches for and extracts raster images from PDF
documents.

rﬁ OCR Pages/ ] scans documents for images of text and recognizes text characters.
It then inserts an invisible text layer for text selecting and searching etc.

I
-~ Optimize Document/ optimizes the size of documents to reduce their memory
size.

N Overlay PDF[ overlays a PDF document with a second PDF document.
_i.,l
|ii3 Remove Bates Numbering[ ] removes Bates Numbering from documents.
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—"l
|_£3 Remove Headers and Footers[il removes all existing header and footers from
documents.

ot

“% Remove Page Background|:z] removes custom backgrounds from documents
and restores the default background.

—"I

|_£3 Remove Watermarks[ ] removes all existing watermarks from documents.

IE—IJ Resize Pages| =l increases/reduces the size of document pages.

A

"> Rotate Pages/[ 7] rotates document pages clockwise or counterclockwise.

R,
+=' Split/Merge Documents| 1 combines all input PDF documents into one or splits
them into new documents.

Please note that although these actions are geared towards PDF documents they are compatible with most industry-standard
formats.
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Add Bates Numbering

E?} Add Bates Numbering

The Add Bates Numbering action is used to add Bates Numbering to PDF files. Bates
Numbering is a dynamic way to provide identification, protection and automatic
consecutive numbering within documents as they are processed/scanned. See here for
further information.

When the Add Bates Numbering action is displayed in the Tool Info Pane or the Tool
Actions Sequence the following options are available:

4 Add Bates Numbering |E {5} X
IE Show setup dialeg while running All Opticns...

Figure 1. Add Bates Numbering Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below:
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[ Add Bates Numbering =5
Text Margins
Left Header Text: Central Header Text: Right Header Text: Top: | 127 mm -
¢ V' L )
[ ——
! I !: Bottom: | 12.7 mm |
 — S — — . - R - N Left‘lz.'fmm 1
Left Footer Text: Central Footer Text: Right Footer Text: pm
[ o 1 1 ] Right: [12.7 mm
| | [ L
EE| I | | Units: | millimeter v-
Font... Insert Date J [ Add Bates Numbering... ” Page Mumber And Date Format... J
Preview
Preview Page 1 3 of 1,000 Pages Range: selected 1000 of 1000 pages [ Page Range Options... J
T T
i i
i i
i i
________ o o o o R o A A i s
! !
! LOREM IPSLIM:
| |
i i
I |
I I
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i i
i i
A e i
i i
i i
i i
[f»%; Settings: <Custom> '] 0K ” Cancel ]

Figure 2. Add Bates Numbering Further Options

e Enter text into the text boxes to insert text at the locations indicated within
documents. Click Font and Insert Date to select the font settings/[+] and/or insert
the date at the time of document creation.

e Click Add Bates Numbering to select Bates Numbering options.

e Click Page Number And Date Format to customize the date format, page number
format and start page number options for Bates Numbering.

¢ Click Margins to adjust the text location.

e Enter page numbers into the Preview Page box to view pages in the preview
window.

e Click Page Range Options to select the pages of the document that will feature the
customized information entered in the steps above.

Use the Settings menu to save/delete customized settings for subsequent use and/or
manage existing customized settings:

e Click B2 to save the current settings.
o Click '@ to delete the custom settings currently selected.

e Click ™ to manage settings that have been saved previously.
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Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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Add Header and Footer

E?} Add Header and Footer

The Add Header and Footer action is used to insert headers and footers with specific
details into PDF files. These details include the document title, page numbers, date and time
of document creation, author name and graphics. Its operating instructions are identical to
those of the Add Bates Numbering[97] action with one exception: the Insert Page Number
replaces the Add Bates Numbering button:

|5, Add Header and Footer ﬁ
Text Margins

Left Header Text: Central Header Text: Right Header Text: Top:

\' H H | sotomfiziom ]

Left Footer Text: Central Footer Text: Right Footer Text:

| | H |
| |
| [ Insert Date l " Insert Page Number ]|[ Page Mumber And Date Format... l |

Figure 1. Add Header and Footer Options

e Select the required box for page numbers (Left Header Text, Left Footer Text etc)
and then click Insert Page Number to insert page numbers.

e Click OK to save settings. Click Cancel to revert to previous settings and close the
window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Add Watermarks

E?} Add Watermarks

The Add Watermarks action is used to add text/imagery either in front of or behind
existing page content of PDF files. Watermarks are used predominantly to discourage
counterfeiting. When this action is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

4 Add Watermarks M 3 X
IZT Show setup dialeg while running All Opticns...

Figure 1. Add Watermarks Options

o Show setup dialog while running is explained here.[ ]

e Click All Options or the gear icon 10f to select further options. These are displayed
in (figure 2) below:

! Add Watermark

Source

...............................................................

LOREM IPSUM

Text: | watermark Sample

| Appearance I
| Rotation: |43 =) Opacity: | 23% = |
Scale: [100% -:\ ¥ Scale relative to target page

Placemnent Options

Horizontal Offset: '0 mim :d from: ;Center -;
; Vetical Offset[0mm 2] from: [Center  ~)
| (] AsBackground Units: millmeter  ~ | i
l Pages Range: selected 1000 of 1000 pages e §AMPLE
| (o) All Selected Pages i DDEUMENT
Current Page .,";
Opges [ 0] tow 1000pages
Subset: [AllPages <]
| p - s 9
i 0
[‘\‘-‘E,; Settings: <Custom> v]
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Figure 2. Add Watermark Further Options

e Source options determine the source of the watermark. Enter text into the box or
select a file. If using text as the source then select the desired font/ss|[ss] macros|ies)
and alignment options.

e Appearance options determine the rotation, opacity and scale of the watermark.
The Rotation value determines the rotation of the watermark. The Opacity value
determines the opacity (transparency) of the watermark. The Scale value determines
the scale of the watermark in relation to either the target pane, if the indicated box
is selected, or the size of the original image, if the box is not selected.

¢ Placement options determine the horizontal and/or vertical offset of the watermark
from the left, right or center of the document.

e Select the As Background box to insert the watermark into the background as
opposed to the foreground of the document.

« Pages Range options are detailed here.[ 1

e The Preview Page window displays a preview of pages. Select the numbers beneath
the window to preview corresponding pages within the document.

e The Settings menu features two presets: Draft and Confidential. Select these to
update the text that appears behind the document. It can also be used to save
customized settings:

e Click B2 to save the current settings.
o Click & to delete the custom settings currently selected.

o Click ™ to manage settings that have been saved previously.
Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:;

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Change Document Properties

E:} Change Document Properties

The Change Document Properties action is used to edit properties of PDF files. When this
action is displayed in the Tool Info Pane or the Tool Actions Sequence the following options
are available:

4 Change Document Properties IZT -EI- it
Title: | s[FileName] - |+
Author: - | [+
Subject: - [+
Keywaords:
4|
Creator: | PDF-Tools %a[AppVersion] - |IE
IZT Show setup dialeg while running All Opticns...

Figure 1. Change Document Properties Options

e Select the check boxes to create/edit the Title, Author, Subject, Keywords and
Creator properties of the document.

e Enter the desired details into the relevant fields.

e Use the menus to add macros. [

o Show setup dialog while running is explained here.[ 7]

e Click All Options or the gear icon 0] to select further options. These are displayed
in (figure 2) below:
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k. Document Properties @
Categories @ Description Info
i) Description Document Info
| —53 Initial View Title: [%[FiIeName] V]E/‘]’ !
| !
|| g Advanced Author: [ V]ET !
Subject: [ v]|2’[ :
Keywords: i
i
Creator: | PDF-Tools %:[AppVersion] - |IZ]
oK 1 l Cancel

Figure 2. Document Properties Dialog Box, Description Tab Selected.

e The options in the Description tab identical to those outlined in (figure 1) above.
e The options in the Initial View tab determine the viewing settings when the new document is
opened:
e The Layout and Magnification options are as follows:
Navigation View determines which panes are displayed with the document.
Page Layout determines the formation of the pages in the document.
Magnification determines the zoom level of the document.
Open to Page determines the page at which the document is opened.
¢ The Window Options determine the settings for the window in which the document is viewed:
e Show in Title determines the title of the document.
e Select the boxes to Hide elements of the window as desired.
e Select the box to Open in Full Screen Mode as desired.
e Select the box to Resize window to initial in order to resize the opened window to
match the size of the original document.
e Select Center Window on screen as desired.
e The options in the Advanced tab determine the Print Dialog Presets and Reading
Options:
¢ Page Scaling is enabled by default. This means that pages will be scaled to fit
the paper size when they are printed. Select None to disable this option.
e Duplex Mode can be used to print on both sides of printed sheets. Select
None to disable duplex printing. Select Long Edge or Short Edge depending
on how the document will be bound/viewed.
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e Select the Paper Size by Document Page Size box as desired.

e Use the Print Page Range box to determine the page range that will be
printed. Individual pages must be separated with a comma and page ranges
must be separated with a hyphen.

e The Number of Copies menu determines how many copies of the document
are printed.

¢ The Binding menu determines the format for binding the document.

e The Language menu determines the language setting of the document.

When the desired settings have been selected, click OK to save them. Click Cancel to cancel
the process and close the dialog box.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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Change Pages Background

o

L_(+) Change Pages Background

The Change Pages Background action is used to edit the background of PDF files. Using
this tool it is possible to add a full background color or local file content to documents
When this action is displayed in the Tool Info Pane or the Tool Actions Sequence the
following options are available:

4 Change Page Background IE {e} p 4
IE Show setup dialeg while running All Opticns...

Figure 1. Change Page Background Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T 1o select further options.
These options are identical to those of the Add Watermark/ 1 actions with one exception:
instead of adding a watermark to the document, this action fills the entire background with

the selected color/file.

e Click the From Color option button to select a background color.
e Click the Name option button to select a background file.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Convert to PDF/A

& Convert to PDF/A

The Convert to PDF/A action is used to convert PDF documents to PDF/A format. This
format is ideal for long-term storage and archiving of documentation. When the Convert to
PDF/A action is displayed in the Tool Info Pane or the Tool Actions Sequence the following
options are available:

4 Convert to PDF/A M 3 X
IZT Show setup dialeg while running All Opticns...

Figure 1. Convert to PDF/A Options

o Show setup dialog while running is explained here.[ ]

e Click All Options or the gear icon 10f to select further options. These are displayed
in (figure 2) below:

k! Convert to PDF/A Iﬂ

Conformance

Choose conformance:
| [PDF,a’A-Eh v]

| Color profile

| Choose profile:
; [5RGBIEC51966-2.1 'l

| QK H Cancel |

Figure 2. Convert to PDF/A Further Options

e Click the Choose conformance menu to select the file conformance. See here for an
explanation of conformance options.
e Click the Choose profile menu to select the color profile.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.
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Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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Crop Pages

Crop Pages

The Crop Pages action is used to crop pages of PDF files during the conversion process. It
adjusts the visible page area, white margins and/or sets the page boxes.| ]

When the Crop Pages action is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

4 Crop Pages |E ‘E} X
IE Show setup dialeg while running All Opticns...

Figure 1. Crop Pages Options

« Show setup dialog while running is explained here.[+7]
e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below:

L@ b

E.! Crop Pages

Crop Margins

| Show All Boxes Units: | millimeter

Crop Method: 'Remove All'White Spaces |

Apply to Box: | Crop Box

| Left: | 25 mm Right: | 253 mm

Top: |25.3 mm = Bottom: [36.5 mm = ':.E '
Constrain Proportions
SetToZero ||  RevertTo Original [ SetTownite Margins l‘
A

| Remove the content outside of the crop box area L
h
RAMPLE
Pages Range: selected 1000 of 1000 pages ; INELMENT
(@) All Selected Pages i @ a
Current Page
| () Pages ' [i1)] ttotsl 1,000 pages) s
| e b i R R B T U
Subset: | All Pages -
| T Cropped page size: 159.7 x 235.2 mm

i oK 1[ Cancel

Figure 2. Crop Pages Further Options
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Crop Margins

PDF documents feature up to five boxes that determine their content and appearance. They
are the Media Box, Crop Box, Bleed Box, Trim Box and Art Box. PDF-Tools. uses four of
these boxes to determine customizable settings. See herel«! for further information.

e Select the Show All Boxes box to view all four boxes in the preview window.

e Use the Crop Method menu to select the cropping method. There are four options.
Three of these: Remove All White Spaces, Remove Vertical White Spaces and
Remove Horizontal White Spaces have predefined and self-explanatory settings
that cannot be changed. The fourth option, Manual Control of Margins, allows the
user to define the boxes and margins.

e Use the Apply to Box menu to select and edit box margins.

e Enter the desired measurements for the Left, Right, Top and Bottom margins of
the selected box.

e Select the Constrain Proportions box to maintain the ratio of margins. For example
if the margin in the Left box is changed to 5mm then the margins in the Right, Top
and Bottom boxes will also be changed to 5mm.

e Use Set to Zero, Revert to Original and Set To White Margins to apply these
functions to boxes selected in the Apply to Box menu.

e Select the Remove the content outside of the crop box area box to remove
content outside the crop box. Any information cropped away by the crop box will
not be removed from the file's underlying code unless this option is selected.

Pages Range

See here[+1 for an explanation of the Pages Range settings.

Click OK to save your settings. Click Cancel to revert to previous settings and close the
window.

Then, in the Edit Tools window:

e Click H Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Extract Images from PDF

|? Extract Images from PDF

The Extract Images from PDF action is used to search PDF documents for raster images to
extract and save to disk. When it is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

4 Extract Images from PDF |E X

Exclude images smaller than:
Ma limit -
(¥ Actual image view

Figure 1. Extract Images from PDF Options

¢ Use the Exclude images smaller than menu to exclude images smaller than a given
size from the extraction process. Select one of the preset minimum sizes or enter the
size manually into the box.

e Select the Actual image view box to save images as they appear within the original
document. Clear the box to save images in their original format - any resize or
rotation of images that has taken place will be reversed when the image saves.

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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OCR Pages

I'T'I
OCR Pages

The OCR Pages action is used to optically recognize text characters in PDF files. It also
creates a selectable and searchable text layer. Documentation that has undergone the OCR
process is much easier to search using software as a result. It also means that retyping
documents can be avoided if a digital file is deleted in error.

When it is displayed in the Tool Info Pane or the Tool Actions Sequence the following
options are available:

4 OCR Pages | £ X
IE Show setup dialeg while running All Opticns...

Figure 1. OCR Pages Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below:

Pages Range: selected 10000 of 10000 pages

(@) All Selected Pages
Current Page
'::' Pages: | L]u‘ (total 10,000 pages)
Subset: [AII Pages V|

Recognition

Language: [English VI More Languages..,

Accuracy: Il"-ﬂedium vl

Figure 2. OCR Pages Further Options

« The Pages Range options are explained here.[ "
¢ The Recognition options determine the language and accuracy of the OCR process.
Increasing the accuracy increases the time that the process takes and vice versa.

e Click B Save Changes to save new settings.
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e Click @ Close Edit to end the current edit and revert to previous settings.
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Optimize Document

~

ARRANN

w— Optimize Document

The Optimize Document action is used to optimize and reduce the size of PDF files in order
to save space. When it is displayed in the Tool Info Pane or the Tool Actions Sequence the
following options are available:

4 Optimize Document o £ X
IE Show setup dialeg while running All Opticns...

Figure 1. Optimize Document Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below:

|! Optimize PDF s

{-3@, Settings: Standard - ] Make compatible with: |Retain existing "]

ifimagﬁ | Color Images

[ ¥ Fonts : [Bicubic Downsampling to ", 150 dpi = for images above: l:‘.zﬁp;_.‘.

! - - | —————————— e — |
| | ] Discard Objects | Compression: | JPEG Quality:| Medium Ji |
| i e Sl ;
| |[¥] Discard User Data | :
B || Grayscale Images |

{Clcan Up B . . ] h [ . ]
| |Bicubic Dewnsampling to =||150dpi % for images above: | 225 dpi %
Complession::-JpEG” 4 Quality: Me-dlurn e
| Indexed Images
[ ;Suhsamp!ing to =(|150dpi 2= for images ahnve::.ZZS dpi 3‘
1| L . . 4
| Compression: '-HP- - l-:.:

i . Meonochrome Images

| [Bicubic Downsampling to -|[200 dpi 3-: for images abnvmé-dfvll dpi ‘3\

| | ——— L )

| [ Compression: | JEIG2 -|

| [ —el—

: | [+ Optimize images only if there is 2 reduction in size

i i

I 1

: |

Figure 2. Optimize PDF Options
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e Click the Settings menu to select Standard or Mobile settings. Standard settings
are the default settings and suitable for all devices. Mobile settings are customized
to suit mobile devices. The Settings menu is also used to Save, Delete and Manage
user-customized settings:

e Click B2 to save current settings.

o Click & to delete the custom settings currently selected.

e Click * to manage settings that have been saved previously.

e Click the Make compatible with menu to select the format with which new files are
compatible.

e Select Images to customize the optimization of images. See (figure 3).

e Select Fonts to customize the optimization of fonts. See (figure 4).

e The Discard Objects, Discard User Objects and Clean Up options relate to further
ways to optimize documents. They remove elements of PDF files to reduce the file
size, some of which are selected by default. Select/clear options as desired.

Images

The Images options are displayed below:
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Color Images

Bicubic Downsampling to VHIEEI dpi :l forimages above: | 225 dpi =
Compression: | JPEG vl Qua|i1_-_|,r;

Grayscale Images

Bicubic Downsampling to Vl IlEEI dpi :l for images abm-'e:|225 dpi =

Compression: | JPEG VI Quality: | Mediurm V|

Indexed Images

Subsampling to V| IlE[I dpi $| for images above: 1225 dpi :i
Compression: | ZIP VI
Monochrome Images
[Bicul;:lic Downsampling to VJ |.3EIEI dpi = forimages above: I45[| dpi :I

Compression: | JBIG2 - l

|Z|- Optimize images only if there is a reduction in size

Figure 3. Images Options

e Click the Color Images, Grayscale Images, Indexed Images and Monochrome
Images menus to select settings for respective image formats.

e Click the Bicubic Downsampling/Subsampling menus to reduce/increase the
resolution of images.

e Click the arrows in the dpi box, or enter a figure manually, to select the dots-per-
inch resolution for new images.

e Click the arrows in the for images above box, or enter a figure manually, to select
the minimum dpi at which images are downsampled/subsampled.

e Click the Compression menus to select the compression format of images. Where
applicable click the Quality menu to select the compression quality.

e Optimize images only if there is a reduction in size is selected by default. Clear
this box to optimize images even when there is no reduction in size.

Font Unembedding Settings

These settings are displayed below:
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Font Unembedding Settings

Pt

() Do Mot Unembed any font
(@) Unembed recommended fonts

() Unembed all fonts

Izr Merge fonts subsets
Figure 4. Fonts Options

Unembedding fonts removes embedded fonts from documents. This reduces the file size
but can also affect the formatting if the font is not present on the end user's machine.
Therefore, if the resulting font is unsafe, select the Do Not Unembed any font option
button. Alternatively, select Unembed recommended fonts or Unembed all fonts. The
Merge fonts subsets box is selected by default. This saves space when documents are
merged.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:

e Click H Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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Overlay PDF

* Overaly PDF

The Overlay PDF action is used to overlay PDF files. When it is displayed in the Tool Info
Pane or the Tool Actions Sequence the following options are available:

4 Overlay PDF |ﬂ x

Overlay File Settings

Owerlay file:
RO
IE Place overlay file as foreground
Repeat options:
Mo repeat -

Positions
Align overlay pages relative to new PDF document pages:
By horizontal: | Left - By verticak | Top -

|| Fit overlay pages to newly created document pages
| | Keep aspect ratio

Figure 1. Overlay PDF Options

¢ Use the Overlay File box to enter the name of the file to be used as the overlay on the active
document. Alternatively, click the icon or the ellipsis symbol to select a file from the local
computer.

e Select the Place overlay file as foreground box to position the selected file in the foreground.
(The default setting is for overlaying files to be positioned in the background of the active
document).

e The Repeat Options determine what happens when the pages of the overlay document do not
match numerically with the pages of the PDF file. For example, if the overlay document is three
pages long and the PDF file is six pages long then the overlay document will match only the
first three pages of the PDF file if the No Repeat option is selected - the remaining three pages
will not feature an overlay. If the Repeat Last Page of Shorter Overlay File option is selected
then the final page of the overlay document will be repeated on all pages of the PDF file that
exceed the number of pages in the overlay document. If the Continuous Repeat of Shorter
Overlay File option is selected then all pages of the overlay document will be repeated from
the beginning when the number of pages in the PDF file exceeds the number of pages in the
overlay document.
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e The Positions options determine the positioning of the overlay relative to the PDF
document. By Horizontal determines the horizontal position and has the options
Left, Center and Right. By Vertical determines the vertical position on the page
and has the options Top, Middle and Bottom.

e Select the Fit Overlay Pages to Newly Created Document Pages box to size the
overlay to fit the new PDF file. This may distort images/text if the sizes are
significantly different.

e Select the Keep Aspect Ratio box to retain the aspect ratio of the overlay.

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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Remove Bates Numbering

i .
EB Remove Bates Numbering

The Remove Bates Numbering action is used to remove Bates Numbering from PDF
documents. Bates Numbering is a dynamic way to provide identification, protection and
automatic consecutive numbering within documents as they are processed/scanned. See
here for further information.

Add this action to the Tools Action Sequence to remove Bates Numbering from files when
the tool runs.
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Remove Headers and Footers

EE} Remove Headers and Footers

The Remove Headers and Footers action is used to remove headers and footers from PDF
documents. Add this action to the Tools Action Sequence to remove Headers and Footers
from files when the tool runs.
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Remove Page Background

o

= Remove Page Background

The Remove Page Background action is used to remove custom backgrounds from PDF
documents. Add this action to the Tools Action Sequence to restore default background
settings to files when the tool runs.
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Remove Watermarks

EE} Remove Watermarks

The Remove Watermarks action is used to remove watermarks from PDF documents. Add
this action to the Tools Action Sequence to remove watermarks from files when the tool

runs.
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Resize Pages

@ Resize Pages

The Resize Pages action is used to increase or reduce the size of pages within PDF files.
When it is displayed in the Tool Info Pane or the Tool Actions Sequence the following
options are available:

4 Resize Pages |E ‘E} X
IE Show setup dialeg while running All Opticns...

Figure 1. Resize Pages Options

« Show setup dialog while running is explained here.[+7]

e Click All Options or the gear icon T to select further options. These are displayed
in (figure 2) below:
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. Resize Pages @

Paper Size
{i- Standard: A5 (148 x 210 mm) VI [Landscape VI
I:j Custom: 210 mm =0 = 297 mm = [millimeter VI

Placement Opticns

il

Haorizontal Offset: |EI mm - | from: |.Center VI

Vertical Offset: |0 mm :i from: |.Cer1ter v‘

Pages Range: selected 1000 of 1000 pages

(@) All Selected Pages

Current Page

() Pages: | (11| ttotal 1,000 pages)

Subset: [AII Pages vl

Content Scale Options

| | Scale content of page according new page size

[ | Keep aspect ratio of content

Figure 2. Resize Pages Further Options

e The Paper Size options determine the size and layout of new pages. Click the
Standard option button to select standard sizes such as those used by the ISO and
ANSI. Use the menu in the adjacent box to select either Landscape or Portrait as
the page orientation.

e Click the Custom option button to enter custom dimensions.

e The Placement options determine the horizontal/vertical offset of resized pages
and the location from which the offset is made.

e The Pages Range options are explained here. [

e The Content Scale options determine the scale of the page content in relation to
the new page size. The Keep aspect ratio of content box is selected by default,
which means the page content remains as it was when pages are resized. Select the
Scale content of page according new page size box to scale the content of
original page to the new page size. This is carried out as far as the aspect ratio will
allow. Clear the Keep aspect ratio of content box to scale all content of the
original page to the new page size.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.
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Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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Rotate Pages

" 4
EU
- Rotate Pages

The Rotate Pages action is used to rotate pages within PDF files. When it is displayed in the
Tool Info Pane or the Tool Actions Sequence the following options are available:

4 Rotate Pages o 2 X
IZT Show setup dialeg while running All Opticns...

Figure 1. Rotate Pages Options

« Show setup dialog while running is explained here.[ ]

e Click All Options or the gear icon 10f to select further options. These are displayed
in (figure 2) below:

| Rotate Pages I&

Direction: [Clu:uclw-.risegﬂ degrees -

Pages Range: selected 1000 of 1000 pages
(@) Al !

Selected Pages

Current Page

() Pages: [ |_ﬂ_|‘ (total 1,000 pages)
Subset: [AII Pages v‘
[F‘ages of Any Orientation vl

Figure 2. Rotate Pages Further Options

e Click the Direction menu to select the direction of rotation.

e Pages Range options are explained here.[ !

e Use the Pages of Any Orientation option to determine the orientation of pages
included in the page range. The default setting is Pages of Any Orientation, Le. all
pages in the page range. Use the menu to select either Portrait Pages or Landscape
Pages.
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Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click ® Close Edit to end the current edit and revert to previous settings.
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Split/Merge PDFs

VA
4 Split/Merge Documents

The Split/Merge PDFs action is used to split or merge PDF documents. This makes it

possible to separate pages from a single document into individual PDF files or combine
several documents into a single PDF file.

When this action is displayed in the Tool Info Pane or the Tool Actions Sequence the
following options are available:

4 Split/Merge Documents M X
Methed

All pages to One document 1

| | Reverse pages order
IE Show dialeg for manual split/merge

Actions with Objects
Form Fields: Copy
Comments: Copy

Eh:n:nkr‘narks:lg,:, Mot Copy
| | Add root bookmark with filename

Figure 1. Split/Merge Documents Options

Method Options

Click the Method menu to select the manner in which pages are split/merged. There are
four options:

¢ All pages to One document merges all pages into a single document.

e Every N pages in Separate document separates multiple page documents into
separate documents of n pages. Enter a value for n in the adjacent menu. For
example, if a document of nine pages is selected and the value for n is three, then
three documents containing three pages will be created and they will be grouped 1-
3,4-6 and 7-9.

¢ Keep input documents as is retains the original format of documents.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



Actions Library

e Split by top bookmarks separates documents according to their top-level
bookmarks, such as chapters.
Actions with Objects
These settings determine the actions for objects within pages.
e The options with Form Fields and Comments are Copy, Flatten and Do Not Copy.
e The options with Bookmarks are Do Not Copy, Copy All and Copy Related.
e The Add root bookmark with filename box is cleared by default. Select the box to
add the original filenames to the bookmarks of the merged documents.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.
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4.5 Secure PDF

1 @
b

/Q
Secure PDF

The Secure PDF actions are used to manage the security of PDF documents. They are used
to add/remove digital signatures, timestamps and passwords. Adding these features
increases the security of documents using certificates from certified sources. The actions that
apply to the security of PDF documents are as follows:

AY

Ec} Add Digital Signature[+=] uses a certificate-based digital ID to add and sign a new signature
field.

W
|é Add Timestamp/ = adds a document-level time stamp to establish document contents at a
specified time.

—i.,l

|_ii Certify Document/+l adds a certified signature field to documents.
Ay

|£i:} Clear Digital Signaturel | removes digital signatures where possible.
—i\

|—i:i Secure Document/++ adds password controls to documents.
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Add Digital Signature

90 Add Digital Signature

The Add Digital Signature action is used to add digital signatures to PDF files. Digital
signatures demonstrate the authenticity of documents and are used for official verification
on the internet. When this action is displayed in the Tool Info Pane or the Tool Actions
Sequence the following options are available:

4 Add Digital Signature

M 3 X

IZT Show setup dialeg while running All Opticns...

Figure 1. Add Digital Signature Options

o Show setup dialog while running is explained here.[ ]

e Click All Options or the gear icon 10f to select further options. These are displayed
in (figure 2) below:

£ Sign Document ﬁ
1. Sebect Certificate (Digital ID): 3. Specify Placernent Oplions:
(@) Use Certificate from System Store: e ToPage: [1 2| of L00O To Last Page
Issued Tee | John Dow [27,/05/2021) - Browse... |
AT —
It () Use Certificate from Files e — ]
i File Mame Browse...
| [ View Certificate... Create Certificate...
;r 2. Setup Details and Appearance for Sign: .
Reason for Signinge | <None> -
| -
: rime] A
| Contact Infe:
Perrissions: | Allaw Ferm Fill-in, Signing. Commenting and Creation of Template Page ~ N
s et o :
< it
- ' ¥
Digitally signed by John Doe SAMPLE
O n DN: en=John Doe, c=GB, DOCUMENT
o=Tracker Software Products,
ou=Chemainus, D o
email=Sean@Tracker- i a
0 e Software.com - - — 1~
Date: 2016.05.27 14:54:39 -07'00) Horizontal Offset: | 354 mm = from: | Left -
** You may change the appearance of the digital sign by double-clicking on the preview above. Vertical Offset: _14'1 i :_ frem: | ottom )
| e, [ =1 2 » =1
:_ Use Tirnastamp Server: | SignFiles.com - *) Change... Width: | 329 mm < | Height: |11.3mm__ < |

Figure 2. Sign Document Dialog Box

Select Certificate
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e Select a certificate from either the system store or the files on the local computer.
e Click View Certificate to view details about the certificate currently selected.
e Click Create Certificate to create a new certificate.

Setup Details and Appearance for Sign
Digital signatures can be customized further as follows:

e Click the Reason for Signing menu, or enter text into the box manually, to add a
reason for signing the document.

e Click the Location box to enter a location for where the document is signed.

e Click the Contact Info box to add contact information to the signature.

e Click the Permissions box to select changes permissible after the document has
been signed.

e Click the Sign Template menu to select layout options for the signature and
associated information.

e Click Manage to further customize the Sign Template.

e Select the Use Timestamp Server box to select a timestamp server to add to the
signature.

e Click Change to open the Timestamp Server dialog box add a new timestamp
server.

Specify Placement Options

e Click the To Page box, or use the arrows, to select the page for the digital signature.

e Click the Horizontal Offset and Vertical Offset boxes, and their associated from
boxes, to place the signature within the selected page. Alternatively, use the pointer
to select the virtual outline of the signature on the preview page and place it
manually.

e Click the Width and Height boxes, or use the arrows, to select the size of the virtual
outline of the signature within the preview page.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.
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Add Timestamp

@ Add Timestamp

The Add Timestamp action is used to add document-level timestamps to PDF files. These
establish the exact contents of the file at the time indicated by the time stamp, which is
obtained from a specified time stamp authority. When it is displayed in the Tool Info Pane
or the Tool Actions Sequence the following options are available:

4 Add Timestamp o 2 X

IZT Show setup dialeg while running All Opticns...

Figure 1. Add Timestamp Options
o Show setup dialog while running is explained here.[ ]

e Click All Options or the gear icon 10f to select further options. These are displayed
in (figure 2) below:

k. Timestamp Server @

%Timestamp Server SignFiles.com 7 |

| Server Settings: '

Server URL: | https://ca.signfiles.com/TSAServer.aspx l

.|| Server Requires Authentication

Uzer Mame;

Password:

Figure 2. Timestamp Server Options

e Click the Timestamp Server menu to select a server for the timestamp.

e When using a new timestamp server for the first time, enter the website address into
the Server URL text box.

e Select the Server Requires Authentication box to require authentication when the
timestamp is added. Enter the details into the User Name and Password text boxes.

When new details have been entered, click the Timestamp Server drop menu and:
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e Click B2 Save Current Settings to save custom settings.

e Click ® Delete to delete the custom preset mode currently selected.

o Click = Manage to manage custom preset modes.

When the required details have been selected, click OK to to save changes. Click Cancel to
close the window and revert to previous settings.
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Certify Document

E\Q Certify Document

The Certify Document action is used to secure documents with a certified signature field.
When it is displayed in the Tool Info Pane or the Tool Actions Sequence the following

options are available:

4 Certify Document |E ‘E} X
IE Show setup dialeg while running All Opticns...

Figure 1. Certify Document Options

« Show setup dialog while running is explained here.[+7]
e Click All Options or the gear icon T to select further options. They are identical to

the Add Digital Signature[+2] options. However, once a document has been signed
and certified using this action, it can no longer be edited.
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Clear Digital Signatures

9

© Clear Digital Signatures

The Clear Digital Signatures action is used to clear digital signatures from documents. Add
it to the Tool Actions Sequence to include this process in the conversion of files. Digital
signatures will be replaced with unsigned signature fields when the tool in question runs.
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Secure Document

™
|:::| Secure Document

The Secure Document action uses password protection to secure documents. When it is
displayed in the Tool Info Pane or the Tool Actions Sequence the following options are

available:

4 Secure Document

Security Method:

Password Security

Mo Security

Passwaord Security

Figure 1. Secure Document Options

Click Password Security in the Security Method menu, or the ellipsis icon, to customize the
password options. The Password Security Settings dialog box will open:
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k.. Password Security Settings Iﬁ
Opticns |
1
Compatibility: Acrobat 7.0 and later - Encryption Levek: 128-bit AES

(@) Encrypt all document contents

(:l Encrypt all document contents except metadata (Acrobat 6 and later compatible)

P

() Encrypt only file attachments (Acrobat 7 and later compatible] |

W All contents of the docurment will be encrypted and search engines will not be able to access the '
' document's metadata. f

Document Passwords

|ZT Require password to open the document

Document Open Password: |

Confirm document open password: |

Restrict editing and printing of the document. A password will be required in order to change these
— permission settings.

Change Permissions Pas;word:| ]

Confirm Change Permissions P‘asmrcrrd:l |

Permiszions

Printing Allowed: | Mot Allowed v.|

Changing Allowed:|NDtAllnwed V]

IET Enable copying of text, images, and other content

| Enable text access for screen reader devices for visually impaired

|

|Zf Store the passwords with the policy oK H Cancel

Figure 2. Password Security Settings

e Click the Compatibility menu to select the password compatibility.

e Select the relevant encryption option from the three option buttons.

e Select the Require password to open the document box to set a password for the
document. Enter the password into the Document Open Password and Confirm
document open password text boxes.

e Select the Restrict editing and printing of the document box to set a password to
enable editing and printing of the document. Enter the password into the Change
Permissions Password and Confirm Change Permissions Password text boxes.

e Select the Printing Allowed and Changing Allowed menus to select the printing
and editing options that the password entered in the Document Passwords tab will
allow.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products




Actions Library

e Select the Enable copying of text, images, and other content box to enable the
copying of that content.

¢ Select the Enable text access for screen reader devices for visually impaired and
Store the passwords with the policy boxes as required.

Click OK to save changes. Click Cancel to revert to previous settings and close the window.
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5 Standard Tools

1 @

/:l\\“
o
Standard Tools

There are twenty-six Standard Tools in PDF-Tools. They are used to convert files to
PDF/PDFA format, add/remove features to documents such as Bates numbering or headers
and footers, resize, rotate, OCR and secure documents. The functions of these tools can be
combined using the Clone Tooll+M or Create Tooll 4] features of PDF-Tools. This makes it
possible for users to create tailor-made tools in order to meet highly-specific requirements.

The Standard Tools are as follows:

—"I
|_~‘-} Add Bates Numbering[ linserts Bates Numbering into documents.

igi ig e[+ creates new signature fields within documents.

|_~‘-} Add Header and Footer| ) inserts headers and footers into documents.
_i.,l
|_{:. Add Watermark|+ adds a watermark to documents.

EE} Convert Files to PDFs[+ converts input files with supported formats to PDF
format.

“5 Create PDF from Images|+# creates a single PDF document from one or more
raster images.

/
= Scan to PDF[«) uses a scanner to create a new PDF document from a paper
document.

—"I
|—i Certify PDFs/ ) secures documents using certified signatures.

_I\
dam Convert to PDF/A[ 51 converts PDF documents to the PDF/A standard, which is
ideal for long-term archiving.

T
|—*} Create PDF from Text[) creates a single PDF document from one or more text
files.

E] Crop Pages| ladjusts the visible page area.

|? Extract Images from PDEF[+ locates raster images in documents and extracts
them to files on disk.

ox
“M Export PDF to Imagesmﬁ exports pages from PDFs to raster image formats.
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{27}
& Export PDF to Microsoft Powerpoint Presentation(ss] exports pages to

Microsoft Powerpoint Presentation files.
[ >}
w3 Export PDF to Microsoft Word Document/efl exports pages to Microsoft Word

document files.

0=

7| Export PDF to Plain Text[93] exports pages to Plain Text files.
= |

=F Extract Pages| =) extracts specified pages to a new document.

rﬁ OCR Pages/[] uses optical recognition to identify text within documents and
creates a selectable layer over the text.

22 Optimize PDF[+] optimizes the document content in order to reduce the file size.
N Overlay/[ % PDF[+ overlays a PDF document with a second PDF document.

Iﬂ_'j Resize Pages/+l adjusts the size of pages within documents.

o, Rotate Pages| -« rotates specified pages within documents.

E:n Secure PDF| =] sets up password protection for opening/editing documents.

:ﬁ—"ﬁ
" Set Pages Background| inserts a solid color of graphic to the background of
the document.

R,
+' split/Merge PDFs[ ] combines/separates multiple PDFs into new documents.

&

|--'L- Timestamp PDFs[1 adds a server-authorized time stamp that establishes

document contents at a given time.

Please note that although these tools are geared towards PDF documents they are compatible with most industry-standard
formats.
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5.1 Add Bates Numbering

E?} Add Bates Numbering

The Add Bates Numbering tool inserts Bates Numbering into documents. Bates Numbering
is a dynamic way to provide identification, protection and automatic consecutive numbering
within documents as they are processed/scanned. See here for further information.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the files into which Bates Numbering will be
inserted. See herel 571 for further options.

2. Add Bates Numbering
Bates Numbering is inserted into the selected files. See here[97) for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Add Bates
Numbering tool to enable it. See herel ! for further options.

4. Save Documents
The new files are saved. See herel 64 for further options.
5. Show Files

The new files are displayed to the user. See herel6d) for further options.

Double-click on tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.2  Add Digital Signature

90 Add Digital Signature

The Add Digital Signature tool adds new signature fields to documents and signs them
using a certificate-based digital ID. Digital signatures demonstrate the authenticity of
documents and are used for official verification on the internet.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file into which the digital signature will be
inserted. See herel 571 for further options.

2. Add Digital Signature

The digital signature is inserted into the selected file. See here[+] for further options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Add Digital
Signature tool to enable it. See herel« for further options.

4. Save Documents
The new file is saved. See herel &4 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.3 Add Header and Footer

E?} Add Header and Footer

The Add Header and Footer tool inserts headers and/or footers with specific details into
PDF files. These details include the document title, page numbers, date and time of
document creation, author name and graphics.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file into which headers and/or footers will be
inserted. See herel 571 for further options.

2. Add Header and Footer

Headers and/or footers are inserted into the selected file. See here[w) for further
options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Add
Header and Footer tool to enable it. See herel««] for further options.

4. Save Documents
The new file is saved. See herel 64 for further options.
5. Show Files

The new file is displayed to the user. See here[sd) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.4 Add Watermark

E?} Add Watermark

The Add Watermark tool inserts watermarks into documents. Watermarks are used
predominantly to discourage counterfeiting.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file into which watermarks will be inserted. See
herel 57 for further options.

2. Add Watermark

The watermark is inserted into the selected file. See herel«l for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Add
Watermark tool to enable it. See herel« for further options.

4. Save Documents

The new file is saved. See herel &4 for further options.

5. Show Files

The new file is displayed to the user. See here[sd) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.5 Certify PDFs

E\Q Certify PDFs

The Certify PDF tool inserts a certified signature field into documents.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file to certify. See herels71 for further options.
2. Certify PDFs

The tool inserts a certified signature field into the selected file. See herel+ for further
options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Certify
PDFs tool to enable it. See here[«) for further options.

4. Save Documents

The new file is saved. See herel 64 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.6 Create PDF from Images

E?} Create PDF from Images

The Create PDF from Images tool creates a single PDF document from one or more raster
images.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the image that will be converted into PDF format.
See herel 57\ for further options.

2. Create PDF from Images
The new PDF file is created from the selected file. See herel721 for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Create PDF
from Images tool to enable it. See herel«s for further options.

4. Save Documents
The new PDF file is saved. See here[64) for further options.
5. Show Files

The new file is displayed to the user. See here[sd) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.7 Create PDF from Text

T
|:2:)Create PDF from Text

The Create PDF from Text tool creates a single PDF document from one or more text files.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the text file that will be converted into PDF format.
See herel 571 for further options.

2. Create PDF from Text
The new PDF file is created from the selected file. See here[7s) for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Create PDF
from Text tool to enable it. See herel ! for further options.

4. Save Documents

The new PDF file is saved. See here[64] for further options.

5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.8 Convert to PDF/A

& Convert to PDF/A

The Convert to PDF/A tool converts PDF files into the PDF/A format, which is ideal for
long-term storage and archiving.

This tool uses four of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the PDF file that will be converted into PDF/A
format. See herel 57! for further options.

2. Convert to PDF/A

The new PDF/A file is created from the selected file. See herel 7 for further options.
3. Save Documents

The new PDF/A file is saved. See herele4] for further options.

4. Show Files

The new file is displayed to the user. See here[6s) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.9 Convert files to PDF

il
E:.) Convert files to PDF

The Convert files to PDF tool converts files to PDF format.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file that will be converted into PDF format. See
herel 57 for further options.

2. Convert to PDF

The new PDF file is created from the selected file. See here[71 for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Convert
Files to PDF tool to enable it. See herel«s for further options.

4. Save Documents

The new PDF file is saved. See here[64] for further options.

5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.10 Crop Pages

Crop Pages

The Crop Pages tool adjusts the visible page area, adjusts white margins and/or sets the
page boxes. !

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file that will be cropped. See herels7) for
further options.

2. Crop Pages

The file is cropped according to the settings of the tool and a new file is created. See
here[ ] for further options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Crop Pages
tool to enable it. See herel ! for further options.

4. Save Documents

The new file is saved. See herel 64 for further options.

5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.11 Extract Images from PDF

g Extract Images from PDF

The Extract Images from PDF searches PDF documents for raster images to extract and
save to disk.

This tool uses four of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the PDF from which images will be extracted. See
herel 57 for further options.

2. Extract Images from PDF

The images are located and extracted from the file. See herel+1for further options.
3. Save Images
The images are saved. See herelss! for further options.

4. Show Files

The new file is displayed to the user. See here[6s) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.12 Extract Pages

@ Extract Pages

The Extract Images from PDF extracts specified page ranges from PDF documents to a
new document.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the files from which pages will be extracted. See
herel 57 for further options.

2. Extract Pages

The pages are extracted from the files and a new file is created. See herels?] for
further options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Extract
Pages tool to enable it. See herel«! for further options.

4. Save Documents
The new file is saved. See herel 64 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.13 Export PDF to Images

0"‘1
=it
Export PDF to Images

The Export PDF to Images tool exports pages from PDF files to raster image formats.

This tool uses four of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the files from which the pages will be exported.
See herel 571 for further options.

2. Export PDF to Images
The pages are exported and a new file is created. See here[ss] for further options.
3. Save Documents

The new file is saved. See hereled for further options.

4. Show Files

The new file is displayed to the user. See here| 9] for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.14 Export PDF to Microsoft Powerpoint Presentation

Oi j
Export PDF to Microsoft Powerpoint Presentation

The Export PDF to Microsoft Powerpoint Presentation tool exports pages from PDF files
to Microsoft Powerpoint Presentation files.

This tool uses three of the actions from the actions library. The order that they are
performed in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the files from which the pages will be exported.
See herel 571 for further options.

2. Export PDF to Microsoft Powerpoint Presentation

The pages are exported and a new file is created. See here[sg] for further options.

3. Show Files

The new file is displayed to the user. See here[ss) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.15 Export PDF to Microsoft Word Document

®
Export PDF to Microsoft Word Document

The Export PDF to Microsoft Word Document tool exports pages from PDF files to
Microsoft Word document files.

This tool uses three of the actions from the actions library. The order that they are
performed in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the files from which the pages will be exported.
See herel 571 for further options.

2. Export PDF to Microsoft Word Document

The pages are exported and a new file is created. See here[er] for further options.

3. Show Files

The new file is displayed to the user. See here[ss) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.16 Export PDF to Plain Text

°|. :j
I Export PDF to Plain Text

The Export PDF to Plain Text tool exports pages from PDF files to Plain Text files.

This tool uses three of the actions from the actions library. The order that they are
performed in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the files from which the pages will be exported.
See herel 57\ for further options.

2. Export PDF to Plaint Text

The pages are exported and a new file is created. See herel931 for further options.

3. Show Files

The new file is displayed to the user. See hereles] for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.17 OCR Pages

I'T'I
OCR Pages

The OCR Pages tool optically recognizes text characters in a PDF document and create a
selectable and searchable text layer on pages. Documentation that has undergone the OCR
process is much easier to search using software as a result. It also means that retyping
documents can be avoided if a digital file is deleted in error.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the files upon which to perform the OCR process is
carried out. See herel 57 for further options.

2. OCR Pages

The pages undergo the OCR process and a new file is created. See herel+:] for further
options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the OCR Pages
tool to enable it. See herel i for further options.

4. Save Documents

The new file is saved. See herel 64 for further options.

5. Show Files

The new file is displayed to the user. See here[6d) for further options.
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Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.18 Optimize PDF

4
- Optimize PDF

ARRNRN

The Optimize PDF tool optimizes PDF files in order to reduce their file size and save space.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file for optimization. See herels7) for further
options.

2. Optimize Document
The file is optimized and a new file is created. See here[+] for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Optimize
PDF tool to enable it. See here[+ for further options.

4. Save Documents

The new file is saved. See herel 64 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.19 Overlay PDF

K Overlay PDF

The Overlay PDF tool is used to overlay PDF files.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file for optimization. See herels7) for further
options.

2. Overlay PDF

The overlay is inserted into the active document and a new file is created. See herel:s]
for further options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Overlay
PDF tool to enable it. See herel 3 for further options about the settings of this action.

4. Save Documents

The new file is saved. See herel &4 for further options.

5. Show Files

The new file is displayed to the user. See here[sd) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.20 Rotate Pages

| 4
EU
- Rotate Pages

The Rotate Pages tool rotates pages within files.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file to be rotated. See herels7] for further
options.

2. Rotate Pages
The file is rotated and a new file is created. See here[+=71 for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Rotate
Pages tool to enable it. See herelw! for further options.

4. Save Documents

The new file is saved. See herel 64 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.21 Resize Pages

@ Resize Pages

The Resize Pages tool adjusts the size of pages within files.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file for the resizing process. See here[s7) for
further options.

2. Resize Pages
The file is resized and a new file is created. See here[ = for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Resize
Pages tool to enable it. See herelw! for further options.

4. Save Documents

The new file is saved. See herel 64 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.22 Scan to PDF

/

'“'O Scan to PDF

The Scan to PDF tool uses a local scanner to create PDF documents from paper documents.

This tool uses six of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Get Images from Scanner

The tool scans a paper document and create an image-based PDF from the scan. See
herel 6] for further options.

2. Create PDF from Images

The tool creates a single PDF from the scanned image. See herel72] for further
options.

3. OCR Pages

This action is skipped by default. Access the Tool Actions Sequence of the Scan to
PDF tool to enable it. See herel 2 for further options.

4. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Scan to
PDF tool to enable it. See herel w for further options.

5. Save Documents

The new file is saved. See herel &4 for further options.

6. Show Files

The new file is displayed to the user. See here[s9) for further options.
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Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



Standard Tools

5.23 Set Pages Background

)

O set Pages Background

The Set Pages Background tool inserts a solid color or a graphic background behind
existing page content.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file to edit. See herels71 for further options.

2. Change Page Background

The background of the file is updated and a new file is created. See herel«« for further
options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Set Pages
Background tool to enable it. See here[«l for further options.

4. Save Documents

The new file is saved. See herel &4 for further options.

5. Show Files

The new file is displayed to the user. See here[sd) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.24 Secure PDF

B
E9Secure PDF

The Secure PDF tool inserts password protection into files for protecting their viewing
security and/or editing options.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file to secure. See herels7) for further options.

2. Secure Document
A password is created and a new file is created. See here[ ] for further options.
3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Secure PDF
tool to enable it. See herel ! for further options.

4. Save Documents

The new file is saved. See herel 64 for further options.

5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.25 Split/Merge PDFs

g
¥+~ split/Merge PDFs

The Split/Merge PDFs tool combines all input files into a single file or splits single files into
new PDF files.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file to split/merge. See herels7 for further
options.

2. Split/Merge Documents

The documents are split/merged and a new file is created. See herel+s) for further
options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the
Split/Merge PDFs tool to enable it. See herel«s for further options.

4. Save Documents
The new file is saved. See herel &4 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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5.26 Timestamp PDFs

|—_iTimestamp PDFs

The Timestamp PDFs tool inserts a timestamp from an authorized server into documents.
This is done to establish the exact contents of the PDF file when the stamp is inserted and is
useful for time-sensitive documents.

This tool uses five of the actions from the actions library. The order that they are performed
in the Tool Actions Sequence is as follows:

1. Ask for Source Files

The tool prompts the user to select the file into which the timestamp will be inserted.
See herel 571 for further options.

2. Timestamp PDFs

The timestamp is added and a new file is created. See herel+ for further options.

3. Change Document Properties

This action is skipped by default. Access the Tool Actions Sequence of the Timestamp
PDFs tool to enable it. See here[«) for further options.

4. Save Documents
The new file is saved. See herel &4 for further options.
5. Show Files

The new file is displayed to the user. See herel6d) for further options.

Double-click the tool in the Tool Info Pane to launch it. Right click on the tool to edit the the
tool options/clone the tool for more advanced customization.
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6 Appendix
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Appendix

The following chapters detail additional information relating to the settings and functions
within PDF-Tools. They are outlined below:

« Available File Filters[ ] - further information about file filters and what they mean.

o Command Line Options[! - a list of the available command line options that can
be used in conjunction with PDF-Tools.

e Create Shortcut on Desktop|! - a feature that enables the creation of shortcuts for
tools.

e Crop Margins[ =) - a detailed explanation relating to the cropping of margins,
including definitions of the various box features involved.

o Export Selected Tools| " - a feature that enables the exporting of tools.

o Font Parameters[ - details relating to font parameters.

e Macros| = - an explanation of what macros are and how they are used.

e Ordering Actions in the Tool Actions Sequence[] - the necessary prerequisites
and postrequisites for actions to run in the Tool Actions Sequence.

e Pages Range| ] - further details and options that relate to page ranges.

e Paper Sizes[ ) - further details and options that relate to paper size.

e Scanner Settings[ % - options that relate to scanner settings.

o Show Setup Dialog While Running[ ] - an explanation of this option within tools.
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6.1 Available File Filters

Available File Filters

The Available File Filters determine the file formats that are available when a user selects
files within PDF-Tools. The file format boxes selected in (figure 1) determine the file
formats that are available for selection during the operation of tools.

. Awailable File Filters Iﬁ

! Choose filters for file types that will be available for you in F
1

drop-down list on the dialog: ]

Preset: [ < Custom:s . l

IE All Supported Files l{*.pdf;*.xps;*.nxps;*.hmp;*.dih;*.rle;’E'

| &1l Supported Images (“.bmp;*.dib;*.rle;*.gif;*.ica;*. jbg;

| &1l Supported Raster Images (*.bmp;*.dib;*.rle*.gif:*.ic
| All Supported Vectorial Images (*.emf;*wmf;*.apm) |
| PDF Documents (*.pdf)

| XPS Documents (*xps;*.oxps)

| BMP - Windows Bitmap [*.bmp;*.dib;*.rlg)

| GIF - Compuserve GIF [*.gif)

| ICO - Windows Icon (*ico)

| JBIG - Joint Bi-level Image experts Group (*.jbg)
| JBIGZ - Joint Bi-level Image experts Group v2 (*,jb2) '
| PEM - Portable Bitmap (*.pbm)
| PGM - Portable Graymap (*.pgm) [~

| |Z|-Include'ﬁ.l| Files (*.*)' filter |

o« | e |

Figure 1. Available File Filters

¢ All Supported Files supports all compatible file formats.
¢ All Supported Images supports all compatible raster and vectorial image formats.
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¢ All Supported Raster Images supports all compatible raster images.
¢ All Supported Vectorial Images supports all compatible vectorial images.

The four modes above are also the preset modes. These can be selected using either the relevant check
boxes or the Preset menu.

Please note that there is an important difference between raster and vectorial images. Raster images are composed of pixels,
whereas vectorial images are composed of mathematical paths. Raster images do not retain their appearance as size increases but
vectorial images do. However, raster images are much better suited to editing, especially regarding the color. They also display finer
nuances such as light to a better quality. It is important to take these things into consideration when selecting the file filter for
images.

e PDF Documents are documents in the Portable Document Format, which is used to
present documents in a manner independent of application software, hardware and
operating systems.

e XPS Documents are documents saved in the (*.xps) and (*.oxps) paper
specification formats.

e BMP files are files used to store bitmap digital images.

e GIF files are raster graphic files that are usually animated.

e ICO files are image files formatted for computer icons in Microsoft Windows.

¢ JBIG is a lossless image-compression standard that is the most common format for
use with fax machines.

¢ JBIG2 is an image-compression standard for bi-level images that is suited for
lossless and lossy compression.

e PBM is a portable bitmap image format that is designed to be exchanged easily
between platforms.

e PGM is identical to the PBM format but is used for grayscale images.

e PPM is identical to the PBM format but is used for pixmap images.

e TGA is a raster graphics file format created by Truevision Inc.

e PCX is an image file format developed by ZSoft Corporation. It is the native file
format for PC Paintbrush.

e DCX is a file extension for a bitmap/raster graphics file format used by Multipage
PCX. DCX files derive from PCX files.

e PNG format, or Portable Network Graphics, is a raster graphics file format that
supports lossess data compression.

e JPEG format, or Joint Photographic Experts Group, is used for photographs and
other image files where the file size is necessarily small, such as in websites and
emails.

e JPEG 2000 format is an image compression standard and coding system with
several improvements from the original JPEG format.

e TIFF, or Tag Image File Format, is a common format for exchanging raster graphics
between application programs, including those that use scanners.

e Metafiles (*.emf;*.wmf;*.apm) are stored in a format that can be exchanged
between different systems or software.
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e Rich Text Format (*.rtf) is a proprietary document file format with published
specification developed by Microsoft.

e MS Word Document formats are intended for use with documents created with
Microsoft Word.

e MS Excel Spreadsheet formats are intended for use with documents created with
Microsoft Excel.

e MS Power Point Presentation formats are intended for use with documents
created with Microsoft Power Point.

e MS Visio Drawing formats are intended for use with documents created using
Microsoft Visio.

¢ Plain Text format displays the data in files that represents only the characters of
readable material.

Select the boxes of the desired formats. Click OK to save settings. Click Cancel to revert to
previous settings and close the Available File Filters dialog box.
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6.2 Command Line Options

Command Line Options

The command line options listed below are available for PDF-Tools. Please note:

e If any values have spaces, backslahses or forwardslashes then the entire options list should be
enclosed in quotation marks.

o If the optionslistfile contain spaces, it should be enclosed in quotation marks.

e If a profile is specified, changes will be made to that profile. If not then the changes will apply
to the current printer's settings.

e These options are for the PDFXTools.exe executable, the default location of which is:

"C:\Program Files\Tracker Software\PDF Tools V6\PDFXTools.exe"

¢ Unless the path to PDFXTools.exe is added to the system %path% variable, the full path to
PDFXTools.exe must be specified.

FORMAL SYNTAX
SYNTAX DEFINITION
<anytext> Any text string.
<a>|<b> <a> or <b>

The full or relative path to file. When the path contains white
<filename> spaces it should be enclosed in double quotation marks. For
example: "c:\My Documents\My Test Document.pdf"
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[expression]

The specified expression is the optional part of command line. For
example if the syntax is: /RunTool[:showui=yes|no]
[;showprog=yes|no][;showrep=yes|no] <ToolID> [<filenamel>
[<filename2> ... <filenameN>]]

then the following is correct:

/RunTool imagesToPDF
/RunTool imagesToPDF "c:\picturel.png” "c:\picture2.png"
/RunTool:showprog=no imagesToPDF "c:\picturel.png” "c:
\picture2.png”

COMMAND LINE OPTIONS

NAME PARAMETERS SYNTAX DEFINITION

e showui - if the

/RunTool

yes value is
specified then

the main window

will be
displayed. The
default value is
no.

showprog - if
the yes value is
specified then
the progress
bar will be
displayed. The
default value is
yes. Please note
that when
showui=yes is
specified then
showprog=no
will be ignored.
showrep - if the
yes value is
specified then
the application
will display a
special report

/RunTool[:showui=yes|no]
[;showprog=yes|no]
[;showrep=yes|no] <ToolID>
[<filenamel> [<filename2>
.. <filenameN>]]

This command runs the tool
specified. For example:

PDFXTools.exe /RunTool
imagesToPDF
PDFXTools.exe /RunTool
imagesToPDF “c:
\picturel.png” "c:
\picture2.png"
PDFXTools.exe /RunTool:sh
owprog=no;showrep=no
imagesToPDF "c:
\picturel.png” "c:
\picture2.png”
PDFXTools.exe /RunTool:sh
owprog=no;showrep=no
imagesToPDF "c:
\FolderWithPictures"
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window when
errors occur
during the
operation of
tools. The
default value is
yes.

e <ToolID> - the
required
parameter is the
string that
contains the
unique name of
tool to be
executed.
Identifiers of all
existing tools
can be viewed
using
the /DumpTool
s command
detailed below.

o <filenamel> ...
<filenameN> -
is an optional
list of input files
that the
specified tool
will process. It is
also possible to
specify folders,
in which case the
tool will process
all
corresponding
files recursively.

o <filename> - is This command imports
the path to the program settings from the
file that contains specified file. For example:
program
/ImportSettin settings. It can ImportSettings <filename> PDFXTools.exe /ImportSetti
gs be created using ngs "c:\PDF-
the /ExportSetti Tools_AppSettings.pdts”
ngs PDFXTools.exe /ImportSetti
or /ExportTools ngs "c:\PDF-
commands (or Tools_Exchange.pdtex”
the
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/ExportSettin
gs

/ResetSetting

S

/ExportTools

/DumpTools

corresponding
features in User
Interface).

<filename> - is
the path to the
file in which all
program
settings will be
stored.

N/A

o <filename> - is

the path to file
in which all
existing tools
will be stored.

<filename> - is
the path to the
text file in which
identifiers of all
existing tools
will be stored.

/ExportSettings <filename>

/ResetSettings

/ExportTools <filename>

/DumpTools <filename>

This command exports all
program settings to a
specified file. For example:

PDFXTools.exe /ExportSetti
ngs "c:\PDF-
Tools_AppSettings.pdts™

This command restores all
program settings to their
default state. For example:

PDFXTools.exe /ResetSettin
gs

This command exports all
existing tools and their
options to a specified file. For
example:

PDFXTools.exe /ExportTools
"c:\PDF-
Tools_Exchange.pdtex”

This command saves
identifiers of all existing tools
to plain text file. For example:
PDFXTools.exe /DumpTools
"c:\PDF-Tools.txt"
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6.3  Create Shortcut on Desktop
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Create Shortcut on Desktop

Standard Tools and Custom Tools feature additional settings. Right click on tools to access these
settings. The following options will be displayed:

}6Run
p 3=t
3:} Clone

;{1 Create

Export Selected Tools

I& Create Shortcut on Desktop

Delete

Figure 1. Tool Options

;5 Run launches the selected tool.
;{5— Edit launches the Edit Tools window for the selected tool.

\J\
SN g Clone creates a clone of the selected tool for further customization. See here[41 for further
information.

é‘.‘} Create launches the Edit Tools window to create a new tool. See here[46) for further
information.

Export Selected Tools is explained here.[+:]
I& Create Shortcut on Desktop is explained below.

Create Shortcut on Desktop
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This setting is used to create convenient shortcuts to tools. Click it to create a shortcut for
the selected tool. Alternatively, select and drag the tool from the tools window into the
desktop area. The shortcut will appear on the desktop. It will feature a PDF-Tools icon and
the name of the selected tool. Click the icon to launch and operate the tool independently
of the application. It is also possible to specify individual files and/or folders when creating
the shortcut for individual tools:

e When the shortcut has been selected, right-click on the desktop icon and select
Properties. The Target option will be selected.

e Files or folders can be added at the end of the path in the target option in order to
launch them automatically in conjunction with the tool shortcut. The most efficient
method to do this is as follows:

¢ Select the desired file/folder.

Press and hold SHIFT.

Right click.

Select Copy as Path from the menu.

Paste the details at the end of the Target path detailed above.

The associated files/folder will then launch in conjunction with the tool shortcut.
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6.4 Crop Margins

] =

/:l\\
5
Crop Margins

PDF documents feature up to five boxes that determine their content and appearance. They
are the Media Box, Crop Box, Bleed Box, Trim Box and Art Box. PDF-Tools uses four of these
boxes to determine customizable settings:

Crop Box

The Crop Box defines the region to which page contents are clipped when displayed or
printed. Programs use the dimensions of this box for screen display and printing. Unlike the
other boxes, the Crop Box has no defined meaning in terms of physical page geometry or
intended use - it merely imposes clipping on page contents. However, in the absence of
additional information (such as imposition instructions specified in a JDF or PJTF job ticket)
the Crop Box determines how the page contents will be positioned on the output medium.

Bleed Box

The Bleed Box defines the region to which the contents of the page shall be clipped when
output in a production environment. This may include the "bleed area" needed to
accommodate the physical limitations of cutting, folding and trimming equipment. Usually
the Bleed Box is three to five millimeters larger than the Trim Box. When a page is printed it
may include printing marks that fall outside the bleed box. The default value for the bleed
box the page’s crop box.

Trim Box
The Trim Box defines the intended dimensions of the finished page after timming has taken
place. As opposed to the Crop Box, the Trim Box is very important because it defines the

actual page size. Programs use the Trim Box as the basis for positioning pages on a press
sheet. The default value for the Trim Box is the same as that of the Crop Box.
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Art Box

The Art Box defines the extent of the page’s meaningful content (including potential white
space) as intended by the page’s creator. Le. it defines regions that are of special interest.

Programs do not generally use the Art Box. The default value for the Art Box is the same as
that of the Crop Box.
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6.5 Export Selected Tools
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Export Selected Tools

Standard Tools and Custom Tools feature additional settings. Right click on tools to access these
settings. The following options will be displayed:

}6Run
p 3=t
3:} Clone

;{1 Create

Export Selected Tools

I& Create Shortcut on Desktop

Delete

Figure 1. Tool Options

;5 Run launches the selected tool.
;{5— Edit launches the Edit Tools window for the selected tool.

\J\
SN g Clone creates a clone of the selected tool for further customization. See here[41 for further
information.

é‘.‘} Create launches the Edit Tools window to create a new tool. See here[46) for further
information.

Export Selected Tools is explained below.
I& Create Shortcut on Desktop is explained here.[+]

Export Selected Tools
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185

This options is used to export tools from PDF-Tools. When it is selected the Save Export File dialog
box will open. Enter a name for the exported tool and select the location at which it will be saved. It

must be saved as a .pdtex file. Click Save to save the exported tool. Click Cancel to cancel the process
and close the dialog box.
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6.6 Font Parameters
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Font Parameters

There are several actions in PDF-Tools that feature options for their associated fonts. Those
options are explained below:

[ Select Font ﬁ

Font: Style: Size:
[Arial| ] [F{egular ] [1".] pt :]
Arial E‘ Regular B0 pt
O -
Arial = Bold 8.0 pt =
| - Italic 10.0 pt |
' | o Arial Black _ - 5
| Arial Black Bold Italic 11.0 pt i
; _ 120 pt E
- || o Anal Narrow i ~] |
Arial Marrow |
Effects |

Arial Rounded MT Bold

Arial Rounded MT Bold Fill:

' |’ g Avial Unicode MS

Arial Unicode MS |

|

Baskerville Old Face Stroke width: |0 pt

4k

Baskerville Old Face

- Underline: | Mone - |
Tt [~ .

Figure 1. Select Font Options

e The Font text box can be used to search for fonts. Enter the font name in the text
box. If it is available then it will appear in the font window. Click it to select it.

e Fonts feature varied settings for style. When a font is selected, use the Style option
to select a style.

¢ Use the Size option to select a size for the font.

e Use the Fill option to select a color for the font.

e Use the Stroke option to select an outline color for the font (Please note that the
stroke color may obscure the font color at smaller sizes).
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¢ Use the Underline option to underline text.

When the desired settings have been selected, click OK to save the settings and close the
Select Font dialog box. Click Cancel to revert to previous settings and close the dialog box.
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6.7 Macros

Macros

Macros are used in several of the tools and actions within PDF-Tools. 'Macro' is an
abbreviation of 'macroinstruction’ - a term in computer science for a rule or pattern that
specifies how an input sequence of characters should be mapped to a corresponding output
sequence. This means that complicated components of the output process can be reduced
in the input process, making the work involved both less intensive and less error-prone.

The macros available in PDF-Tools are used when saving files. They are added in square
brackets after the file name that the user enters. All macros are detailed below. Unless
otherwise specified, macros add the same details as the macro name to the file name:

¢ Document Title
e Document Index
¢ Document Info, which has the further options:

e Title

e Author

¢ Subject

o Keywords

e Creator

¢ Producer

¢ Creation Date

e Modification Date

Page Number
Number of Pages
File Name

Date

Year

Month

e Day

Time

Hour
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¢ Minute

e Seconds

e Computer Name

e User Name

e Environment Variable, which has multiple options relating to the environment
variables of the file.

e Auto Number

e Application Version

See here for a technical explanation of how macros function.
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6.8 Ordering Actions in the Tool Actions Sequence

Ordering Actions in the Tool Actions Sequence

The order in which actions from the actions library are listed in the Tool Actions Sequence is
essential for the correct functioning of the tool. The order of actions in Standard Tools/+1 is
fixed, but it is variable when tools are cloned or created from scratch. Almost all actions
have either prerequisites or postrequisites. Le. certain other actions must be sequenced
either before or after the given action for it to operate. If these actions are not included then
the warning icon will display and the tool will not run. The prerequisites and postrequisites
are detailed below:

Ask for Source Files is the only action that has neither prerequisites or postrequisites.
Get Images from Scanner does not have prerequisites, as it is always located at the
beginning of the sequence. It has the postrequisite Save Images or Save Documents.

Save Documents, Save Images and Show Files have the prerequisites Ask for Source Files
or Get Images from Scanner.

Export PDF to Images and Extract Images from PDF have the prerequisites Ask for
Source Files or Get Images from Scanner and the postrequisites Save Documents or Save
Images.

Export PDF to Microsoft PowerPoint Presentation, Export PDF to Microsoft Word
Document and Export PDF to Plain Text have the prerequisites Ask for Source Files or
Get Images from Scanner.

All other actions have the prerequisite Ask for Source Files or Get Images from Scanner
and the postrequisite Save Documents.
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6.9 Pages Range

1 @

3
Pages Range

There are several actions in the Actions Library and Standard Tools that feature Pages
Range options. When this option is available the following dialog box is displayed:

Pages Range: selected 1000 of 1000 pages

(@) Al Selected Pages

Current Page

() Pages: [ l.n.|] (total 1,000 pages)

Subset: [AII Pages vl

Figure 1. Page Range Options

e Select the All option button in include all pages of the document in question.

e The Current Page and Selected Pages options are not available. These options will
be removed in a future update.

e Select the Pages option button to select specified pages. Individual pages must be
separated with a comma. Alternatively, enter page ranges separated with a dash.

e Use the Subset menu to select subsets as desired. The options are All Pages, Odd
Pages Only and Even Pages Only.
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6.10 Paper Sizes
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Paper Sizes

There are two actions in the actions library and two Standard Tools that feature an option
for Paper Sizes. These relate to the options when using a scanner. When these options are
available the following dialog box is displayed:

() Automatic

(@) Standard: | Letter/ANSIA (215.9 % 279.4 mm)  ~ | !

EC'Custom: M0mm 2| x (27mm 2| | millimeter v]

: Orientation: [F'I:urtrait vl

Figure 1. Paper Size Options

¢ Select Automatic to allow the local scanner to select the paper size itself.

e Select Standard to select a standard paper size, such as those used by the ICO and
ANSIL

e Select Custom to enter custom dimensions for the height and width of the paper
size. Use the measurements option box to select the desired measurement.

The Create PDF from Images action/tool has a further option for the Orientation and Page
Rotation of the document. Select Portrait or Landscape for the orientation. The rotation
options are self-explanatory.
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6.11 Scanner Settings

Scanner Settings

There are several actions and Standard Tools in PDF Tools that feature options when
scanning. There are two dialog boxes that relate to these options:

Scan Properties

k.. Scan Properties Iﬁ

%Scanner Settings: <Custom> - |

Parameters

Scannern [ o) vl

| [Drata Transfer Method: | Mative Mode "l IZ[ Show Mative LI

Color Mode:

Resolution:

Paper Size: Setup...

Source;

Sides: [Simple Scan v|

Scan More Pages IAsk user vl 5 I |seconds !

|. Ok | | Cancel

Figure 1. Scan Properties Dialog Box

e Click the Scanner Settings menu to open the menu shown in (figure 2) below.
e Click the Scanner menu to select the scanner that the tool will use.
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e Click the Data Transfer Method menu to select either Native Mode or Memory
Mode.

e Click the Sides menu to choose the side(s) of the document(s) scanned. There are
three options: Simple Scan, Manual Duplex and Manual Duplex Reversed. Click
the arrow for an explanation of these options.

e Click the Scan More Pages menu to determine the setting for when further pages
are scanned.

e The Show Native UI box is selected by default, which means the scanner selects
certain parameters of the scan itself: Color Mode, Resolution, Paper Size and
Source. Clear the box to customize those parameters:

¢ Color Mode has three options: Color, Grayscale and Black & White. These refer to
the format of scanned documents.

e Click the Resolution menu to select the dpi (dots per inch) of scanned documents.

e Paper Size refers to the size of the paper used when scanning. Click Setup for
further options. These are: Automatic, Standard and Custom. Click Automatic to
use the scanner's default setting. Click Standard to select from a menu of standard
ISO and ANSI sizes. Click Custom to enter custom dimensions. Click Orientation to
toggle between Portrait and Landscape.

e Source has three options Auto, Flatbed and Feeder. These refer to the type of
scanner being used.

Click OK to save changes and return to the Edit Tools window. Click Cancel to revert to
previous settings.

Then, in the Edit Tools window:

e Click B Save Changes to save new settings.
e Click @ Close Edit to end the current edit and revert to previous settings.

Scanner Settings

Click the Scanner Settings menu to save custom settings for later use. This opens
(figure 2) below.
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i°z,  Autodetect Color Mode
% Choose scan parameters automatically

ics,  Color Document
% Scan docurmnent which contains color images and text (e.g. magazines and booklets)

5%, Black & White Document
% Scan docurmnent which contains plain text

)
-4,5’,:) Grayscale Dc-cume.nt . . . .
v Scan docurnent which contains grayscale images and text (e.g. newspapers)

*-}?T\"';en) Color Image
% Scan color image (e.g. photos)

P Save Current Settings

Delete

Sad

v{‘\,} Manage...

Figure 2. Scanner Settings Menu Options

This menu is used to adjust the scanner mode or save custom settings. There are five preset
modes that relate to the format of scanned document(s):

¢ Autodetect Color Mode

e Color Document

¢ Black & White Document
¢ Grayscale Document

¢ Color Image

Details of when these should be used are provided in (figure 2). They feature settings that
are optimal for their respective modes.

e Click m Save Current Settings to name (and give a brief description, if desired, to)
customized settings.

e Click © Delete to delete the custom preset mode currently selected.

o Click ™ Manage to manage custom preset modes. The five preset modes cannot be changed
but they can be cloned and then edited.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



Appendix

6.12 Settings Synchronization

Settings Synchronization

Another new feature of PDF Tools is Settings Synchronization. This is a useful feature for
users that have more than one copy of PDF Tools on their computer. When two or more
copies are open on the same computer any changes made in one copy will be updated
automatically in other copies. This feature is automatic and cannot be disabled.
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6.13 Show Setup Dialog While Running
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Show Setup Dialog While Running

This option is a common parameter in PDF-Tools and is featured in almost all of the library
actions. It is displayed as a check box that should be selected if the user want to view the
setup dialog when the tool runs. The setup dialog is the dialog box of the action in question
and the various settings that it features. These determine the customizable options of
actions. Selecting the Show Setup Dialog While Running box means that the setup dialog
is displayed when the tool runs. This facilitates the editing of settings during a single run of
a tool without saving the settings. It is convenient if the user is performing a single run that
is different from a standard run, or if they want to convert multiple documents with different
settings. Similarly, if the settings do not need to be adjusted, it makes the process of using
tools faster if the check box is cleared.
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7 PDF-XChange Editor V6 User Manual

PDF

.

A

PDF-XChange Editor V6 User Manual

PDF-XChange Editor is one one of the fastest and most feature-rich options available
worldwide to view, edit, modify and OCR image-based PDF files.

Use the Table of Contents on the left to browse the topics of this manual. Click topics to
expand them.

Click the icons above the chapter headings to search the following:
E Table of Contents

Keyword Index

E Search Topics

|(—
]|
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7.1  PDF Editor Main Window

PDF Editor Main Window

The main window in PDF-XChange Editor is where the majority of functions within the software are
located. It appears as below:

& Robin - POF-XChange Editor =HAC]

i File Edit View Docurment Comments Forrm  Object Took  Advaenced SharePoint  Window Help
—_ L ol L S | | L
. & 05 ¢ LWelbée B € B S )

'Dptn.._ = = l'é‘ &\} rﬂﬂl}% - f’;: ‘Edit Hudd fr,lit fnmmﬂﬂmg Keasurement
= =l y 2=} Q L | & content Tk &2 Fomn i | =

It} it i I = L |_1

1] Exchusive Mode | 7 Propesties.

I . W: 54 Xz 487 n i |
1 Options—. - [ 0 gl:: *y; £3$$ 1] 1/t @ = H [._';]—'— 11 [= a

Figure 1. PDF X-Change Editor Main Window

Menu Bar
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The menu bar is located at the top of the window. It is divided into twelve tabs, each of which have
further options. Click the links to view their details:

e Document/+]
o Comments|«s)
o Form|[«s]

° Obiectm

e Advanced|s]

e SharePoint/s)
o Window/ss]

° H_elpm

Toolbars

The remaining toolbars visible in the main window and their associated icons and functionality are
explained in the toolbars sections of the View tab, which is available here. [
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When the File tab is selected, the following options are available:

S downioad (1) 3 - PDF-NChange Editor = =)
i File | Edt View Document Comments Form  Object  Tools  Advanced  SharePoint  Window  Help

) Opene CTRL+O {f_‘g v || oo Y &
g Open From » _' '@J‘ i 100% v i Cmrr:mting il M"ﬁu'lﬁ'ngnt
! Sarve C 5 =

I ?&fme At CTRL-SHIFT+5  fyo Froperies 3
L F&Ime Copy Af. | 10 120 130 1400 d General

E Save a3 Optirized... Inertial Sceoll True
o e Made False

1= SEvE A

: HSWE Te »

# | New Docurment »

Lo Send by E-mail

Resent

Clese CTRL+W
: Clese All
E [w 13
3 [ prio CTRL+P
4 ¥ Document Properties... CTRL-D

E] Copy FullFite Name
5 open Containing Foldes...

L
i Eat CTRL+Q

9 &0 T0

100

118

L Wi 970emm : ™ [: OO .
rHi E.Emm -h‘l': " L o) T 1 " = | ]

Figure 1. File Tab Menu

Click the links below to access the associated sections of the manual:

e Open/Open From|23)
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e Save Optionsm
e New Document]zos)

e Send by E-mail/ 2=
e Revert/2]

e Close Optionsma

. Export|z_se'1

o Print[zs]

e Document Propertiesm

e Copy Full File Name]2s1]

e Open Containing Folder]22]
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Open/Open From

Open/Open From

Open

These options are used to open files in PDF-XChange Editor. Hover the pointer over the Open
icon/text to view a list of recent documents. These are divided into Pinned Recents and Unpinned
Recents:

& Fobin - PDF-XChange Editor =

File | Edit View Docurnent Comments Form  Object  Tooks  Advanced  SharePoint  Window Help

i,

Open... |4 Pinned Recents (1]

|4 Unpinned Recents (1)
G Open From |

T e CTRL+% Cllsers\Sean\Desktop' Robin.pdf
L save as.. CTRLSSHIFT=5
[%SweCupyﬂs...

(&% Sove ss Optimized...

L.";:; Manage History and Recents...

| Decurnent Properties...
ﬂ Copy Full File Mane
B oen Containing Folder—.

it CTRL+Q

(Options. - p2f 3mm X i e «)[HookR

Figure 1. PDF X-Change Editor Main Window. File Tab Options
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¢ All documents viewed previously in PDF-XChange Editor are detailed chronologically in the
Unpinned Recents list.

e The pin feature is included so documents that the user considers more important are not
moved down in the list when new documents are viewed. They will remain in the Pinned
Recents list instead.

e Click the pinicon next to unpinned documents in order to add documents to the list of Pinned
Recents.

e Click the pin icon next to Pinned Recents in order to remove documents from the list. Click
documents from either list in order to open them.

e Hover the pointer over documents to view document properties. Alternatively, click the Open
text/icon to select a file from the local computer.

e Files from the local computer can also be selected using the Open From option. This option
should also be used to select files from a website URL, SharePoint server or Google Drive.
Follow the on-screen instructions for these options.

¢ Click Manage History and Recents to view/edit the History and Recent List Options.

Open From

When the pointer is hovered over this option, the following features area available:

IE:_H My Computer

@ URL...

H} SharePoint...
g Dropbozx...

. Google Drive...

Figure 2. Open From Options

e Click My Computer to open a file from the local computer.

e Click URL to open a file that is saved on the internet. The Open a Web Link dialog box will
open. Enter the URL of the required file and click OK to open it.

e Click SharePoint to open a file directly from a SharePoint location. The Open File dialog box
will open. Enter the SharePoint URL and click the Navigate button. Follow the on-screen
instructions to open the required file.

e Click Dropbox to open a file from a Dropbox folder. The Authenticate dialog box will open.
Enter the login details of the required Dropbox account and select the required file.

e Click Google Drive to open a file from a Google Drive location. Follow the on-screen
instructions to open the required file.
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Save Options

PDF

A
A

Save Options

These options are used to save documents in PDF-XChange Editor. They are enabled when the active
document has been modified. The following options are available:

e Click Save to save the active document. Any changes made since the document was opened
will be saved and the original version of the document will be overwritten.

e Click Save As to save the edited document with a new name and retain the original version.
Use the Save as type menu to determine the format of the saved file. When a format is
selected, click the Options button beneath the Save as Type menu to determine format-
specific options.

e Click Save Copy As to save a copy of the document with its current changes. The Save File As
dialog box will launch when this option is selected. The file name will be entered automatically
in the File Name text box with the word 'Copy' added afterwards.

e Click Save All to save all open documents.

e Click Save To to save documents directly to Sharepoint, Dropbox or Google Drive.

e Click Save as Optimized to optimize files before they are saved. When this option is selected
the Optimize PDF dialog box opens:
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IS Optimize PDF | sy
i
5&@; Settings: Standard - Audit space usage...
Current PDF Version: 1.4 Make compatible with: | Retain existing -
!| | vf Images ‘ Color Images E
{ | |
, s e e S A e —_—
| | ¥ Fonts | !Bicubic Downsampling to =150 dpi = forimages above: | 225dpi  +| |

I |[¥/] Discard Objects Curnpression:{lF‘EG -| Quality:;Medium v\.

v Discard User Data
Grayscale Images

¥ Clean Up

| Bicubic Downsampling to . =150 dpi < forimages above: | 225 cipi

[4»

Compression: | JPEG - Quality:| Medium v]

|| Indexed Images

i:Suhsamp!ing to - || 130 dpi :_ for images above: :lZZS dpi .‘,;
Cumpression:iZj]_P " _ '

|| Monochrome Images

?:Eicubic Downsampling to <300 dpi N for images above: 5:450 dpi $:

| G Optimize images only if there is a reduction in size
|

[ 0K } [ Cancel }

Figure 1. Optimize PDF Dialog Box

e Use the Settings menu to toggle between Standard Mode, which is best for computers, and
Mobile mode, which is best for tablets and cell phones. When custom details have been
entered into the variable parameters of the Optimize PDF dialog box they can be saved for
subsequent use. Click the Settings menu and select Save Current Settings. Enter a name and
short description for the settings. Click OK to save the settings. Click Cancel to cancel the
process and close the dialog box. Use the Manage option of the Settings menu to Edit, Delete
or Clone custom settings.

e Click the Audit Space Usage button to view a breakdown of the space within the active file.

e Use the Make compatible with menu to select the version of Acrobat with which to make the
current document compatible.

e Select the desired boxes from the choices on the left: Images, Fonts, Discard Objects, Discard
User Data and Clean Up. Selected options will be included in the optimization process. Each
option has further settings as detailed below:

Images
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e Click the Color Images, Grayscale Images, Indexed Images and Monochrome Images menus
to select settings for the respective image formats.

e Click the Bicubic Downsampling/Subsampling menus to increase/reduce the resolution of
images.

e Click the arrows in the dpi box, or enter a figure manually, to select the dots-per-inch resolution
for new images.

e Click the arrows in the for images above box, or enter a figure manually, to select the
minimum dpi at which images are downsampled/subsampled.

e Click the Compression menus to select the compression format of images. Where applicable
click the Quality menu to select the compression quality.

¢ Optimize images only if there is a reduction in size is selected by default. Clear this box to
optimize images even when there is no reduction in size.

Fonts

e Use the menu to select a setting for font unembedding. The following options are available:

¢ Do Not Unembed any font means that all fonts will remain embedded.

e Unembed recommended fonts means that common fonts will be unembedded. (This is
carried out in order to reduce the file size. Unembedding common fonts is less likely to
be problematic as they are contained within most software and therefore it is not
necessary for subsequent users to have them embedded).

e Unembed All Fonts means that all fonts will be unembedded. This reduces the file size
as far as possible with regard to fonts but also increases the risk of subsequent issues.

e Select fonts to unembed manually allows the user to determine the fonts that are
unembedded. When this option is selected the fonts used within the active document are
displayed in the Embedded Fonts pane. Select fonts and click the Unembed button to
unembed them when the file is optimized. Select fonts within the Fonts to Unembed
pane and click Retain to retain them when the file is optimized.

e Select the Merge fonts subsets box save additional space where possible.

Discard Objects

e Select the Discard all form submissions, import and reset actions box to remove these
elements from the document.

e Select the Discard all JavaScript actions box to remove JavaScript from the document.

e Select the Discard all alternate images box to remove instances of alternate images from the
document.

e Select the Discard embedded page thumbnails box to remove embedded custom page
thumbnails from the document.

e Select the Detect and merge image fragments box to merge image fragments. (Some images
are composed of fragmented sections that are spliced together. Selecting this option can
significantly reduce the file size).
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e Select the Discard embedded print settings box to discard left-over encoding from when the
document was created with a virtual printer.
¢ Select the Discard bookmarks box to remove all bookmarks from the document.

Discard User Data

e Select the Discard all Comments, forms and multimedia box to remove all form fields,
comments and annotations from the document.

e Select the Discard document information and metadata box to remove all document
metadata as detailed here.[>«)

e Select the Discard file attachments box to remove attached/embedded files from the
document.

e Select the Discard private data of other applications box to remove information from the
document that is useful only to the application used to create it.

e Select the Discard hidden layer content and flatten visible layers box to remove hidden
layers from the document.

Clean Up

e Select the Discard duplicates of Fonts box to remove any redundant fonts from the document.

e Select the Discard duplicates of Images box to remove instances of duplicate images from
the document.

e Select the Discard duplicates of XForms box to remove any instances of duplicate Xforms.
(Xforms are graphical groups of objects).

e Select the Use Flate to encode streams that are not encoded box to compress information
within documents that is pending for compression, and thereby reduce the file size.

e Select the In Streams that use LZW encoding use Flate instead box to use Flate compression
in the place of LZW encoding. This is recommended as Flate is compatible on a wider range of
platforms.

e Select the Discard invalid bookmarks to discard bookmarks that do not feature
actions/working destinations.

e Select the Discard unreferenced named destinations as desired.

¢ Select the Find and Remove the content outside the crop box box to remove (as opposed to
hide, which is the default setting) content outside the crop box.

Click OK to save settings. Click Cancel to revert to previous settings and close the dialog box.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

New Document

New Document

This option facilitates the creation of new documents. There are seven settings. Click the links below to
access the associated sections of the manual:

o With Blank Pages/2]

 Combine Files into a Single PDF/[=+1]
e From Text Files/z|

e From Markdown| 2
e From Rich Text Format (RTF) Files/ 0]
e From Image FiIe(s)@

e From Scanner] 2|
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With Blank Pages

With Blank Pages

This option creates a new document with blank pages. When it is selected the New Empty Document
dialog box will open:

E MNew Empty Document ﬁ

Pages
|| (@) [Standard:| |A4 (210x297 mm) - |
| Cinione 20mm 3| x [27mm 2| millimeter e
! Orientation: | Portrait -

| QK || Cancel

Figure 1. New Empty Document Dialog Box

e The Standard options are standard dimensions for documentation such as those used by the
ISO and ANSI.

e The Custom options can be used to enter custom dimensions. Enter the desired measurements
into the text boxes and select the units of measurement.

e Select either Portrait or Landscape as the orientation.

e The Count option determines how many blank pages are created.

When the desired settings have been selected click OK to launch the new document. Click Cancel to
cancel the process and close the dialog box.
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Combine Files Into A Single PDF

Combine Files Into A Single PDF

This option creates a single PDF document from several PDF documents. When it is selected the
Combine Files dialog box will open:

[ Combine Files &

Source Files

1| 1 1 - e ] I'é
| Title Location Size vodified Page Range |

I :Robin.pdf C:\Users\Sea,. pdf 611,23 KB (6., 17/11/2016, .. All Pages EE

— S T T
'][ g Add Folder... = [ Page Range Options... s L - L 'l x |

oK E[ Gircel

Figure 1. Combine Files Dialog Box

{ S Add Files...

e Click Add Files to select individual files from the local computer to add to the list of source
files. The Page Range Options button can be used to select specified pages or page ranges
within documents. Select a file from the list of source files to enable this option. Individual
pages must be separated by a comma. Page ranges must contain the first and last pages of the
page range and be separated by a hyphen. Alternatively, use the Subset option to select a
subset of pages from the document. Use the arrow icons next to the Page Range Options
button to move selected documents up or down in the list of source files. This determines the
order in which they appear in the new document.

e Click Add Folder to add entire folders to the list of source files. Click the arrow adjacent to the
button to determine further options. The Add Files From Folder Options dialog box will open.
This is detailed in (figure 2) below.
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e Click Options to determine the actions taken with objects contained within combined files. The
Options dialog box will open. The available actions relate to comments, form fields and
bookmarks. Select the Add root bookmark with file name box as desired.

I Add Files From Folder Options e |

IE- Ack for suitable file extensions after choosing a source folder

IZ[ Look in the sub-folders
|Z|- Choose file types which should be added while searching folders:

Add Custom Filter... | Edit Custom Filter... | Remowve Custom Filter |

| |+* Custom Filters

! # Standard Filters

|E All Supperted Files (*.pdf;* xps;* oxps* bmp;* diby* rle* gif,* ico;* jbg:* jb2;* phr
T.apm
*bmp
*.dex
*.dib
*.doc

*.docm

* docx E‘

QK || Cancel I

Figure 2. Add Files From Folder Options Dialog Box

e Select the Ask for suitable file extensions after choosing a source folder box to launch this
dialog box when folders are selected using the Add Folder button.

e Select the Look in the sub-folders box to include sub-folders of the parent folder when the
software searches for files to add to the list of source files.

e Select the Choose file types which should be added while searching folders box to
determine file types to be included when the software performs a search.

e Custom filters can be added using the Add Custom Filter option. This facilitates the creation of
custom profiles for subsequent use that search for specific file extensions. Click the text to open
the Add Custom Filter dialog box:
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"B Add Custom Filter (|

Enter new custom filter name:

| I

|
| Enter extensions for the current filter: :
| I
|

= |
T

Figure 3. Add Custom Filter Dialog Box

Enter a name for the custom filter.

Enter the desired file extensions. File extensions must begin with an asterisk and a period, for
example: *.apm, *.bmp.

When the desired details have been entered, click OK to save the custom filter. Click Cancel to
cancel the process and close the dialog box.
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From Text Files

PDF

.
A

From Text Files

This option is intended for use when only text files are used as the source files to combine into a single
PDF. When it is selected the following dialog box will open:

& Convert Text Files to POF S5
Source Text Files
Title Exte.. Location Size Madified Infa
i

‘|
loremipsumd bt Ci\Users\Sean\Desktop 201 KB 20/07/2016, 19:06:03 Unknown (20127) | I
1
| |
1
|
|

O pdaFies. ][ YT e e "Tr'T;'

Selected File Options

Text Encoding: ‘Und!fin ed -

New Paragraph Mode: | Auto detect
Place File Mode: 'Stan each file frem new paragraph -

= ox | s |

Figure 1. Convert Text Files to PDF Dialog Box

The options here are the same as those outlined in the Combine Files into a Single PDE[x:) section,
with the difference that files must be in the plain text (.txt format). There are additional options that
are covered in the Selected File Options section:

e Text Encoding sets the text encoding format. This determines the representation of language-

specific characters within imported files.
¢ New Paragraph Mode defines when new paragraphs are started. There are four options:
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e Auto Detect is the default setting. The software will detect automatically when new
paragraphs begin.
e Each newline character starts a new paragraph. (A newline is a special character in
computing that signifies the end of a line of text).
¢ Double newline character starts a new paragraph, singles ignored.
e Double newline character starts a new paragraph, singles converted into space.
¢ Place File Mode determines what happens with each file as it is placed in the combined
document. There are two options:
e Start each file from a new paragraph.
e Start each file from a new page.
e The Options button in the lower-left corner provides further options for created documents.
Click it to open the Options dialog box:

Options @

Categories Mew Page Options
New Page Options (@) Standard: IAﬂi (210 x 297 mm) Vl
| ;
! Text Format |:_:| G =t [21!'.] mm g [29? mm :l Imi”ir‘r‘leter M
| | File Separator i
| P Orientaticn: [F'u:urtrait VI |
Page Rotation: lDu:un't rotate - l
Margins
Left: |10 mm <] Right: |10 mm =
Top: llU mm > Bottorn: | 10 mm :]

0K l | Cancel

Figure 2. Options Dialog Box

New Page Options

e The Standard option centers the original files in a new PDF of standard size. 'Standard' refers to
common sizes such as those used by the ISO and ANSI.

e The Custom option allows the user to enter custom dimensions.

¢ The Orientation option has the settings Portrait or Landscape as the page orientation.

e The Page Rotation option rotates images as required during conversion.
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e The Margins options facilitate the customization of the image margins. Enter the values
desired into the number boxes. The new PDF will feature these dimensions.

Text Format

When this option is selected, the following dialog box will open:

ﬁ Options ﬁ

Categories Text Format
MNew Page Options Text Style
| = e [ Font... l [ Paragraph... l ;
! File Separator '
| Columns '
Murnber of columns: Space between columns: Units:
‘ 1 t_] E.l mm > [ millimeter V|

|:| Line between columns:

Style: Solid

Thickness: (0.4 mm

Color: |- |

I 0K L | Cancel

Figure 3. Text Format Options

e The Font and Paragraph buttons determine the font and paragraph settings of the text.

e The Columns options determine the number of columns of text, spaces between columns and
unit of measurement for the spaces.

e Select the Line between columns box to insert lines between the columns of text. The Style,
Thickness and Color settings determine the parameters of the lines.

File Separator

The File Separator inserts a label that shows a divide between files after they have been combined into
one document. When the File Separator option is selected, the following dialog box opens:
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& Options ﬁ

Categories File Separator
New Page Options ] Show title:
| | Text Format [ H [ '] .
| File Separator Back colon: :
| Font.  |[  Poragraph.. | 5
[v] Draw line:

Style: | Solid -
Thickness: [0.4 mim >

|:| Place line above header

oK L | Cancel i

Figure 4. File Separator Options

e Select the Show title box to give the file separator a title. Click the icon to add macros[s.

e The Back color option determines the color of the file separator.

e The Font and Paragraph settings determine the font style and paragraph layout of the file
separator.

e Select the Draw line box to add a line to the file separator. Use the menus to determine Style,
Thickness and Color options.

e Select the Place line above header box to position the line above the header of the document.

Click OK to save settings. Click Cancel to revert to the previous settings and close the window.
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From Markdown
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From Markdown

This option is intended for use when only markdown files are used as the source files to combine into a
single PDF. When it is selected the following dialog box will open:

[ MarkdownToPDF Options S
Markdown Files
Title Extens.. Locations Size Modified
sample md Ch\Users\Sean'\Desktop 0078 KB 13 October 2016, 11:47:37

| AddFies. || 55 AddFolder. aff - [ ]
==

Figure 1. MarkdownToPDF Options Dialog Box

e Click Add Files to select individual files from the local computer to add to the list of source
files.

e Click Add Folder to add entire folders to the list of source files.

e The Options button in the lower-left corner provides further options for new pages. Click it to
open the following dialog box:
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r& Mew Page Cptions ﬁ

Page Opticns

(@) Standard;  [A4 (5953 18419 pt) -

() Custom: 15953 pt +| x [aa19pt 2| [point -] |
| Orientation: [F‘u:urtrait vl :
Page Rotation: INI:IFIE v-| I

Margins

Left: [28.3 pt - Right: [28.3 pt -

. Top: [23-3 pt :] Bottom: 123-3 pt -
Style: | | | Add || Edit... |

| OK || Cancel I

Figure 2. New Page Options Dialog Box

e The Standard option centers the original files in a new PDF of standard size. 'Standard' refers to
common sizes such as those used by the ISO and ANSL.

e The Custom option allows the user to enter custom dimensions.

e The Orientation option has the settings Portrait or Landscape as the page orientation.

¢ The Page Rotation option rotates images as required during conversion.

e The Margins options facilitate the customization of the image margins. Enter the values
desired into the number boxes. The new PDF will feature these dimensions.

e Use the Style text box to enter a preset style. Click the Add button to add a new style. Click the
Edit button to edit an existing style.

Click OK to save settings. Click Cancel to cancel the process and close the dialog box.
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From Rich Text Format (RTF) Files

PDF
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From Rich Text Format (RTF) Files

When this option is selected the following dialog box will open:

[ Convert RTF Files to PDF S5
Rich Text Format Files
Title Exte.. Location Size Maodified ]l
| !Sample Docurment rtf CA\Users\Sean'\Desktop 87.37 KB 21/07/2016, 23:19:22 I i
BRI | L]
| i
i
|
i
i
i
| [
; i
| |
| O AddFiles... ’[ 2 Add Folder... J - ﬂ'u' . 1.r '
.

Figure 1. Convert RTF Files to PDF

The options are the same as those outlined in the Combine Files into a Single PDF[=1] section with the
differences that files must be in .rtf format and the parameters are different when the Options
button is selected:
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E Options ﬁ

Categories Relative path options
Relative path Relative path mode:

I Keep existing * |

| | Replace relative documents extensions

QK \ ‘ Cancel

Figure 2. Convert RTF files to PDF Options

Relative path is the only option in the categories menu. There are four relative path options:

¢ Keep existing means relative paths remain as they are.
e Make absolute makes the relative paths absolute.

e Make relative makes the relative paths relative. (Absolute paths show the full name of the
file/internet address in question. Relative paths are shorter and link to more specific locations).
¢ Select the Replace relative documents extensions box to create a PDF document from linked

RTF files.

Click OK to save settings. Click Cancel to revert to previous settings and close the dialog box.
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From Image File(s)
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From Image File(s)

When this option is selected the following dialog box will open:

& images To PDF ﬂ
Source image files
| Title Exte.. Lecation Size Modified Info

| iﬁobin Jjpg  C\Users\Sean\Desktop.. 224.12 KB 15/08/2016, 10:00:5.. 640 x 427 px, 300 x-dpi, 300 y-dpi i

i _
(B, Add Files... “o Add Folder... [ = Impott.. |~ -' Edit... | . 1[:1 -
T

Figure 1. Images to PDF Dialog Box

e The Add Files and Add Folder options are the same as those outlined above in the Combine
Files into a Single PDF/>11 section.

e Click Import to add images from the local scanner. The Scan Properties dialog box will open.
Select the desired parameters and click Scan to import an image.

e Select animage from the Source image files list and click Edit to edit it before it is combined
with the other documents.

e Click the arrow icons to move images up or down within the list. Click the trash can icon to
remove selected images from the list. The format in which files are shown within the list can be
adjusted using the icon on the far right.

e Click OK to create the new document. Click Cancel cancel the process and close the dialog box.
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Images Te PDF Options ﬁ
Categories MNew Page Options
] i
New Page Options () Choose Paper Size by Image Size
Images Layout Options (@) Standard: [Ad (210 x 297 mm) v]
Image Labels s -
g () Custom: 1210 mm = | % (297 mm 2| [milmeter ~ ~
Image Processing |
Orientation: [F'I:nrtrait VI :
| | Image Compression : 5
| Page Rotation: [Dcm't rotate - | 5
| | Image Post-processing 3 |
Margins
Left: |0 mm $| Right: |0 mm $|
Top: |E] mm __EJ Bottom: |U mm :!
aK l I Cancel

Figure 2. Images to PDF Options Dialog Box

New Page Options

When this option is selected in the Categories menu the dialog box in (figure 2) opens. The options
are as follows:

e The Choose Paper Size by Image Size option crops new documents according to the image
size converted. Le. the borders of the original image define the borders of the new document.

e The Standard option centers the original file in a new document of standard size. 'Standard’
refers to common sizes such as those used by the ISO and ANSI. Click the menu for a list of
available sizes.

e The Custom option allows the user to enter custom dimensions. There is also a choice for
portrait or landscape style (unless the Choose Paper Size by Image Size option is selected).
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e The Page Rotation option rotates images as required during conversion. Click the menu for
rotation options.

e The Margins option facilitates the customization of the image margins. Enter the values
desired into the boxes. The new PDF will feature these dimensions.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Images Layout Options

When this option is selected in the Categories menu the following dialog box opens:

Images Layout Options

Layout Rules

Columns: |1 - Space between Columns: |42 mm
Rows: |1 :l Space between Rows: |4.2 mm

Align Images

Fit: !REEILICE’ED Cell "'| Horizontal alignment: |CEHtEf V|

Keep aspect ratio: |Z|- Vertical alignment: [Middle "l

Figure 3. Images Layout Options Dialog Box

e The Layout Rules options determine the layout of images within new documents. Enter the
desired dimensions in the Columns and Rows number boxes. Use the Space between
Columns and Space between Rows boxes to determine the amount of empty space between
columns and rows of images.

e Align Images determines the alignment of images within new documents. There are two
options: Reduce to Cell and Fit to Cell. Reduce to Cell is the default setting. This reduces the
size of the images to fit the size of the document. If the original images are smaller than the
document then they will remain at their original size. The Fit to Cell setting fits the images to
the size of the document. If the images are smaller than the document then they will be
increased in size to match the size of the new document.

e The Keep Aspect Ratio box is selected by default. This means that images keep their original
proportions and fit the specified PDF dimensions as far as possible within those proportions.
Clear this box to disable the aspect ratio. Images will then match the PDF size exactly but may
distort as a result (depending on the dimensions of the PDF document in relation to the
dimensions of the original images).

e Horizontal and Vertical Alignment determines the location at which images in the new
document appear.
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Click OK to save settings. Click Cancel to revert to previous settings and close the window.

When this option is selected in the Categories menu the following dialog box opens:

Image Labels
Image Label
IE Use special text label for each image:

it ]

Back color: [ % | Mone vl [ Paragraph... l [ Font... l

IZT Place label above image
|ET Add bockmark for each image with the same text as label

Figure 4. Image Labels Dialog Box

¢ Select the Use special text label for each image box to enable further options.

e Enter the desired label text in the text box. Macros[s] can be added at this point. Include them
in the file name or click the icon to select them manually.

e Back Color determines the background color of the label. Click the box to open a menu of
available colors.

e The Paragraph settings determine the alignment, indentation and spacing of the text on the
label. Click Paragraph to adjust these settings. The indentation settings include two special
options. Select the First Line option to indent the first line, as in a standard paragraph. The
second special option is Hanging indentation, which means the first line is not indented but all
subsequent lines are. When either of these settings are being used the ‘By’ box must be
adjusted accordingly.

e The Font settings determine the font used for the label. When it is selected the dialog box in
(figure 5) will open.

o If the Place label above image box is not selected then the label will appear below the image.

¢ Select the Add bookmark for each image with the same text as label as desired. (Bookmarks
are navigational tools that allow the reader to locate and link to points of interest within a
document).
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i ﬁ Select Font ﬁ

Font: Style: Size:
[Ariall l [F{Egular l [ll:l pt :]
Arial [«] Regular 80 pt =
L Arial _ |Bold 9.0 pt 3 }
| . Ttali 10.0 pt i
| ||o Arial Black e E ;
E -itrial Blﬂl:l‘: EDld ItElIC 11.':' Flt :
5 . 120 pt !
o Arial Narrow “np ~] |
Arial Narrow i
Effects
a Arial Rounded MT Bold
Arial Rounded MT Bold Fill:[_ v]
o Arial Unicode MS o -
Arial Unicode MS e E'[ SeaNane ']
N Baskerville Old Face Stroke width: [EI pt ¢]
Baskerville Old Face
= Zl Underline:[NDne vJ
Ill M | ILI :
| Ok “ Cancel L

Figure 5. Select Font Dialog Box

e Use the Font text box to enter the name of the desired font, or select one from the options
lilsted below.

e Use the Style menu to determine the style of the font.

e Use the Size menu to determine the size of the font.

e Use the Fill menu to determine the color of the font.

e Use the Stroke menu to determine the color of the stroke. This color will border the text.

e Use the Stroke width menu to determine the size of the stroke.

¢ Use the Underline menu to enable/disable font underline.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Image Processing

When this option is selected in the Categories menu the following dialog box opens:
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Image Processing

True Color

[Nl:u Downsampling VI 96 = pixels per inch
for images above: | 125 = | pixels per inch

[Nu:u Conversicn M I Dithering

Grayscale

IND Downsampling v.l 96 2| pixels per inch
for images above: | 128 2| pixels per inch

[ND Conversicn | [ 4] Dithering

Indexed

|N|:| Downsampling VI 95 2| pixels per inch
for images above: | 125 = | pixels per inch

IND Conversicn v.l v Dithering

Monochrome

|I"-J|:| Downsampling VI 96 = | pixels per inch
for images above: | 125 = pixels per inch

[Nu:u Conversion VI

Figure 6. Image Processing Dialog Box

e These settings determine the dimensions for converted documents of different formats: True
Color, Grayscale, Indexed and Monochrome. There are two options for each format:

e Downsampling reduces the sampling rate of images. Each format has three options: Linear,
Bilinear and Bicubic. Further information about these options is available here. Use the pixels
per inch boxes to determine the size above which and to which images will be downsampled.

e Conversion relates to the automatic conversion of files, where possible, from one format to
another. Use this option to convert the format of new files when they are created. Where
applicable, select the box for dithering as desired.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Image Compression
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When this option is selected in the Categories menu the following dialog box opens:

True Color
'v] Compression enabled Auto -
JPEG Quality: |75 & Lossless
Grayscale
(v Compression enabled Autao -
JPEG Quality: |75 . Lossless
Indexed
IZT Compression enabled [Autn v_|
Monochrome
IZT Compression enabled IAut-:u VI

JBIG2 Method: | Standard

Figure 7. Image Compression Dialog Box
e Image compression is enabled by default. Clear the boxes to disable this setting.
e When compression is enabled, use the adjacent menu to select the type of compression that
the tool performs. Auto is the default setting.
e Where applicable, adjust the JPEG Quality/JBIG2 Method and Lossless options as desired.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.

Image Post-processing

When this option is selected in the Categories menu the following dialog box opens:

Image Post-Processing options

IZ[ Deskew

IZT Despeckle
[+ Run OCR OCR Settings...

Figure 8. Image Post-Processing Options Dialog Box

e Select the Deskew box to deskew images. This straightens the edges of images automatically
and is a useful tool if images have been scanned or photographed crookedly.
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e Select the Despeckle box to despeckle images. This removes speckles from images during
conversion.

e Select the Run OCR box to OCR images after processing. Click the OCR Settings button to set
the language and accuracy of the OCR process.

Click OK to save settings. Click Cancel to revert to previous settings and close the window.
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From Scanner

PDF
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A

From Scanner

This option creates a new document directly from the local scanner. When it is selected the following
dialog box opens:

rﬁ Scan Properties I&w
%Scanner Settings <Custom> - |
Parameters
Scannen[ Wy VI
E Data Transfer Method: | Native Mode "l IZ[ Show Mative U E
I Color Mode: ;
Resolution:
Paper Size: .. Setup... .
: Source: -
Sides: ISir‘ane Scan V|
Scan More Pages: IAsk user VI 5 I |seconds |
IE Show images inserticn dialog after scanning
{ | Images Insertion Options... |
| Scan... ll Cancel

Figure 1. Scan Properties Dialog Box

e Click the Scanner Settings menu to open the menu shown in (figure 2) below.
e Click the Scanner menu to select the scanner to be used.
e Click the Data Transfer Method menu to select either Native Mode or Memory Mode.
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¢ Color Mode has four options: Auto detect, Color, Grayscale and Black & White. These refer
to the format of scanned documents.

e Click the Resolution menu to select the dpi (dots per inch) of scanned documents.

e Paper Size refers to the size of the paper used when scanning. Click Setup for further options,
which are as follows:

e The Automatic option determines the paper size automatically.

¢ The Standard option contains standard sizes such as those used by the ISO and ANSIL
e The Custom option can be used to enter custom dimensions.

e Select either Portrait or Landscape as the orientation of the document.

e Source has three options Auto, Flatbed and Feeder. These refer to the type of scanner being
used.

e Click the Sides menu to determine which sides of documents are scanned. There are three
options: Simple Scan, Manual Duplex and Manual Duplex Reversed. Click the arrow for an
explanation of these options.

e Click the Scan More Pages menu to select the setting for when additional pages are scanned.

e The Show images insertion dialog after scanning box is selected by default. This means the
dialog box that determines image insertion will appear after the scan. Clear the box to skip this
step of the process.

e The Show Native UI box is selected by default. This means the scanner selects certain
parameters of the scan itself: Color Mode, Resolution, Paper Size and Source. Clear the box to
determine these parameters manually.

e Click the Images Insertion Options button to determine further options for inserted images.
Those options are explained here.[22)

e Click Scan to perform the scan. Click Cancel to cancel the process and close the dialog box.

Scanner Settings

Click the Scanner Settings menu to save custom settings for subsequent use. The following dialog box
will open:
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ﬁ Scan Properties Iﬁ

%ESr:anner Settings: <Custom - |

Parameters Lhégl Autodetect Color Mode
tyd Choose scan parameters automatically

e ‘-"5':5‘“) Color Document

tpd Scan document which contains color images and text (e.g.

: 3%, Black & White Document

! Pala framdi M thuc wﬁ,‘f‘ Scan document which contains plain text

Color Mode:| |52 Grayscale Document

ﬁr%.,_,.f‘ Scan document which contains grayscale images and text |
Resolution: | | .,
2&‘,‘@“) Color Image

Paper Size: | | bpd Scan colorimage (e.g. photos)

Source; |l.—I Save Current Settings

Sides; Delete

Scan More Pages, :';{'}j Manage...

(W T SAOW Tages NSErtrom aiaiog arter Scarmimg T

Images Insertion Options... |

| Scan.. “ Cancel

Figure 2. Scanner Settings Options

This menu is used to adjust the scanner mode or save custom settings. There are five preset modes that
relate to the format of scanned documents. They feature settings that are optimal for their respective
modes. These modes can also be selected when choosing the option through which the new document
is created. Hover the pointer over the New Document>From Scanner option and a menu will appear.
The options to Custom Scan and Configure Presets are also available on this menu. Click Custom
Scan to launch the Scan Properties dialog box shown in (figure 1) above. Click Configure Presets to
open the Configure Scanner Presets dialog box and determine the presets for scanning.

When custom parameters have been entered in the Scan Properties dialog box they can be saved for
subsequent use with the Save Current Settings option. Click the icon/text to save the current settings.
Enter a name (and brief description, if desired) for the customized settings. Click Manage to edit
customized settings and Delete to remove them.
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Send by E-mail

Send by Email

This option sends a copy of the active PDF document to a designated recipient. When this option is
selected for the first time a dialog box opens. There are four options:

¢ Send by Mail Client launches the default mail client with the PDF as an attachment.

e Send by SMTP sends the PDF by letter protocol. This must be configured using the
Edit>Preferences>Send Mail[+# setting.

¢ Manual Send prompts the user to select a file manually from the local computer.

e Cancel stops the process and closes the dialog box.

Select the Remember my choice box to select the same choice automatically when this feature is used
subsequently.

Please note that a default mail client such as Microsoft Outlook™ or Thunderbird is required for the Send by Email function.
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Revert

Revert

This option is available when a file is open in PDF-XChange Editor and has unsaved changes. Click
Revert to undo the unsaved changes and revert to the most recently saved version of the file.
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Close Options

Close Options

These options are used to close documents that are currently open in PDF-XChange Editor. Use Close
if only one document is open and Close All if more than one document is open.
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Export

Export

The Export options are used to export selected pages or selected areas of pages as an image file or
PowerPoint presentation. When a file is open in PDF-XChange Editor select Export to Images to open
the Export to Images dialog box:

E Export to Images ﬂ
i ]

Pages Range: selected 1 of 1 pages TIFF - Tag Image File Format

(Al Selected Pages [ R S————
|

O Cugrent Page Selected Graphic [

() Current View

© Pages  [123 )] ttotel 1 pages)

Subset: | All Pages - | (] Reverse Order
Save As
Image Type:

% | |'I1FF Tag Image File Format jl Options...

Destmatluﬂ Folder:

| Ci\Users\Sean\ Documents __“ %3 )

File Mames s o SR SR A e

| SFileName]_%[AutoNumber] %[Hour]*[Seconds] IEE
Export Mode:

|Seve all pages to a single multi page image file -]

|¥ Open the Destination Folder with Result Files

Graphic

Page Zoom: Horz. Resolution: {150 dpi  ~h— fO00 m: 20
oan f— Sk Resolution: 1
Page Background: Z} Vert. Resolution; | 150 dpi i e e e e

@b Export scﬂmgs <Custormn>

Flgure 1. Export to Images Dialog Box

e Use the Pages Range options to select the pages that will be exported. The following options
are available:
e Click All to export the entire document.
e Click Current Page to export only the page that is currently being viewed.
e Click Current View to export what is currently visible in the PDF viewer.
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¢ Use the Pages option to select specific pages or page ranges. Separate individual pages
with a comma and page ranges with a hyphen. If multiple page ranges are included then
separate them with a comma.
e Use the Subset option to select either all odd or all even pages of the document.
e Select the Reverse Order box to export pages in reverse numerical order.
e Use the Save As options to determine the file type and location of the saved document:
¢ Use the Image Type option to determine the image format. Click the Options button to
determine further document properties.
e Use the Destination Folder text box to enter the folder in which the document will be
saved. Alternatively, click the adjacent icon to browse the folders on the local computer.
¢ Use the File Name text box to enter a file name for the new document. It is possible to
include macros[s= in the file name - either type them after the file name or click the
adjacent icon.
e Use the Export Mode setting to select the mode in which multiple-page documents are
exported. There are three options:
e Save all pages to a single multi page image file.
¢ Save each page range to a multi page image file.
e Save each page to a separate single page image file.
e The Open the Desintation Folder with Result Files box is selected by default. Clear this
box to disable this function.
¢ Use the Graphic options to determine the graphics settings:
e Page Zoom increases or decreases image dimensions.
e The Resolution boxes determine the horizontal and vertical resolution of images. The
ratio is constrained by default. Click the chain icon to disable this setting.
e The Page Background setting determines the color of the background in the new
document.

When custom export options have been selected they can be saved using the Export Settings menu.
Click Save to save the current settings. Enter a name (and brief description, if desired) for the settings.
Click Manage to edit customized settings and Delete to remove the setting currently selected.

Export to Microsoft Powerpoint Presentation

This feature exports the project in the .pptx format, which is intended for use with Microsoft
Powerpoint. When it is selected the Save File dialog box opens and the file name will be added in
.pptx format automatically.

Export to Microsoft Word Document

This feature exports the project in the .docx format, which is intended for use with Microsoft Word.

When it is selected the Save File dialog box opens and the file name will be added in .docx format
automatically. Links created using the Open a Weblink[s]feature will be retained in the new format.
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Export to Microsoft Excel

Our premier development team is currently working on this feature and it will be available soon. Until
this is complete we recommend exporting PDF table data of excel sheets into word table data and

then copying it into Excel.
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Print

E Print
Prirter
J Name 0 Canon MF360-4390(1) [l ~ | Properties...
% Status: Ready Page Setup...
Type: Canon MF4360-4390
Copies: 1 2| coltate Duplex|Auto (Nene) =

Pages Range: selected 1 of 1 pages

':i: Al Selected Pages ﬂ

() Current Page Selected Graphic [E

() Current View

() Pages: | (] trotal 1 pages)

|
1
i : :
| Subset: | All Pages -| | Reverse Order
i Pages Placement and Scaling

{

Perde et el el s Sl L e e e e AR e e L Ll b L

Type: | None -|

Page Zoom: | 100%

i || Auto-Rotate Page on Paper

| || Auto-Center Page on Paper

[ ] Choose Paper Size by Document's Page Size
¥ Ignore Printer Margins

| | Advanced Print Options

Print: LDddumdﬂ‘t and Markups -

I
| e
Il L) Erinsae images ki Select Sheets: | 1-1 (Lselected, 1total) || Reverse

s )

Figure 1. Print Dialog Box
e The options in the Printer section determine the printer to be used and its associated settings:

e Use the Name text box to select a printer to use.
¢ Use the Copies text box to determine how many copies of the document are printed.
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e Select the Collate box to collate document pages. This is a useful feature when printing
multiple copies of multi-page documents. It prints entire copies of the document
together, as opposed to multiple copies of each page at a time.

e Click the Properties button to open the Properties dialog box. These options are
explained with (figure 2) below.

e Click the Page Setup button to open the Page Setup dialog box. These options are
explained with (figure 3) below.

e The options in the Pages Range section determine which pages of the document will be
printed:

e Select All, Current Page or Current View.

e Use the Pages box to determine which pages of the document are printed. Individual
pages must be separated with a comma. Page ranges must be separated with a hyphen.

¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.

e Select the Reverse Order box to print documents in reverse numerical order.

e The options in the Pages Placement and Scaling section determine the placement and scaling
of the document:

¢ Use the Type menu to select a standard placement setting. When a setting is selected its
features will be shown in the preview window. Each setting has further options that
become available when the setting is selected. The effect that these have will be shown in
the preview window when they are adjusted.

e Use the Page Zoom number box to determine the level of zoom on the page. Select the
check boxes to enable further settings.

e The options in the Advanced Print Options tab determine advanced printing options:

e Use the Print menu to determine which elements of the document are printed. Click the
More button for Print Content and Rendering Options.

e Select the Print as Images box to print the selected pages as images.

e When the desired parameters have been selected, click Print to print the document. Click
Cancel to cancel the process and close the dialog box.
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o Canon MF4360-4390(1) Properties S

Page Setup | Finishing |Qual'rt-_.r

Output Method: (=] Prirt -
_ﬂ_l Page Size: [Letter v]
+
i‘] Output Size: [Matc:h Fage Size v]
Copies: 1= [1to 999
Crientation
EJ @ Portrait ij (71 Landscape

Page Layout: '1 Ton 1 -

[ Manual Scaling

/B 100

AT T

Letter [Scaling: Auto] Paper Type: (Plain Paper -
[ View Settings | EIwatematk: CONFIDENTIAL Edit Watermark..
Custom Paper Size.. | | PageOptions.. | [  Restore Defauls |
| oK || Cancel || Hep |

Figure 2. Properties Dialog Box

e Use the Profile menu to select one of the preset profiles. Their format will is shown in the
preview pane. Use the icons adjacent to the menu to add/edit profiles.
e Use the Output Method menu to select either Print or Edit and Preview.
e Select the Page Setup tab to determine the page setup parameters:
e Use the Page Size menu to select one of the preset page sizes.
e Use the Output Size menu to select the output size. (The default setting is the same as
that of the Page Size option).
e Use the Copies number box to select how many copies of the document are printed.
e Select either Portrait or Landscape as the orientation of the document.
e Select an option for Page Layout. The default setting is the standard one-on-one format.
When a different layout is selected it will be reflected in the preview pane.
e Select the Manual Scaling box to enter a value for the manual scaling option.
e Use the Paper Type menu to select the paper type.
e Select the Watermark box to add a watermark to the document. Select a watermark
from the menu. Alternatively, click Edit Watermark to create a new watermark.
¢ Select Page Options to determine layout options for edging and other details.
e Click Restore Defaults to revert to the default settings after changes have been made.
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e Click OK to save changes. Click Cancel to cancel changes are close the dialog box. Click
Help to open the UFRII Printer Driver Help manual.
e Select the Finishing tab to determine finishing options. These relate to the Print Style, Binding
Location and Finishing options.
e Select the Quality tab to determine a preset printing mode from the Objective menu. Further
details are available when modes are selected from the list.

' -
Page Setup @
e L
e 1
T :
i
|
e '
:'U:-_-h.ﬁ—_g_l"-ﬂ-
%':SE;--" ‘
Paper
Size: [Letter v]
Source: [Fu.rtu v]
Orientation Margins (millimeters)
@ Portrait 25 25
(71 Landscape 25 25
| ok || Cancel
LS

Figure 3. Page Setup Dialog Box

e Select a size for the document from the Size menu.

e Select a source for the document from the Source menu.

e Use the option buttons to select either Portrait or Landscape as the orientation for the
document.

e Click OK to confirm changes. Click Cancel to cancel the process and close the dialog box.
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Document Properties

Document Properties

This option is used to view and edit document properties. When it is selected the following dialog box

will open:
& Document Properties [
Categories m Description Info
[ I!3,I::Ies:ripltilr;u"l File info
||_8 Fonts File Name: loremipsum.pdf
I Location: <Unkno |

| || Security [ !
! 5, Initial View File Size: 0 KB (0 bytes) !

g Advanced Document Info
&“._JaVBSCFIpI Document Title:
Authon
Subjr_ct::
Keywords: o B '

PDF Producer: TXT to PDF Converter, PDF-XChange Core API SDK (6.0.317.1)
Application: PDF-XChange Editor6.0.317.1
PDF Version: 1.7

[ Additional Metadata...

S

Created: 26/07/2016, 11:37:07 Pages Count: 35
Meodified: 26/07/2016, 11:37:07 Page Size: 210 x 297 mm
PDF-XChange: <Unknown>
OK I [ Cancel

Figure 1. Document Properties Dialog Box. Description Option Selected

Select an option from the Categories menu to adjust further parameters:

Description

© 2016 Tracker Software Products
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This option shows details about the document currently selected:

e The File Info section contains information about the File name, location and size. Click the
folder icon on the right to open the containing folder on the desktop.

e The Document Info section contains information about the Document Title, Author, Subject
and Keywords. These can be edited using the adjacent text boxes. Further document details
can be viewed beneath this section. Click the Additional Metadata button to view/edit
additional details about the document in question.

Fonts

This option shows details about fonts used within the document. The information displayed is read-
only. Font embedding options can be customized using the Save as Optimized[=#] settings.

Security

This option shows details about the security of the document. When it is selected the following dialog

box opens:
& Document Properties [
Categories & Document Security Settings

i Description Deocument Security

[y Fonts The document's Security Method determines what (if any) changes are allowed. To remove |
I security restrictions, set the Security Method to No Security. |
{ o Security Method: | No Security - Change Settings... i

&, Initial View ! /

Encryption Method: None Apply Security Policy... ~ J
g Advanced
QJava Script Document Permissions Details

Printing: High Resolution
Changing the Document: Allowed
Document Assembly: Allowed
Content Copying: Allowed
Content Copying for Accessibility: Allowed
Page Extraction: Allowed
Commenting: Allowed
Form Fields Filling: Allowed
Signing: Allowed
Creation of Template Pages: Allowed

oK I [ Cancel ]

Figure 2. Document Properties Dialog Box. Security Option Selected
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e Use the Security Method menu to select the type of security used in the document:

¢ No Security is the default setting, which means subsequent users have no restrictions on
editing the document. This option should also be used when removing security from
documents.

e Password Security enables document encryption, passwords and permissions. When it is
selected the dialog box in (figure 3) opens.

e The Certificate Security option is available only when documents feature certificate
security.

e The FileOpen option is available only when documents feature FileOpen security.

e Click the Apply Security Policy button to apply a new security policy or clone/edit
existing policies.

When the desired security settings have been selected, click OK to save them and close the dialog box.
Click cancel revert to previous settings and close the dialog box.
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Password Security Settings I&

I Options I

Compatibility: | Acrobat 6.0 and later - Ereer e BB

(@ Encrypt all document contents

(:1 Encrypt all document contents except metadata (Acrobat 6 and later compatible)

Encrypt only file attachments (Acrobat 7 and later cornpatible) |

| @ All contents of the document will be encrypted and search engines will not be able to access the
E document's metadata.

Document Passwords

|ZT Require password to open the document

Document Open Password: |

[
J
[ 1
Confirm document open password: | |

Restrict editing and printing of the document. A password will be required in order to change these
— permissicn settings.

Change Permissicns Password: |

Confirrn Change Permissions Password: i

Permissions

Printing Allowed: |NDtAIIDwed v.|

Changing Allowed: |._|"\|I:It.|‘:'~.||l:IWEI:| V|

IET Enable copying of text, images, and other content

v/ Enable text access for screen reader devices for visually impaired

QK H Cancel

Figure 3. Password Security Settings

e Use the Compatibility menu to select the document security compatibility.

¢ Use the encryption option buttons to select the encryption settings.

¢ Select the Require password to open the document box to set a password for opening the
document. Enter the password in the Document Open Password text box and confirm it in the
text box below.

e Select the Restrict editing and printing of the document box to set a password for editing
and printing the document. Enter the password in the Change Permissions Password text box
and confirm it in the text box below. Use the menus in the Permissions section to select the
settings that these passwords will enable.
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When the desired settings have been selected, click OK to save them and close the dialog box. Click
Cancel to revert to previous changes and close the dialog box.

Initial View

This option determines the layout of files when they are opened. When it is selected the following
dialog box opens:

E Document Properties ﬁ
Categories g, Document’s Initial View
? iy Description Layout and Magnification
EI Fonts Na\rlga‘tlun Ullw! ‘_Def_a-;'lt-_______-_- -_-_-_-_-_""_"—.j i
a)| Security Page Layout: :Default - E
@) Initial View Magnification: _fDefa uit B
i Advanced Open to Page: :l = | (total 1 pages)
Q JavaScript

Window Options

Show in Title: | File Name v

Qpen in Full Screen Mode
Resize window to initial page

| Center window on screen

User Interface Options

Hide Menu bar Hide Window Controls
Hide Toalbars

oK l [ Cancel

Figure 4. Document Properties Dialog Box. Initial View Option Selected
The Layout and Magnification settings are as follows:

e The Navigation View menu determines the panes that are visible when documents are opened:
e Select Default to retain the default settings of the application used to open documents.
e Select Page Only to view only the document itself.
¢ Select Bookmarks pane and page to view the document and the bookmarks pane.
e Select Thumbnails pane and page to view the document and the thumbnails pane.
e Select Layers pane and page to view the document and the layers pane.
e Select Attachments pane and page to view the document and the attachments pane.
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e The Page Layout menu determines the page layout when documents are opened:
e Select Default to retain the default settings of the application used to open documents.
e Select Single Page to view a single page at a time.
¢ Select Continuous to view pages in a single, scrolling column.
¢ Select Two Pages Continuous to view two pages at a time in scrolling columns.
¢ Select Two Pages Continuous with Cover Page to view as above, but with a cover page
included.
¢ Select Two Pages to view two pages at a time.
¢ Select Two Pages with Cover Page to view as above, but with a cover page included.

¢ The Magnification menu determines the level of zoom when documents are opened:

e Select Default to retain the default settings of the application used to open documents.

e Select Actual Size to view pages in their actual size. The resulting display will include
resolution settings.

e Select Fit Page to view the full extent of page content regardless of its size.

e Select Fit Width to fit pages according to their width.

e Select Fit Height to fit pages according to their height.

e Select Fit Visible to view the entire page within the confines of the viewing area.

e Select an option from the list of numerical percentages to set the magnification at the
same level.

e The Open to Page menu determines at which page documents open.
The Windows Options are as follows:

e Show in Title determines what is shown in the document tab when documents are opened. The
options are File Name or Document Title.

e Select the Open in Full Screen Mode box to open documents in full screen mode. This option
is dependent on the capabilities of the software being used.

¢ Select the Resize window to initial page box to resize the viewing window according to the
dimensions of the first page of the document in question.

¢ Select the Center window on screen box to center the viewing window on the monitor screen.

The User Interface Options are as follows:
e Select the Hide Menu Bar box to hide the menu bar when documents are opened.
e Select the Hide Window Controls box to hide windows controls when documents are opened.

e Select the Hide Toolbars box to hide toolbars when documents are opened.

When the desired settings have been selected, click OK to save them and close the dialog box. Click
Cancel to revert to previous changes and close the dialog box.

The Advanced document settings are as follows:
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e The PDF Settings feature two parameters:

e Enter a URL in the Base URL text box to specify a base URL for weblinks in documents.
The option is included to simplify the management of web links to an external website. If
the URL to the external site changes then use this setting to avoid having to edit manually
every link in documents that refer to the external site. (Please note that the base URL is
not used if a link contains a complete URL address).

e The Trapped option determines trapping options with regard to printing. This is a
complex process that aims to optimize the quality of printed documents. See here for
further details.

e The Print Dialog Presets override the viewing application's default print settings with those
specified within the file itself:

e There are two options for Page Scaling: Default retains the default settings. None
disables page scaling.

e Duplex Mode determines the the default duplex mode for printing. Select an option
from the menu.

e Select the Paper Size by document Page Size box to determine the paper size of the
document using the size of the pages in the document.

e Enter the pages to be printed in the Print Page Range text box. Individual pages must be
separated with a comma and page ranges must be separated with a hyphen.

e The Number of Copies setting determines how many copies of the document are
printed. Select an option from the menu.

¢ The Reading Options determine the direction of reading and language within the document:
¢ Binding features the options Left to Right and Right to Left. The option selected should
be the same as the reading direction of the language selected in the Language setting.
¢ Language sets the language for the document.

e The Actions option determines when actions set within the document are executed:
¢ Before Document Close
e Before Document Saving
¢ After Document Saving
e Before Document Printing
¢ After Document Printing
e Use the Edit button to edit actions. See here[=?) for an explanation of available actions.

When the desired settings have been selected, click OK to save them and close the dialog box. Click
Cancel to revert to previous changes and close the dialog box.

Javascript
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This option details any javascript that is active in the current document. Use the Add, Edit and Delete
buttons to modify javascript.
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Copy Full File Name

PDF

A
A

Copy Full File Name

This option copies the full file name of the current document to the clipboard of the local computer.
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Open Containing Folder

PDF

.

A

Open Containing Folder

This option opens the containing folder of the current document.
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When the Edit tab is selected, the following options are available:

[G downioad (1)_3 - PDF-XChange Editor [ | B Gl
o File | Edt | View Document <Comments Form Object Tock Advanced SharePoint  Window  Help
[ Unde CTRL+Z & (L';" i Wl o] oo @‘-;_\:; :.1,'1' _Tﬂ - .;# d
Ope exdo CTRL-Y  » i =| (& Edt Add  Edt  Comementing Measurement
e T M @ T m J A wContent Tedt . Form b J M o |
ke CTRLX [
Fif e |
= Lo CTR lead (103 = £ EW Properties E
(130 [ paste CTRLsV E ) 10 120 130 140004 Genersd |
o Inertinl Sercll True
elete DELETE _
2 Exclusree Mode False
B Find— CTRL=F

- Search... CTRL=SHIFT+F

% Propenties...

[T Expon Settings...

[F7 impon semings..

| [T Reset setings..
?_
3_
2
E_
-

110

. . W: 97.0mm X
b 1-*H: E4.5mm *\':

i 1! & E [j

Figure 1. Edit Tab Menu

Undo/Redo
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These options reverse/repeat most recent action.

Cut, Copy and Paste

These options cut/copy the area currently highlighted from the document or paste material from the
clipboard of the local computer into the current document.

Delete

This option deletes the current form.

Click the links below for information regarding the remaining options in the Edit tab:

e Find|zss|

e Search|-s)

. Propertiesmﬂ

e Export Settingsm
e Import Settingsm

e Reset Settingsm
o Preferences|z:|
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Find

Find

This option launches the find text function in the current window, which appears as follows:

[ Find... x vl 5 ¢ > ¥
[ 1

Figure 1. Find Function

e Enter the search terms in the text box and press enter to search the active document. Text that
matches the search terms will be highlighted. Click the red cross icon to remove the highlights.

e Use the arrow next to the red cross icon to browse previous searches that have been made.

e Use the second arrow to customize searches.

e Use the left and right arrow icons to move between matching search results after the search is
complete.
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Search

PDF

.
A

Search

This option launches the search pane:

Search

WHAT would you like to search?

=
@) |Enter word or phrase

() Advanced Criterion

WHERE would you like to search?

-

Found: 0 documents, 0 entries
State: idle

Figure 1. Search Pane

The search pane can be used to search documents open in PDF-XChange Editor or folders on the local
computer:

e Enter the search terms in the upper text box or select Advanced Criterion, which is explained
below.

e Use the lower text box to select where the search will take place. The options are as follows:
e In active document searches only the active document.

e In all opened documents searches all documents currently open in PDF-Xchange Editor.
¢ Browse for Folder launches the Select Folder dialog box, from where it is possible to
select a folder to search.
e Click the Options button to determine further search variables. Click options to enable them.

e Click the Search button to execute the search. The results will be shown in the pane beneath the
search pane.
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When the Advanced Criterion option is selected, the following pane opens:

Search S

WHAT would you like to search?
() |Enter word or phrase -

-:@':- Advanced Criterion

none of these words

Figure 2. Advanced Criterion Options

e Use the arrow on the right side of the Custom text box to select a predefined search. If no
searches have been predefined then the Custom option is not available.
e Use the three Find text with: text boxes to determine the search parameters:
o If search terms are entered in the all these words text box, then the results will include
only text strings that contain all the entered search terms.
e If search terms are entered in the any of these words text box, then the results will
include text strings that contain any of the entered search terms.
o If search terms are entered in the none of these words text box, then the results will
exclude text strings that contain any of the entered search terms.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Properties

PDF

A
A

Properties

This option launches the properties pane, which shows the properties of the object selected in the
active document. Click the settings within properties to customize them as desired. Further details
about properties are available in the Tools[+2] section. Alternatively, most properties can be edited

using the Properties Toolbar.[s1
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Export Settings

PDF

A
A

Export Settings

This option exports the settings of PDF-XChange Editor to the data file. When it is selected, the
settings that are available to export are displayed in following dialog box:

[ E Export Settings Options ﬁ

Which settings do you want to export?

(¥ Program Options

|E History

' | || Digital Signature Appearance Templates ,

4| | Plug-Ins Additional Data
[ | Spell Checker

QK H Cancel

Figure 1. Export Settings Options

e Select the settings to be exported and click OK to export them. Click Cancel to cancel the
process and close the dialog box.
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Import Settings

Import Settings

This option imports settings to use with PDF-XChange Editor. When it is selected, the Import Settings
from File dialog box will open. Select the settings to be used and click OK to import them. Click
Cancel to cancel the process and close the dialog box.
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Reset Settings

PDF

A
A

Reset Settings

This option reverts the settings of PDF-XChange Editor to their default values.
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Preferences

Preferences

When the Preferences option is selected, the following dialog box is opens:

E Preferences ﬁ

Categories i, Documents Options
] ), Documents [*| | | Tabs and Windows
|
|| &) Page Display Configure program for using tabs and windows while
| E opening new or related documents and adjust program’s
| | g Page Text behavier when you close or minimize the main window.
|
| ||&#] Tools .
' Full Screen : Open Documents 5
- Performance | Restore Last Session when application starts w
p =
i/ Color Management [ [+ Manage History & Recents...
| E}Languages — - —
| Save Documents
7 ) Prompts

-File Associations Always use Incremental Save [

Q Redi ) 2w Choose destination folder for 'Save As' of documents:

‘—"55" egistration Last Used Folder - | Browse... |
|~ Accessibility o : R T

= New D t

| ew Documents

|| @ Convert to PDF

PDF-Specification:

Auto 'i

[F%., Measurement o oh o oK e e

o Conver‘tfrom PDF

| Eu Identity

111
g =
R S S — e —

| oK I l Apply Cancel L

Figure 1. Preferences Dialog Box

These settings are used to determine user preferences within PDF-XChange Editor. Use the options in
the Categories pane to browse to the indicated elements of the software and edit their settings. Click
the links below to access information about the settings of each element:

e Documents/ ]
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o Page Display/-
e Page Text]z]

e Tools/ )
e Full Screen|:7)
e Performance(>s)

 Color Management/>7)

° Languagesm
e Prom ptsm

e File Associations/ s

. Registration@

. Accessibilit¥|2_s7'1

o Convert to/from PDE[+
o Measurement/=1)

° dentitym

. Security@

. JavaScript@

e Snapshot Tool[=1

e Forms/:o]

. Commenting@

. Signatures@

e Scanner Presets[+1]

e Plug-ins[+3]

e Send Mail|++)

e Search Providers|:

e Launch Applications@
o Customize UI[=3]

. Update@

° Speech@
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Documents

Documents

When the Documents tab is selected the following options are available:

& Preferences ﬁ

I |
Categories i, Documents Options
{ &, Documents [*| | Tabs and Windows
; () Page Display E Configure program for using tabs and windows while y
[ opening new or related decuments and adjust program's [ Setup...
| & Page Text behavior when you close or minimize the main window. — .
| || &#] Tools .
Full Screen . Open Documents :
- Performance . " | Restore Last Session when application starts [}
p =
1 \g/ Color Management [ [ Manage History & Recents...
| F.u.ﬂ' Languages miis Sl
Save Documents
(7 ) Prompts

roF_ L. Always use Incremental Save [
| Wz File Assodations el a

Q ) . e Choose destination folder for 'Save As' of documents:
‘—d’l Reglﬂrahon .Last Used Folder - | Browse...
| |7 " Accessibility S R T
| MNew Documents

| Cr:mver‘t to PDF

Aute v '

| Comfer‘t from PDE PDF-Specification: '
4., Measurement
| & 1dentity

PRI s ianiing

[

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Documents Tab Selected

e The Tabs and Windows settings determine the parameters for tabs and windows. Click Setup
to determine these settings.

e The Open Documents setting provides the option of restoring the most recent session when
PDF-XChange Editor is launched. Select the box to enable this option. Click the Manage
History and Recents button for further settings.
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¢ The Save Documents settings determine the parameters for saving documents:

e Select the Always use Incremental Save button to enable incremental saving. This
means that the original content and information relating to changes in the document is
retained. Enabling this option reduces the time taken to save documents but increases the
file size with each save. Incremental save should always be used when digital signatures
have been applied to documents and will need to be subsequently verified.

¢ Use the Choose destination folder for ‘Save As' of documents text box to select the
folder to which documents will be saved.

e The New Documents setting relates to the PDF-Specification of new documents. Select an
option from the menu.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Page Display

When the Page Display tab is selected the following dialog box is displayed:

& Preferences ﬁ
I |
Categories ), Page Display Options
||}, Documents 21| | Initial Display
| () Page Display [ Restore the last used view of document: custom layout and visibility of document's
h — panes such as bookmarks, thumbnails etc.
| | iy Page Text :
| Default View:
| ||¢#| Tools Automatic -| |
| Full Screen ] :
i - Restore last used page layout and zoom settings while opening a document fromn the
- Performance | Recent List
.,fu. Color Management Def_ault Page Layout: 3 Default Page Z_:lorn: :
F.u.ﬂ' Languages ‘F\q.rmmatlc | Automatic -
'\_2,, Prompts Page Display
T . - : : : :
| W File Assodiations || Display art, trim, bleed boxes || Display transparency grid
3) Registration [+ Display large images [ | Use logical page numbers
| ihc‘:e“lblhw Use Resolution: ;Autamaticr 96 - pixels per inch
|| g Convert to PDF :
| c P PDE — Forbid the change of the current Zoom factor during execution of "Go to Destination”
onvert from — actions (these actions can be launched from bookmarks, hyperlinks, java scripts).
4., Measurement
R Rendernng... ]
| E’d Identity [ 9
[ P— =1
| OK I l Apply Cancel
Figure 1. Preferences Dialog Box. Page Display Tab Selected

¢ The Initial Display settings determine the layout of documents when they are opened:
e Select the indicated check box to restore the most recent display settings.
¢ Use the Default View menu to select the default viewing parameters for documents.

e Select the indicated check box to retain the most recently used page layout and zoom
settings when opening a recent document.
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e Use the Default Page Layout and Default Page Zoom menus to determine the default
layout and zoom settings.

e The Page Display settings determine what is displayed on the active page:
e Select the required check boxes.
e Select an option from the Use Resolution menu to determine the viewing resolution.
e Select the indicated check box to disable zoom settings when 'Go to Destination' actions
are launched.
e Click the Rendering button to determine the rendering settings. The following dialog box
will open:

[ Rendering @1

Smoothing

Smooth Text: v Smooth line art
ICIearT}rpe (for Laptop/LCD screens) 7‘ [+ Smocth images

Advanced

IZT Enhance thin lines

Synchronous page rendering:

| IND VI

Default transparency blending color space:
. [Aut-:n VI

| QK || Cancel

Figure 2. Rendering Dialog Box

e The Smoothing options can be used to smooth PDF content and create a softer appearance,
but some fine detail may be lost as a result:
e Select the desired format for smoothing text.
e Select the Smooth line art and Smooth images boxes as desired.
e The Advanced options determine advanced display settings for color modes and objects
e Select the Enhance thin lines box to repair instances of blurring that may occur when
using metric measurements such as point (pt).
e Synchronous page rendering defines the rendering method of pages in the active PDF:
e Auto is the default setting. It means multiple pages are rendered simultaneously in
order to optimize smoothness when scrolling. It may also cause the program to
wait for the current page to finish rendering before moving onto the next page.
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¢ No means pages are rendered only when the current page has finished rendering.
This option may cause lag when scrolling through long documents, especially if
they contain many objects and images.

¢ Yes means all document pages are rendered simultaneously. This may cause the
initial rendering to be slower but ensures lasting smoothness when it is complete.

e Use the Default transparency blending color space menu to select the default color
space for transparency blending:

¢ Auto uses RGB color when there is no transparency between intersecting objects
and CMYK in cases of transparency.

¢ Working RGB uses only RBG color space.

e Working CMYK uses only CMYK color space and converts it to RGB when displayed
on-screen.

e Working Grayscale uses only grayscale when rendering.

When the desired parameters have been selected, click OK to enable them. Click Cancel to cancel the
process and close the dialog box. Then, in the Page Display tab, click Apply to apply all changes. Click

OK to save changes and close the dialog box. Click Cancel to revert to previous changes and close the
dialog box.
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When the Page Text tab is selected the following options are available:

-
& Preferences

I |
Categories & Page Text Options
: &, Documents 2! | Detect Interactive Text Links
L& Page Display ?4 Create links frem URLs in page text (i.e. "http://www.server.com”)
| | =4 Page Text [+ Handle IP-addresses (i.e. “173.194.33.46")
E :' Tools 'f’ Skip IP-addresses without protecol prefic |
| Full Screen : Copy Text Options
n Performance Copy white spaces mode:
5 i/ Color Management Only one white space between words -
e
.u g Languages ' Preserve criginal ligatures
(7 ) Prompts

W File Associations
EdJ Registration
- "“i Accessibility
| Conver‘t to PDF
Convert from PDF !
B . _Measurement

| | & 1dentity

[

it

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Page Text Tab Selected

e The Detect Interactive Text Links check boxes determine parameters for interactive text.

e The Copy Text Options determine the outcome when text is copied.

e Select the Preserve original ligatures box to preserve original ligatures. (Ligatures occur when
letters are joined as single glyphs, such as the "a" grapheme in English). If this box is cleared
then ligatures may be created from their individual parts instead.
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Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Tools

When the Tools tab is selected the following options are available:

-
E Preferences ﬁ
I |
Categories #| Tools Options
r rex
([, Documents * | | Defautt Tool
| ~
| eron T ESrepe
= . -
| L€ Page Display Default Tool: i Hand -|
| | iy Page Text Remember last used tool from the list between sessions
E s | Toal | | Keep current tool as default for newly opened documents |
| & | lools o |
| Full Screen ]
- Performance
s
i/ Color Management

F.u.ﬂ' Languages

(2) Prompts
WP File Assodiations !
5&, Registration
- "“i Accessibility

| Cr:mver‘t to PDF

| Conver‘t from PDF
4., Measurement
| E’d Identity

PRI s ianiing

[

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Tools Tab Selected

¢ Use the Default Tool menu to select the default tool when documents are opened.
¢ Alternatively, select a check box to determine the tool.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Full Screen

Full Screen

When the Full Screen tab is selected the following options are available:

rﬁ Preferences ﬁ

i
Categories Full Screen Options

6 Documents — General

() Page Display When document requests the [ 4. 1eer Bafor

|

full screen mode: '—— e

| i Page Text B
| Which monitor to use: | Current -
| ||s#| Tools 2 T = T ?
| [+ Stay awake |
5 E Full Screen

i Pages Mavigation

I8 Performance =

| Color Management [ /] Exit by pressing 'Esc' key [+ Show pages navigaticn bar

- gen | Presentation mode [ [ | Loop after last page

me

wl -angueges Automatically go to next page after: | 5 | sec

(7 ) Prompts

FOF Appearance

| Wz File Assodations

5&. Registration Background color: - '-'. || Use solid background

| ) “_'ij‘!\ccefvsib“ity Mouse cursor: 'i;i| ; ;f;g;-éeia; - -;'_.

| Cr:mver‘t to PDF

Page Transition
Convert from PDF

: | | Always use default transition
4. Measurement R A

Default transition: | Replace M DR
| E] entity | B R r TTw

PRI s ianiing

[

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Full Screen Tab Selected

¢ The General settings determine how documents are displayed when they are opened:
e Select the desired options from the full screen mode and monitor menus.

e Select the Stay awake box to prevent the computer from going into
screensaver/sleep/hibernate mode.
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e The Pages Navigation settings determine the navigation parameters:
e Select the desired boxes to enable their features.
e Select the Automatically go to the next page after box to enable the automatic page
browsing feature. Enter a value in number box to determine the browsing rate.

e The Appearance settings determine further options of the display:
e Select a background color from the menu.
e Select the Use solid background box as desired.
e Select an option from the Mouse Cursor menu to determine the mouse cursor settings.

¢ The Page Transition settings determine the transition settings.
e Select the Always use default transition box to use the transition determined in the
menu below.
e Select an option from the Default Transition menu. When an option has been selected,
further options will become available in the Direction menu.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Performance

Performance

When the Performance tab is selected the following options are available:

& Preferences ﬁ
i

Categories

H8 Performance Options

oo Documents — Memory

() Page Display

amw  (® Use system memory in percentage points:

p : Y
| @ Page Text x.f\.q.ltomatuc )
| | & Tools : ;
= () Use system memory in megabytes: I
| Full Screen ] 750 MB ,“ |
| |- Performance ; :
- Physical memory (RAM): 7.98 GB total; 1.99 GB can be used in peak
Color Management
'.U.II Threads Usage
F.u jj Languages
(D Prompts B Moimum theads sed for page endering
WP File Assodiations (Mtomatic ) |
3) Registration Maximum threads used for page thumbnail creation:
o . (A i -|
| | jAccessibility Adtomate )
1 | Convert to PDE Maximum number of working threads allowed:
| | Automatic -|
Convert from PDF et —
B .. Measurement Your systern contains 4 CPU(s)/cores
| E] Identity | | Do not use disk te cache decoded images
I P =1

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Performance Tab Selected

e The Memory settings feature two parameters that determine how much memory PDF-
XChange Editor uses:

e Select an option from the Use system memory in percentage points menu to set
memory usage to automatic or one of the listed percentages.
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e Select an option from the Use system memory in megabytes menu to set memory
usage in megabytes.

e When using either of the above options, it should be noted that increasing memory usage
will improve the application's performance but may impact overall system performance.

e The Threads Usage settings determine how many threads are used at specific moments within
the application's software:

e Select an option from the menus to determine how many threads are used for page
rendering and thumbnail creation, and the maximum number of working threads
allowed.

e Select the Do not use disk to cache decoded images box as desired.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Color Management

Color Management

When the Color Management tab is selected the following options are available:

E Preferences ﬁ
I |
Categories g Color Management Options
(s} Documents g8 @5 Color Settings: Default -
| () Page Display Working Spaces
|| (g Page Text RGB: [Monitor RGE - sRGBIEC61966-21 =
][] Tools CMVYK: | US. Web Coated (SWOP) v2 N < b
| Full Screen Grayscale: | Gray Gamma 2.2 d
n Performance
r Conversion Options
|'U' Color Management
} .ﬂ' Languages Engine: ITiI.'tIe CMS.'. - - B o~
2 | Use Black Point Compensation
\ £ ) Prompts .
FT{. File Associations

EdJ Registration

; "“i Accessibility

|| g Convert to PDF
Convert from PDF [

B -, Measurement

| | & 1dentity

[

it

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Color Management Tab Selected

e Select an option from the Color Settings menu as desired. When customized details have been
entered in the Working Spaces and Conversion Options sections this menu can be used to
save them for subsequent use. Click Save Current Settings to save settings for subsequent use.
Click Delete to delete the profile currently selected. Click Manage to edit or clone profiles.
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e There are three settings in the Working Spaces section. These apply to images saved with
various color options. Select the desired settings from the menus.

e There is one setting in the Conversion Options section. This determines which engine is used
for color space conversion. Little CMS is the only option.

e Select the Use Black Point Compensation box as desired.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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When the Languages tab is selected the following options are available:

& Preferences

I

Categories

&, Documents
! () Page Display
E i Page Text
2| Tools

' Full Screen

| | Performance
| -.L.- Color Management
| I‘f;l Languages

| |2 Prompts

: "f{. File Associations
.Ezﬂ—’ Registration

. “’-“’i Accessibility

' [g Convert to PDF

' [ Convert from POF
-, Measurement

| EJ Identity

B

S ST

[~]

Select preferred interface language:

Standard Name

| Use Regional Settings
|

English (US), Built-In

| Chinese (PRC)

| Chinese (Taiwan)

| Czech

Danish

| Dutch (Standard)

| Finnish

| French (Standard)
French (Switzerland)
Frisian

: German (Standard)
Greek

' Hebrew

' Hungarian

;]talian

|Japanese

® % Choose User Interface Language

L :-.'.=:Z l-;alﬁ-e

<English (US), Built-In>
English (US), Built-In
T (i i
R ()
ceitina
Dansk

Mederlands
suemi

frangais

Frangais Suisse
Frysk

Deutsch
EAAAvIKG

=

Magyar

italiano

BEE -]

i Set as Default

| oK I l Apply Cancel

Figure 1. Preferences Dialog Box. Languages Tab Selected

e Select a language for the user interface. Click the Set as Default button to set the selected
language as the default language.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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When the Prompts tab is selected the following options are available:

& Preferences ﬁ

Categories (?) Prompts and Confirmations

() Page Display

— /1, Restore default dialogs state
i Page Text

||&# Tools

| Full Screen

n Performance

{ n,;‘- Color Management
e
W3y Languages
H&
|: 2 ) Prompts
File Associations

Ed-’ Registration

| ”ﬂ‘i Accessibility

H Conver‘t to PDF

' Convert from PDF
.., Measurement

| & 1dentity

Security
W= =

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Prompts Tab Selected
e Click the Restore default dialogs state button to revert all dialogs to their default state. This

will also restore any warning message check boxes within PDF-XChange Editor that have been
selected to not appear again.
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Click Apply to apply to restore default dialogs. Click OK to save changes and close the dialog box.
Click Cancel to revert to previous changes and close the dialog box.
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When the File Associations tab is selected the following options are available:

E Preferences ﬁ
I ]
Categories File Associations Setup

[ | : o

| & i File Associat

E @) Page Disp[a}r K e Associations

|| Page Text Current PDF application:
W3 Tools PDF-XChange Editor
HE= & Version: 60.0317.0001
| Full Screen —  C\Program Files\Tracker Software\PDF Editer\PDFXEdit.exe i
| | I8 Performance

.;‘. Color Management As Default application for PDF files: | Do not change -

m»

-1: y Languages Vfiew POF files in Internet Explorer: | Do net change -

(?) Prompts : &

Register NP-plugin for other browsers: | De not change gl i

P2 File Assodations T T
. . Preview Handler for PDF files: | Do not change -|
(& Regisrtin i P A
|~ 7 Accessibility Thumbnail Handler for POF files: | Do not change -

o Conver‘t to PDF

| Convert from PDE | | Apply changes only for current user
) T erlatlanioale e e e i e

. Measurement

| O 1denti =
& dentity [+ Notify when PDF-XChange Editor is not default PDF Application

Security
=

[

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. File Associations Tab Selected

Windows uses file associations to identify files to be used with specific programs. (Please note that file
associations can also be determined using the Control Panel of the local computer).

e The current PDF viewing/editing application is shown at the top of the dialog box. PDF-
XChange Editor is the current application in (figure 1).
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e The menus that follow determine when the current application is used:
e The As Default application for PDF files menu has three options:
¢ Do not change retains the existing file associations.
¢ Make Default sets the current application as the default application.
¢ Restore implements the previous default application that was used for PDF files.
e The remaining four menus have three options:
¢ Do not change retains the existing file associations.
¢ Yes enables the current application for the option in question.
¢ No disables the current application for the option in question.
e Select the Apply changes only for current user box as desired. When this option is selected,
click Apply to apply changes.
e The Notify when PDF-XChange Editor is not default PDF Application box is selected by
default. Clear the box to disable notifications.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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When the Registration tab is selected the following options are available:

E Preferences ﬁ

Categories 0 Registration Info
22

B

Installed seml.-fhcense keys:

() Page Display FDF -XChange PRO ”

| ! License: 30 Users Pack
| g Page Text | r\s Data: PXP60-8VLGZ/TeceLl ... 4ZyfloLwlag=
| |

e 02 Movember 2016 (96 maintenance days left)

Documents

|
|
£ - i
£ Tools | MAINTENANCE B o
| | DAYSLEFT  Key State: VALID ||
| T [ !
E Full Screen . | [ ]
| _-_Perfcrmance :
{ pa i
UCoior Management ;
[ |

'u'l- Languages |

| |2 Prompts
"f{. File Associations |
IEdJ Registration |

-“’.,"J'u:i:sﬂ:ssibilit;,r

. Convert to PDF
E Convert from PDF

[ Measurement | Remove ] l 4% Add new Serial Key...
| & 1dentity

H < [ | Hide all licensed features from toolbars and menus

N :
| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Registration Tab Selected

The Registration tab is used to register/edit serial keys for PDF-XChange Editor. Current versions and
their details are shown in the dialog box, as in (figure 1).

e Click the Remove button to remove serial keys currently installed.

e Click the Add new Serial Key button to add a new serial key.

e Select the Hide all licensed features from toolbars and menus box as desired.
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Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Accessibility

Accessibility

When the Accessibility tab is selected the following options are available:

& Preferences ﬁ
I |
Categories ~ 5 Accessibility Options
[T Page Text ) — [a]
| [+ Override Document Colors [‘\f‘{?:; Color Scheme: Windows - ]
||4#| Tools
| — Document Color Scheme Options
Full Screen
E n Performance [+ Page Background Color: _ = :
: n."u- Color Management | Text Color: @ !
3 Languages ] Line Art:
(2) Prompts :' Fil Color: [ | =
FOF = = :
F File Assodations Stroke Color: E‘

8, Registration :
& e || Change the color of black text or line art only

& 'A"i Accessibility

|| g Convert to PDF e
i || gy Convert from PDF
| Measurement
| & 1dentity

Security

:QjavaScript

lil

J{AR) Srapshot Tool ___

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Accessibility Tab Selected

The Accessibility tab is used to control the color options of PDF documents. This improves the usability
for the visually impaired.

e Select the Override Document Colors box to enable further options.

e Select colors.
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e Select the Change the color of black text or line art only box to apply changes to text and
line art that appears as black on white only.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Convert to/from PDF

Convert to/from PDF

When the Convert to PDF tab is selected the following options are available:

E Preferences ﬁ

Categories 3 Convert to PDF
& Page Text ) Available Converters
&) Tools XPS Fil ]
E ile " xps;”.oxps | <]
: Full Screen = XPSDocument
'- Performance Eﬂ Windows Bitmaps (BMF) * brp;*.dib;*.rle .
P <Mo Description> :
|| | Color Management o GIFFile “gif 5[ | ]
| :" Languages = «<MNo Description=> E
B = ! ICO File "IC0 |
V) Prompts I —  <No Description: =]
| | W File Assodations JBIG File "Jbg
| | ) . . — <Mo Description>
| | & Registration JBIG2 File - jb2
Eh}hriﬁ’lol:essibiII'T.;.‘ 0 USSR
i - PBM File *.pbm
| @Cnnvert to PDF = % NoD .
i = NO L'escnpion=
| || FjConvert from PDF PGM File e
| | y —  «<No Description>
|5 Measurement PPM File “.ppm
| : I.EI Identity —  «No Description>
! . | TGA File *.bga;*wda;*.ich;*.vst;* tpic |—
Security d
;.J__?t__.JavaScript I Setup... ].
. [ snapshot Tool _ ~] |

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Convert to PDF Tab Selected

This option shows the file formats that can be converted to PDF format. When formats have further
options the Setup button is enabled. Click it to determine these options.

The options in Convert from PDF tab are the same as those detailed above but they are used when
converting from PDF format.
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Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Measurement

Measurement

When the Measurement tab is selected the following options are available:

& Preferences

Categories

6 Documents

() Page Display

i Page Text
&| Tools

Full Screen

I Performance

.,fu. Color Management
| 'lz.i Languages
(2) Prompts
WP File Assodiations
Ed—’ Registration
| ;“&“iﬁccessibility
[g Convert to PDF
o [y Convert from PDF
; Measurement
| & 1dentity

| -
LS P

:

. Measurement Options
Units and Rulers

B
|

The units specified will be used globally for the display of page rulers, page size,
grid, guides, tips, etc.

!rrm'lrimeter \d
L

[ ] Show Rulers

¥ Show Fractions
Grid and Guides

Distance between grid lines:

Vertical: | Auto (10 mm) =

Guides Style: — ~
C B=
G tines Sy (D <)~

Horizontal: iAutu 10 mm) =

Grid lines origin offset:

4k

From Top: i'ﬂ mm
From Left: i"ﬂ mm =
' [T Show Guides
|| Show Grid

Subdivisions for Grid: iAum 10) -

| | Use Snapping (to Grid, Guides, Objects)

Customize... J

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Measurement Tab Selected

These options determine the settings for units of measurement and certain layout options.

e Select an option from the units menu to determine the units of measurement within

documents.

e Select the Show Rulers box to make rulers visible within documents.
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¢ Select the Show Fractions box to make fractions visible within documents.
e Use the Grids and Guides section to determine the layout and color of grids within documents.
Grids provide a visual reference for aligning objects within documents.

e Select the Use Snapping box to enable snapping. Click the Customize button to customize the
snapping parameters. The following dialog box will open:

ﬁ Customize Snapping ﬁ

¥ Show Snap location marks |
| | Grid

|Z|- Snap to Grid

|:| Snap only to Grids Intersections

Threshold: | Low A

| Guides ’

|Z|- Snap to Guides
Threshold: I[Ll:n.ﬂ.-' -

Objects

IZT Snap to Objects
| | Snap to Annotations Only

Threshold: | Low - l

Snap to:

[¥] O End Point
|E 4+ Edge

¥ & Mid Point
[¥] @ Center

(¥ < Intersection

Jr—

Select Al ]

Jm——

Deselect Al ]

QK “ Cancel

Figure 2. Customize Snapping Dialog Box

e Select the Show Snap location marks box as desired.
e Use the Grid settings to determine how objects in the document interact with grids:

e Select the Snap to Grid box to align objects with the nearest grid line when they are
moved.

¢ Select the Snap only to Grids Intersections box to align objects only to the intersection
of grids.
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e Select the Snap to Guides box to snap objects to guide lines when they are moved.
e Use the Threshold menu to determine the level of sensitivity for guide lines.
¢ Use the Objects settings to determine how shapes in the document interact with objects:
e Select the Snap to Objects box to align shapes with other objects.
e Select the Snap to Annotations Only box as desired.
e Use the Threshold menu to determine the level of sensitivity for objects.
e Select the check boxes in the Snap to menu to determine at which points snapping is enabled
for objects.

When the desired settings have been entered, click OK to save. Then, in the Preferences dialog box,
click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Identity

PDF

.
A

Identity

When the Identity tab is selected the following options are available:

E Preferences ﬁ
I |
Categories & Identity Options

[[E%] Full Screen o] Identity

:“ Performance - 2

| 2 Login Mame: |

(& Color Management e
|| MName: |
: 'l!.n Languages B e
; I ?_, Prompts — I—— — — '
e Organization Name:

FOF

I File Assodiations r
Organization Unit:

Q-.R istration :
e "ed E-rnail Address:

7% Accessibility

Convert to PDF Your identity information may be used in comments, reviews and digital signatures.
Information entered here is used only by application and not transmitted beyond this
Convert from PDF application without your knowledge.

. Measurement

| &, 1dentity L
Security
—F :
|z JavaScript
&) Snapshot Tool

Forms

| |40 Commenting

[

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Identity Tab Selected

The Identity settings are used to store frequently-used information about the user and can be added
to PDF documents subsequently. Enter the desired details into the text boxes.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Security
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Security

When the Security tab is selected the following options are available:

r& Preferences ﬁ

Categories Security Options

7 — -

! wdl Languages = File Open and Program Launch Optiens

|(2) Prompts

|~ - P When document is trying to open a file:

A - L 7 — - — — — —
| : File Assodations # | Use Trusted/Untrusted list -
1] . J
| u.?& Registration When document is trying to open an attachment: i
i | “"".Acce/ssibility E | &llow PDF(s) and use Trusted/Untrusted list for other ~ :
| i - ———————————

@Convert to PDF

] Convert fram PDF

Trusted/Untrusted locations and names:

Trusted

|E%. Measurement =
Location/MName

| Q . |
| | &8 Identity | ChUsershSean'\Desktop'Jpegsiwikipedia.org () Yes (click to change)

| ./ Security
:‘J_T::,-;JavaScript
L‘_‘L, Snapshot Tool
| IE] Forms
! '-l;_Jé‘L Commenting '

| == Scanner Presets

| [ 89Pugins

:| LI

| oK I l Apply Cancel &

Figure 1. Preferences Dialog Box. Security Tab Selected

The Security settings are used to determine the actions that PDF-XChange Editor takes at specific
moments during operation:

e There are four options when the software is opening a file or an attachment:
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e Use Trusted/Untrusted list, which can be specified using the Trusted/Untrusted
locations and names text box. If the file/attachment is not specified then PDF-XChange
Editor will prompt before opening.

e Prevent it, which prevents all files and attachments from being opened.

e Allow it, which allows all files and attachments to be opened.

e Allow PDF(s) and use Trusted/Untrusted list for other, which allows all PDF
files/attachments to be opened and refers to the Trusted/Untrusted list for other
formats. If unspecified in the list then PDF-XChange Editor will prompt before opening
the file/attachment.

e There three four options when the software is opening a site:

e Use Trusted/Untrusted list, which can be specified using the Trusted/Untrusted
locations and names text box. If the site is not specified then PDF-XChange Editor will
prompt before opening.

¢ Prevent it, which prevents all sites from opening.

e Allow it, which allows all sites to be opened.

Use the Trusted/Untrusted locations and names window to determine trusted and untrusted
elements. Click Add to add new elements. The following menu will be displayed:

Add File...
Add Folder...
Add Host...

Add File/Host Mame Pattern...

Figure 2. Add Trusted/Untrusted Options

e Click Add File to launch the Add File dialog box and add files from the local computer.

e Click Add Folder to launch the Add Folder dialog box and add folders from the local
computer.

e Click Add Host to launch the Add New Trusted/Untrusted Item dialog box. Enter the internet
address of the desired host and select Trusted or Untrusted as required. Then click OK to save
the host.

e Click Add File/Host Name Pattern to specify a text pattern as either Trusted or Untrusted.
Text patterns can include any text but are intended for use with file extensions.

e When trusted/untrusted locations and names are selected in the list, click Edit to edit their
details.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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JavaScript

When the Javascript tab is selected the following options are available:

rﬁ Preferences ﬁ
I |

Categories Q JavaScript Options

IT Elx_mrm:rr. momT o _l

JavaScript
' Measurement

'\7" Enable JavaScript Actions

v Show warning when JavaScript action executes

_ &J Identity

Security

- JavaScript Console .
|S JavaScript ;
¥ Enable JavaScript Interactive Conscle '

i8] Snapshot Tool -
— Show Console on Errors and Messages
[_:] Forms

— v/ Syntax highlighting
i-l-,'& Commenting Console Font: _,C.;:t.nslé:!as. S N --:
R Signatures Font Size: :IIEI plt - . :
= Scanner Presets
1 &7 Plug-ins

|-z}, Send Mail
| @ Search Providers

_ Launch Applications

5]~ ]=} |}
E‘f‘___. Customize Ul t

@ Update
[ @)speecn

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Javascript Tab Selected
These settings determine the Javascript options in PDF-XChange Editor:

e Select the check boxes as desired in the Javascript section.
e Select the Enable Javascript Interactive Console box to permit the user to view embedded
javascript and execute javascript commands.
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e Select the Show Console on Errors and Messages box to activate the console when an
activated javascript encounters errors.
¢ Use the Console Font and Font Size menus to determine font settings in the javascript console.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Snapshot Tool
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Snapshot Tool

The Snapshot Tool is used to take snapshots of the active document. When it is enabled, click a page
to take a screenshot. Alternatively, click and drag the pointer to select a custom rectangular area of the
document. Release the button to take the snapshot. When a snapshot is taken, a bitmap copy of the
selection is pasted to the clipboard.

When the Snapshot Tool tab is selected the following options are available:

& Preferences ﬁ
i 1
Categories 18] Snapshot Tool Options
IT EJLU'IT'U’I:TL monmTrror _l
| Image Copy Options
| Measurement
Y 3 || Used specified resolution for snapshot images:
[ gl Identity 8 3 £ &
1 Resolution: | 150
| Security : :
| || Force snapshot images to grayscale |
; Elavasr:ript [+ Automatically copy image to clipboard after move or resize: !
. |E__L Snapshot Tool Select All type: :Selecl nearest whele page -|
H=E
[—] erms Notifications
|| [“51 Commenting

[+ Play a sound

R| Signatures [+] Flash the selected region

= Scanner Presets
| . !\f Automatically name bookmarks from selected text
Iy Plug-ins
[z Send Mail
| Ifé Search Providers
_ Launch Applications
o = a] i |
o Customize Ul '
@ Update
{ @}}J) Speach

| oK I l Apply Cancel l

Figure 1. Preferences Dialog Box. Snapshot Tool Tab Selected
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The Image Copy Options determine the settings for images that the Snapshot tool produces:

e Specify a resolution for images using the Resolution menu.

e Select the Force snapshot images to grayscale box as desired.

e Select the Automatically copy image to clipboard after move or resize box as desired.
e Use the Select All type menu to determine the Select All setting.

¢ Select the check boxes in the Notifications section to enable the features indicated.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Forms

When the Forms tab is selected the following options are available:

E Preferences ﬁ
I |
Categories [_i] Forms Options

IT TOTTVeET T ITOmT FoT F

; E = General

£, Measurement

[ [v] . [+ Automatically calculate form field values

iy Identity =
i | [+ Show focus rectangle
| Security [+ Show text overflow indicator :
i [ £ savaScript |
H et P Highlight Form Fields |

&) Snapshot Tool i
| = || Highlight Form Fields When Document Opened

":] Forms Highlight Required Fields Only ¥ Show Hover Border for Fields

R Signatures
Border Color:

igh ti
'-wﬁk Commenting Fill Color: Hover Color: i‘

= Scanner Presets
r-i;s-: Plug-ins -\_, Highlight All Form Fields
- (@) Highlight Only Fields of Selected Types:

|-z}, Send Mail

. | ¥[ Combo Boxes | Push Buttons (v Text Boxes
. l@' Search Providers ;’T Check Boxes 77 Radic Buttons ["| Barcodes
_ Launch Applications ¥] List Boxes [¥] Signatures

oan .
o Customize UI

@ Update
[ @)speecn

|

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Forms Tab Selected

These settings determine the options for forms within PDF-XChange Editor. The options in the
General tab are as follows:

e Select the Automatically calculate form field values box for form field calculations to be
performed automatically when they are entered.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products




PDF-XChange Editor V6 User Manual

e Select the Show focus rectangle box to highlight the form field that currently has focus.
e Select the Show text overflow indicator box as desired.

The options in the Highlight Form Fields section are as follows:

¢ Select the Highlight Form Fields When Document Opened box as desired.

e Select the Highlight Required Fields Only box as desired. Required fields can be determined
here.[«

¢ Select the Show Hover Border for Fields box as desired.

e Select colors as the Fill Color, Border Color and Hover Color.

e Select the Highlight All Form Fields option button as desired.

e Alternatively, select the Highlight Only Fields of Selected Types option button and select the
relevant boxes.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Commenting

Commenting

When the Commenting tab is selected the following options are available:

& Preferences ﬁ
I |

Categories u&ﬂ Commenting Options

IT Elx_mrm:rr. momT o

Comments Viewing Options

. Measurement
Q' . [+¢7 Show Tooltips
H = Identity [+ Show Text Indicators
i Security .7 Display Subject Label in comment pop-ups
E EJavaScript [+ Display Author Label in comment pop-ups and tooltips '

18] Snapshot Tool [+ Display Madification Date in comment pop-ups
— [+ Display localized names of units in measurement information

= |Forms + Open comment pop-up by mouse double click

e Commentin
| | 5 g Comments Creation Options
R Signatures ik
|| Copy encircled text into Drawing comment pop-ups
Copy selected text into Highlight, Cross-Out, and Underline comment pop-ups

r_“;-t"': Plug-ins || Switch to pencil tool with digitizer

= Scanner Presets

|-z}, Send Mail
| I{@. Search Providers

_ Launch Applications

oan .
o Customize UI

@ Update
[ @)speecn

Paste comments into mouse position

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Commenting Tab Selected

These options determine the settings for comments:

e Select the boxes in the Comments Viewing Options section to determine the elements of
displayed comments.
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e Select the Copy encircled text into Drawing comment pop-ups box as desired. This is
intended for use with drawing-type comments. Encircled text will be copied into the pop-up
comment and can then be edited.

e Select the Copy selected text into Highlight, Cross-Out, and Underline comment pop-ups
box as desired. This setting is used in conjunction with the Select Text Tool. Selected text will
be copied into the pop-up comment and can then be edited.

e Select the Switch to pencil tool with digitizer box as desired.

e Select the Paste Comment into mouse position box to paste copied comments at the
position of the pointer.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Signatures

Signatures

When the Signatures tab is selected the following options are available:

& Preferences ﬁ

Categories f Digital Signatures Options

Ed—’ Registration Creation & Appearance

I
|~ Accessibility

| Conver‘t to PDF

Convert from PDF

» Control eptions for signature creation
« Set the appearance of signatures within a document

Venfication ,
M. Measurement : s
: » Control how and when signatures are verified
8 1dentity i
Security
QJavaScripl

8 Snapshot Teol

. Forms

'~~L§, Commenting

| | @ Signatures

| == Scanner Presets
'If‘:-_:b. Plug-ins

| |z Send Mail P

@ Search Providers
:_ITI. PR T . ———

[

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Signatures Tab Selected

These options determine the settings for digital signatures.

e The Creation & Appearance settings determine the signature options. Click the More button
to access the settings. These are detailed in (figure 2) below.
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e The Verification settings determine how and when signatures are verified. Click the More
button to access these settings. There are two options - select the check boxes as desired.

ﬁ Creation and Appearance Preferences @
Creation
Default Signing Method: | Default DigiSig Handler -
{ |
! Default Signing Format: | PKCS#7 - Detached -

i |Z|-Include signature's revocation status

|:| Flush PIM cache before applying signature

Appearances

= Manage digital signatures appearances | More.., |

QK || Cancel |

Figure 2. Creation and Appearance Preferences Dialog Box

The Creation settings are as follows:

e Select an option from the Default Signing Method menu to determine the default signing
method settings.
e Select an option from the Default Signing Format menu to determine the signing format.
e PKCS#7 - Detatched encodes certificates in Abstract Syntax Notation One (ASN.1)
format.
e CAdES is an electronic signature created in compliance with eIDAS and has the same
legal value as a handwritten signature.
e Select the Include signature's revocation status box as desired. When selected, the
revocation status of the signature will be shown in the main window.
e Select the Flush PIN cache before applying signature box as desired.
e Click the More button to set the Digital Sign Appearance Templates. The following dialog
box will open:
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ﬁ Digital Sign Appearance Templates @
You may edit existing and/or add new templates of digital signatures appearances:
Digitally signed by <Sample Digitally signed by <Sample f
MName=> Name>
<Sample Xsmmene e, <Oample
omaisamplo@mailcoms | emal<sampe@mai oo !
E Name} $I 21]16.0%?12:'1-91}?- narm;fzmﬁ.uﬂ.m:;imﬂ?- Name} I
| LI i LI i |
Default Default (RTL)
Digitally signed by <Sample Name= Digitally signed by <Sample Name=>
DN: cn=<Sample Name=>, c=<Country DN: cn=<Sample Name>, c=<Country
Mame=>, o=<0Organization Name=, MName=>, o0=<Organization Name=>,
. lou=<0rganization Unit Name>, ou=<0rganization Unit Name=>,
. | email=<sample@mail.com> email=<sample@mail.com>
- | Date: 2016.09.13 12:19:07 -07'00' Date: 2016.09.13 12:19:07 -0700"
Default (Mo Graphic) Default (Mo Graphic, RTL)
¥ T Reset Il Edit... | | Detete ||
I Ok H Cancel |

Figure 3. Digital Sign Appearance Templates Dialog Box

e When this dialog box is first launched the default values are given, as in (figure 3) above.
Signatures can be created with or without graphics and in standard layout or RTL (right to left)
layout. Select the tab of the signature format to be edited. The options to Clone, Reset and
Edit will then be enabled.

e Click Clone to clone the selected signature. It will then appear in the dialog box. This is a useful
feature if parameters of existing signatures need to be changed and saved without editing the
original.

e Click Reset to revert the values of the the selected signature to their default settings.

e Click Edit to change the values of the selected signature. The following dialog box will open:
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I Edit Template of Digital Sign e |

Template Mame: | Default (Mo Graphic) l

Show Graphics:

(@) Mo Icon

() Mame as Icon !

| o
| () Custom Icon:

| ]

IZT Display Loge
Show Text:
IZT Mame IZT Location
|ZT Distinguished Marme |ZT Date
IZ[ Reason IZ[ Labels
| | Subject | | Editor Version
Text Direction: | Auto VI

QK | | Cancel

Figure 4. Edit Template of Digital Sign Dialog Box

e Enter a name for the template in the Template Name text box.
e Use the Show Graphics option buttons to determine the graphics that are shown with the
template:
e Select Name as Icon to use the name of the current user as the icon.
e Select Custom Icon to use a custom icon. Enter the name of the file to be used in the text
box or click the icon to select a file from the local computer.
e Select the Display Logo box to display logos in the background of templates.
e Select the boxes in the Show Text section to determine the information that is shown with
templates.
e Use the Text Selection menu to determine the text direction.

When the desired parameters have been selected, click OK to apply them. Then, in the Preferences
dialog box, click Apply to apply changes. Click OK to save changes and close the dialog box. Click
Cancel to revert to previous changes and close the dialog box.
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Scanner Presets
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Scanner Presets

When the Scanner Presets tab is selected the following options are available:

E Preferences ﬁ
i 1

Categories = Configure Scanner Presets
(T El'k.u'l WeErTmonmT roTr

l‘\%:g Scanner Settings: <Custom> v]
., Measurement .

[} ) Parameters
| &0 Identity

Security Scanner: | -

EJavaScripl 2 i |
Data Transfer Method: | Native Mode [T Show Native Ul '

i8] Snapshot Tool
E] Forms Color Mode:

;_L’—g Commenting Reszolution:

R Signatures Paper Size: | Setup...

|? Scanner Presets Source:
-T"_f'-k'g'i Plug-ins Sides: | Simple Scan -
'_¢Send Mail Scan More Pages: :ﬁﬁk user ] 5 % |seconds

{ @ Search Providers ] __| Show Scan Properties dialog before scanning
Launch Applications /] Show images insertion dialog after scanning

=] - la} i i
qu,__. Customize Ul { Images Insertion Options... ]

@ Update
[ @)speecn

|

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Scanner Presets Tab Selected

These settings determine the presets for scanning:

e Click the Scanner Settings menu to select a preset scanning mode.
e Click the Scanner menu to select a scanner to use.
e Click the Data Transfer Method menu to select either Native Mode or Memory Mode.
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e Color Mode has four options. Auto detect detects the optimal color mode automatically.
Color, Grayscale and Black & White, refer to the format of scanned documents.

e Click the Resolution menu to select the dpi (dots per inch) of scanned documents.

¢ Paper Size refers to the size of the paper used when scanning. Click Setup to access further
options:

e The Automatic option determines the paper size automatically.

¢ The Standard option contains standard sizes such as those used by the ISO and ANSIL
e The Custom option can be used to enter custom dimensions.

e Select either Portrait or Landscape as the orientation of the document.

e Source has three options Auto, Flatbed and Feeder. These refer to the type of scanner being
used.

e Click the Sides menu to determine which sides of documents are scanned. There are four
options: Simple Scan, Full Duplex, Manual Duplex and Manual Duplex Reversed. Click the
arrow for an explanation of these options.

e Click the Scan More Pages menu to select the setting for when further pages are scanned.

e The Show Native UI box is selected by default. This means the scanner selects certain
parameters of the scan itself: Color Mode, Resolution, Paper Size and Source. Clear the box to
customize these parameters manually.

e Select the Show Scan Properties dialog before scanning dialog box to view the scan
properties before scanning.

e Select the Show images insertion dialog after scanning dialog box to view the images
insertion dialog box after the scan has taken place.

e Click the Images Insertion Options button to open the Images to PDF Options dialog box.
These settings determine how images are inserted into documents. They are explained here.[z2)

When custom settings have been entered they can be saved using the Scanner Settings menu. Click
Save Current Settings to create a custom profile for subsequent use. Click Manage to manage
previously saved profiles and Delete to remove the profile currently selected.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Plug-ins

Plug-ins

When the Plug-ins tab is selected the following options are available:

rﬁ Preferences ﬁ

Categories t'f‘ Plug-ins

T E‘J\_U'I WeETT ITOnT roT _l
Available Plugins

|.
I Measurement
:Q_ ; Mame Publisher Versig.. Iil
| &5 Identity
n v‘f Bookmarks Tracker Software Products (Canada) Lte 1.0.0
i ' Security | PDF Converter Tracker Software Products (Canada) Ltc 1.0.0 : |
{ 'mlavaScript il Dropbeox Tracker Software Products (Canada) Lte 1.0.1 I
|||t !
| i8S hot Tool ¥ File Open Client Tracker Software Preducts (Canada) Lte 3.00 I
2 anapshot 100 ]
| f P il Google Drive Access Tracker Software Products (Canada) Ltc 3.0.0 |
[_E] Forms | OCR Plugin Tracker Software Products (Canada) Lte 1.0.0
|60 Commenting ([ PDF/A Converter _ ____Tracker Software Products (Canada) Ltc 301 [~]
| - = 4
||| Signatures More plugins... Enable ! Setup... [
== Scanner Presets Plugin information
IQ‘: Plug-ins —— — Y
File Name: | |
i_-c}Send Mail Dmription::“m"”“ —— = 1
' '@ Search Providers | J
| Launch Applications Legal:g
| emm ) | |
| &7 Customize UI | i
@ Update Copyright | - a |
| :Q}}J) Speech = i i

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Plug-ins Tab Selected

This dialog box shows plug-ins available to use in conjunction with PDF-XChange Editor.

e Select a plug-in from the list to view its details in the Plugin information section.
e When a plug-in is selected click the Enable/Disable button as desired.
e Click the More plugins link to view further plug-ins available from Tracker Software Products.
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Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Send Mail

Send Mail

When the Send Mail tab is selected the following options are available:

rﬁ Preferences ﬁ

Categories Lz Send Mail Options

IT EJ\.U'IHFETE momTroTr :l -

i Method: [Asl: before sending - |

1B Measurement = -

1= SMTP Server

: ,5 Identity BN
E Security e .
| EJavaScripl R — 1]
1 et Port: |25 +| Defautt: 25 i

L& Snapshot Tool i TR

— | Server Requires Authentication

[_E] Forms

User Name:

i.l.,'& Commenting B

| Signatures : - :
R Sig Connection Secunty: | Authorization

= Scanner Presets
| o Desktop Client Options
{5 Plug-ins
= v Show Clients Dialog Window
|_,;-> Send Mail B

| @ Search Providers

| |[#] Launch Applications Destination Folder: | C:\Users! Sean\ Documents\Mail Sen _EE]

Local Store Options

| :5:'_ Customize UI \ﬁ Open the Folder In Explorer on data ready
| =
| @ Update __| Pack File Attachments

L Q}}J) Speech =

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Send Mail Tab Selected

These settings determine how files are sent using the email feature of PDF-XChange Editor. The
options are as follows:

e Select an option from the Method menu to select the method through which emails are sent.
There are four options:

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products




PDF-XChange Editor V6 User Manual

e Ask before sending prompts the user for instructions before emails are sent.

¢ Mail Client sends email through the default email client currently set for Windows.

e SMTP bypasses the email client and uses the default values stored in the SMTP options of
PDF-XChange Editor.

e Local launches the default email client application and uses it to create an email.

e The SMTP Server options are as follows:

Enter the email address from which the email will come in the From text box.
Enter the name of the server that will be used in the Server text box.

Use the Port text box to specify the port of the SMTP server.

Select the Server Requires Authentication box as desired.

Enter the name of the email user in the User Name text box.

Enter the password in the Password text box.

Use the Connection Security menu to specify the connection security level.

e Select the Show Clients Dialog Window box to view the dialog box of emails when they are
sent.

¢ The Local Store Options define the parameters for local storage:
e Enter the destination where files will be saved in the Destination Folder text box, or click
the icon to select a folder manually.
e Select the Open the Folder In Explorer on data ready box to open the destination
folder using File Explorer.
¢ Select the Pack File Attachments box as desired.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Search Providers

Search Providers

When the Search Providers tab is selected the following options are available:

& Preferences ﬁ
r

. e .
Categories @' Search Providers
(T Fy—orvercronTror o 5 ;
| You have the following search providers:

S Measurement ' Google _ Z

| Q . Google Search

[ = Identity I http://'www.google.com/search?hl=enBiq=TEST&aq=f8iog=; 8iclient= pdf-nchange

' Security I@Ask.cnm

[ . |  Ask.com Search Engine .

i@lavasc”pt | http://www.ask.com/web?q=TEST&search=search&qsrc=080=08=dir .
| |8] Snapshot Tool W Yahoo! ' 5
H | Yahoo! Search |

||I==|Forms | hitp://search.yahoo.com/search?p=TEST &ib={startPage?}

=N . |5 Bing
| ?*-U’,x Commenting E | k= Search w g Bing
11 ﬁ Signatures hitp:// www g.com ‘search?q= [E'jT.’:’;:Jc:E.'_fu::r.‘:f_}_t‘.'_l—'.’:’..'.':lt:.';'l
H | < Seznam

| == Scanner Presets

Vyhledat na Seznamu...

http://search.seznam.cz/searchScreen?g=TEST

@3 Meta.UA

] .
I/ Plug-ins

l : Send Mail | Ukrainian search provider
1 = | I http://meta,ua/search.asp?q=TEST&m=
| . - = |
. 1@ Search Providers | Wikipedia >

! ¥ B P e S —
. e [ = bt Eat USROS o
ELaunch Applications oL — f Bt | | MakeCurrent |

| | 5% Customize UI

:@ Update [ | Turn off all search providers
E ) [T Allow obtaining icons for search providers from the Internet
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Figure 1. Preferences Dialog Box. Search Providers Tab Selected

This setting shows a list of the search providers currently used on the local computer.

e Click the New button to add a new search provider.
e Click the Edit button to edit the search provider currently selected.
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e Click the Make Current button to set the search provider currently selected as the default
search provider.

e Use the arrows to move the search provider currently selected up or down in the display
window.

e Use the trashcan icon to remove the search provider currently selected.

e Select the Turn off all search providers box to disable all search providers.

e Select the Allow obtaining icons for search providers from the Internet option to permit the
software to obtain search provider icons.

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Launch Applications

Launch Applications

When the Launch Applications tab is selected the following options are available:

rﬁ Preferences ﬁ

i8] Snapshot Tool

[E] Forms

-k_ﬁ Commenting

Categories Launch Applications

IT EJ'\.U'I WeETT ITOnT roT _l % : 5

! You have the following applications:

: MEESUI’EI’”EI’IT i'I— Adobe Acrobat 10.0

| Q Idenmy | CAProgram Files (x86)\Adobe\Acrobat 10 0" Acreobat\Acrobat.exe
| :':-'l |Hﬂ«cmhat Reade:DC
11| \ ) & =, Ioh B )
1| Security C:\Program Files (x86)\Adobe\Acrobat Reader DC\Reader\AcroRd32.exe
|| . !
Him . | | PDF- }(Change\.fuzwer = |
! glavaScnpt J' Program Files\Tracker Software\PDF Viewer\PDFXCview. exe |

||| Signatures
| == Scanner Presets
',::“— Plug-ins
|-z}, Send Mail
{ '@ Search Providers :- I
| | Launch Applications N —

| Eg® . it (A ||— ™ .New | E;:iit o— I- . I'--:Ia.'rcleCIL:rre.ntu .
| &7 Customize UI Il | :

@ Update

[ @seeer

| | Hide applications detected automatically

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Launch Applications Tab Selected

This setting displays the list of third-party applications currently featured in the Launch Applications
Toolbar.[= This toolbar provides a convenient way to open active documents using third party
applications. Follow the instructions below to add new applications/edit existing applications:

e Click New to add a new application. The dialog box in (figure 2) will open.
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e Click Edit to edit an existing application.

e Click Make Current to set the application currently selected as the default application.

e Use the arrows to move the search launch application currently selected up or down in the
window.

e Use the trashcan icon to remove the application currently selected.

¢ Select the Hide applications detected automatically box as desired.

ﬁ Mew Launch Application ﬁ

Add new application

Fill fields of application and press OK. !

Application Information

e | |

| =)

Parameters: ["‘?r’ " HE-I vl

L QK H Cancel |

—_—

Figure 2. New Launch Application Dialog Box

e Enter a name for the launch application in the Name text box.

e Enter the path executable in the Path text box, or use the folder icon to select the application
manually. Add the desired parameters to the application. These parameters are variables that
result in the retention of specific document values when they are moved to the command that
launches third-party applications. The available parameters are known as macros. 'Macro' is an
abbreviation of 'macroinstruction' - a term in computer science for a rule or pattern that
specifies how an input sequence of characters should be mapped to a corresponding output
sequence. Enter macros in the Parameters text box as desired. Alternatively, use the icon to
select them manually. The following parameters are available for all applications:

e File name, which uses the variable %1 and inherits the file name and path. This is the only
parameter that is required in all cases and it must be contained in double quotation
marks.

e Zoom, which uses the variable %z and inherits the zoom level.

¢ Page Number, which uses the variable %p and inherits the current page number.

¢ Page (0-base numeration), which uses the variable %p0 and inherits the first numerical
page number that starts at 01, 02 etc.

¢ Position X (in pixels), which uses the variable %vx and inherits the position viewed
position viewed along the x axis.
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e Position Y (in pixels), which uses the variable %vy and inherits the position viewed
position viewed along the y axis.
e Position X (in pt), which uses the variable %px and inherits the position viewed position
viewed along the x axis in pt.
e Position Y (in pt), which uses the variable %py and inherits the position viewed position
viewed along the y axis in pt.
¢ View Rotation, which uses the variable %vr and inherits the rotation status of documents.
e Further macros than those detailed above are available, but it is necessary to use the launch
commands of the application in question. For example, if PDF-XChange Viewer is being used,
the launch command to open a file to a specific page is /A "page=<page_number>".
Therefore the parameter /A "page=%p" "%1" would be used, where the desired page number
is entered as the %p variable and the file name is entered as the %1 variable. If more than one
parameter is being used then parameters must be separated with an "&" symbol. Please note
that some applications may not support the use of parameters.
e Click OK to add new applications. Click Cancel to cancel the process and close the dialog box.

Then, in the Preferences dialog box, click Apply to apply changes. Click OK to save changes and close
the dialog box. Click Cancel to revert to previous changes and close the dialog box.
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Customize Ul
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Customize Ul

When the Customize UI tab is selected the following options are available:

E Preferences ﬁ
‘ [al-1=] - T
Categories g Customize User Interface Appearance
(T COTMveET T ImmomT o Sl
l al =) Fonts
1B Measurement
: Q_ . Menu and Toolbars Font:
| | Identity Segoe Ul (Default) v] 0 pt (Default) =]
i |/ Security Commen Ul-Font (used in all dialogs and views): :
i '@JavaScripl | Segoe Ul (Default) '|‘3‘ pt (Default) = | :
| |BE Snapshot Tool G |
[E] Forms
|48 Commenting
f{fs secors ([ oetaun | Windowe (] oo
||| Signatures e —
| == Scanner Presets
I:;:j-‘- Plug-ins Backgrounds
(=g Send Mail Type:[MainBackground | o2
| '@ Search Providers :- Style/Pattern: iLDefaurt -:l|:| Default ~ | |=
. Launch Applications V'] Show Overlay Shadows
|;E£ Customize UI il Turmn off all textured backgrounds to improve UT
= — performance on terminal session
@ Update

| @)speech - Reset to Defaults ]

| OK I l Apply Cancel

Figure 1. Preferences Dialog Box. Customize Ul Tab Selected

These settings determine the appearance of the user interface:

e Use the menus in the Fonts section to determine the font style and size for menus, toolbars and
general usage.
e Use the menus in the Colors section to determine the color of fonts at the locations indicated.
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e Use the menus in the Backgrounds section to determine the Ul display for backgrounds:
e Use the Type menu to select the background to customize.
¢ Use the Style/Pattern menus to select the style and color of the background.
e Select the Show Overlay Shadows text box as desired.
e Select the Turn off all textured backgrounds to improve Ul performance on terminal
session box as desired.

It is also possible to customize toolbars in PDF-XChange Editor. Those settings are explained here.[s3]

Click Apply to apply changes. Click OK to save changes and close the dialog box. Click Cancel to revert
to previous changes and close the dialog box.
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Update

The Update tab can be used to check for software updates. Click the Check for Updates Now button
to search automatically for updates.
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Speech

When the Speech tab is selected the following options are available:

r& Preferences ﬁ

Categories Q]J.‘B Speech Options

I" EJLU'IT\I’I:T{ monmrromr _l

Read Out Loud Options

|

|

: %, Measurement

|- : 3 f - 5 5 . . . . .

i ,Eu Identity TG e e
o . [+ Use default voice
| Security
E fﬂ Voice: | Microsoft Anna - English (United States) ;
1 M| . |
| Az JavaScript |

'{ Use default speech attributes
8| Snapshot Tool

Pitche 0

[_E] Forms Rate: 0

-'»_Jé; Commenting || Read Comments

| | Signatures || Read Form Fields

= Scanner Presets Iest

P:tL Plug-ins [The quick brown fox jumps over the lazy deg.

[z Send Mail L

| I@ Search Providers :- Read this text

| Launch Applications

== 1] .
| 8% Customize UI

@ Update
| JQ}}B Speech g

| oK I l Apply Cancel L

Figure 1. Preferences Dialog Box. Speech Tab Selected

These settings determine the options for the read out loud feature of PDF-XChange Editor:
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e Select the Use default voice box as desired. If this box is not selected then it is possible to
choose an alternative voice from the Voice menu.

e Select the Use default speech attributes box as desired. If this box is not selected then the
Pitch and Rate options can be adjusted manually.

¢ Select the Read comments and Read Form Fields boxes as required.

e Use the Test text box to test customized settings. Enter sample text into the text box and click
the Read this text button to test settings.

Instructions on how to use the read out loud feature are available here[ewol

When the desired settings have been selected, click Apply to enable them. Click OK to save settings
and close the dialog box. Click Cancel to cancel the process and close the dialog box.
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When the View tab is selected, the following options are available:

ES downioad (1) 3 - PDF-XChange Editor = =
; Fle Edt View | Document Comments Form  Object Tools Advanced ShaePoint  Window  Help

Toolbars [~ 1 -:- i ¥ :\:-:.;)& ,\:} :E::‘hl T = “:-R c
100% -| (® Edit  Add Edit  Commenting  Messurement
LEEss v = i Content Tet o Fofm o o 9-, -

| Open— (=
i

i"_i Bookmiarks CTEL-B
Thumbnails CTRL=T Peopeities x
m_ 40 0 Other Pants } k] 1] w BD S0 100 110 120 130 1408 4 General
Inertial Secaoll True
Page Layout r Exchusive Mode False

Go Te »

Portfolic L

10

f : [EE] Funscreen Mode

20

30

{
NS
=

LA

a0

l!ﬂ

W 470mmm X
Ly s15mm ¥ v: v 1 & i

Figure 1. View Tab Menu

These options determine the viewing settings for specific elements of PDF-XChange Editor. Click the
links below to access the associated sections of the manual:
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o Toolbars/:)

o Rotate View[s)
o Bookmarks/+
e Thumbnails| o]
e Other Panes/+«]
e Page Layout|4_o7'1
o Zoom/+s)

o Show(«s]

° Mm

e Go Tol+

e Portfoliol+)

e Full Screen Mode/ )
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Toolbars

Toolbars

When the Toolbars option is selected in the View tab, the following options are available:

Lack All Teol-panes

= Options—.. = :

Custemize Toolbars...

[ES Robin - PDF-XChange Editor —]
Edit | View | Docurment Comments Form  Object  Tools  Advanced SharePoint  Window  Help
| Toolbars v | [+ Main Toolbars ] ;_1; -I-e ? “EL 'z'
Fiatate View » '\_"‘Cpmmqn!ing .Edit .Md Li:l;"t- fnmmﬂﬂmg Keasurement
¥ Content Editing ontent Tet ;; Form - v - L
E Baokmarks CTRLeg | | File il
Thumbasit craer | [ Form -
- x
urmnbnsils (Mmuremem x _Prﬂ-pemes |
Other Panes » 2] Menu 4 General
¥ Properties CTRLeE Inestial Scroll True
Page Layout L M
e I.“Rq[a[c Wiew usive Mode False
Zoom P standasd
Chow r ¥ Zoam
# Document Toolbars
Snap b Docurnent Opticns
GaTe R 7 Launch Application
\ﬂﬁ‘agt Layout
Partfoho | l'"F‘.;gt Navigation
@ Full Screen Mode Fli1 Lack All Toolbars

Figure 1. Toolbars Options

The toolbars in PDF-XChange Editor provide a convenient way to access the features and functions of
the application. The Shortcut Toolbar is located at the top of the main window and appears as below:
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¢ File Edit View Document Comments Form Object Tools Advanced SharePoint Window Help

=85 PR CHRNEE K B % | -
Open... = | z - i@ 100% -| (@ Edit  Add Edit = Commenting Measurement
T = |(_‘il |c@ 7 h 14 Content Tet 4 Form & I =

Figure 2. Shortcut Toolbar

This toolbar is composed of several toolbars:

The Commenting Toolbar contains options for adding/editing comments in the active document. It
appears as below:

Comrmenting
-

Figure 3. Commenting Toolbar
Click herel sl for an explanation of this icon and its functions.

The Content Editing Toolbar contains options for editing the content of the active document. It
appears as below:

Edit Add
Content  Text
Figure 4. Content Editing Toolbar

Click herel s for en explanation of these icons and their functions.

The File Toolbar contains options for navigating, creating, opening and saving documents. It appears
as below:

= H=- & 9
prﬂ--- [E]@ ’::}@D'

Figure 5. File Toolbar

Click herel sl for an explanation of these icons and their functions.

The Form Toolbar contains options for adding/editing forms in the active document. It appears as
below:
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Figure 6. Form Toolbar
Click herel s for an explanation of this icon and its functions.

The Measurement Toolbar contains options for measuring specific elements of the active document. It
appears as below:

o

Measurement
-

Figure 7. Measurement Toolbar
Click herel+1 for an explanation of this icon and its functions.

The Menu Toolbar contains the main menu headings and provides links to their respective menu
options. It appears as below:

[ PDF-XChange Editor = | B [t

4 File Edit View Document Comments Form  Object Tools  Advanced  SharePoint  Window  Help ‘

Figure 8. Menu Bar
Click herel s for an explanation of these options.

The Properties Toolbar is located beneath the Shortcut Toolbar. The appearance and options of the
Properties Toolbar depend on the type of object selected. A sample Properties Toolbar is displayed
below:

% Exclusive Mode = = Properties...

Figure 9. Properties Toolbar

Click herel =1 for further details.

The Rotate View Toolbar contains options for rotating the active document. It appears as below:

3
@

Figure 10. Rotate View Toolbar

Click here[ s for an explanation of these icons and their functions.

The Standard Toolbar contains options for editing documents. It appears as below:
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Figure 11. Standard Toolbar
Click herel sl for an explanation of these icons and their functions.

The Zoom Toolbar contains zoom options. It appears as below:

11 '4:,. [0 @@
0% ~| @)

Figure 12. Zoom Toolbar
Click herel sl for an explanation of these icons and their functions.

The Document Options toolbar is located in the lower left corner of the main window and appears as
below:

il . . W: 1lmm ¥ 141 .0mm
“Options.. ~ [E 0 19 mm V! -35.5mm

Figure 13. Document Options Toolbar

14

Click herelss for an explanation of these settings.

The Launch Application Toolbar is located on the right of the Page Layout Toolbar and appears as
below:

i Launch: |4 =

Figure 14. Launch Application Toolbar
Click here[= for an explanation of these settings.

The Page Layout Toolbar is located in the lower right corner of the main window and appears as
follows:

] LI
JNEP0EE
Figure 15. Page Layout Toolbar

Click here[! for an explanation of these settings.

The Page Navigation Toolbar is located in the center of the lower section of the main window and
appears as below:
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Figure 16. Document Navigation Toolbar

Click here[ssl for an explanation of these settings.

There are three further options in the Toolbars submenu:
e Click Lock all Toolbars to lock/unlock all toolbars and menus for customization.
e Click Lock All Tool-panes to lock/unlock all tool-panes for toggling and resizing.

e Click Customize Toolbars to enable customizable options that relate to toolbars. These
options are explained herelsss]
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Menu Bar

Menu Bar

The Menu Bar is the toolbar at the top of the main window:

& PDF-XChange Editor = | B [t

||._ File  Edit View Document Comments Form Object  Teools  Advanced  SharePoint  Window  Help ‘

Figure 1. Menu Bar

e File contains file-level operations, such as selecting files to use, viewing properties,
manipulating form data and printing.

e Edit contains editing functions for documents and their preferences.

¢ View determines the viewing elements of the application.

¢ Document contains controls for manipulating documents and document tools.

e Comments contains options for editing comments within documents.

e Form contains options for managing and editing form data.

e Object contains options for editing selected objects.

¢ Tools contains the tools that can be used in conjunction with the application.

e Advanced contains advanced functions such as the bookmarks plugin.

¢ Sharepoint allows the user to check in/out of a document located on the Sharepoint server.

e Window contains options for organizing the layout of open documents.

e Help contains options help options for users in need of assistance, as well as options for
updating license keys and bug reporting.

The toolbar can be relocated as follows: hover the pointer on the grid of dots directly above the arrow
icon on the left of the toolbar. The pointer icon will change from its standard display to an icon with
four arrows. Click and hold to relocate the toolbar. Alternatively, press <F9>.

There is a shortcut for accessing the menu bar options detailed above: when the Alt key is pressed, the
menu bar options each feature an underlined letter. Press the underlined letter on the keyboard to

open the menu of the option.

Toolbars can be customized. See herel= for further details.
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File Toolbar
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File Toolbar

The File Toolbar contains options for navigating, creating, opening and saving documents:

Open launches the Open Files dialog box in order to open a file from the local computer.

H Save is used to save any changes that have been made to the active document since the last
save.

[gj Print launches the Print dialog box, which is explained here.[2s9]

== Scan launches the Scan Properties dialog box, which is explained here.[=]
|
—=' Email launches the Send Mail dialog box, which is explained here.[23]
| Previous View moves to the active document most recently viewed in the main window.
"% Next view moves to the next active document in the main window.
=" Undo reverses the most recent editing action.

—
“= Redo reverses the most recent undo.
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Standard Toolbar
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Standard Toolbar

The Standard Toolbar contains options for editing documents:

@ The Hand Tool is used to "grab" and scroll through pages of the active document.

18 The Snapshot Tool is used to take snapshots of the active document. When it is enabled,
click a page to take a screenshot. Alternatively, click and drag the pointer to select a custom
rectangular area of the document. Release the button to take the snapshot. When a snapshot is
taken, a bitmap copy of the selection is pasted to the clipboard. See here[«f for settings
regarding the Snapshot Tool.

T

~ B The Select Text Tool is used to select text for editing within the active document. Highlight
text in the standard manner to select it. Then use the options in the Edit tab or right-click the
selection for editing options. The following menu will be displayed:
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Eﬂ Copy CTRL+C

Eﬂ Copy as a Rich Text

[ Paste CTRL+V
| I Highlight Text

l Underline Text

4 Crossout Text

ﬂ%ﬂdd Bookmark CTRL+5HIFT+EB

(=) Add sticky Note .

%Add e y

E@ Add Barcode...

@ Hand Tool

@l Snapshot Tool

I‘@t Zoom Tool

GoTo b
[l Print.. CTRL+P
Internet Search by: E Google k
= Find... CTRL+F
a8 Search... CTRL+SHIFT+F
Select All CTRL+&

€)) Read Out Loud Selected Text

@ Stop Reading

Use Selected Text Style in Boockmark Generation...

Figure 1. Select Text Tool, Right-Click Options

e Click Copy to copy the selection.

e Click Copy as a Rich Text to copy the selection in Rich Text Format.

e Click Paste to paste the current clipboard content into the document.
e Click Highlight Text to add a highlight to the document.

e Click Underline Text to add an underline to the document.

e Click Crossout Text to add a strikethrough to the document.
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e Click Add Bookmark to add a bookmark to the document. See herelsn for further
information.

e Click Add Sticky Note to add a sticky note annotation to the document.

e Click Add Link to add an external link to the document. The Browse for Link Target
dialog box will open. See herels for further details.

e Click Add Barcode to add a barcode to the document. See herel«71 for further details.

¢ Click Hand Tool, Snapshot Tool, Select Text Tool or Zoom Tool to select these tools.

e Click Go To to browse to specific locations of the current document, or to the
previous/next document when multiple documents are open.

e Click Print to print the document. The Print dialog box will open. See herel=s] for further
details.

e Click Internet Search by to enter the selected text into an internet search engine and
search the web for the selected text. Google is the search engine selected in (figure 1).
Hover the pointer over the Internet Search by option to select a search engine to use.

e Click Find to locate specific text within the active document. See here[=) for further
details.

e Click Search to search documents open in PDF-XChange Editor or folders on the local
computer. See herelz) for further details.

e Click Select All to select all selectable elements within the active document.

e Click Read Out Loud Selected Text to activate the Read Out Loud Feature[ss] for the text
selected in the active document.

e Click Stop Reading to halt the Read Out Loud Feature during operation.

e Click Use Selected Text Style in Bookmark Generation to launch the Bookmark
Generation Properties dialog box. This makes it possible to create a bookmark using the
content and style of selected text. See here[s] for further details.
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Rotate View Toolbar

PDF

.
A

Rotate View Toolbar

The Rotate View Toolbar contains options for rotating the active document. Please note that these
changes are not permanent and they are intended for editing purposes. (The settings in the
Thumbnails[«s] pane can be used to rotate pages permanently). There are two options available for
rotating the active document in the Rotate View Toolbar:

2
Q? Rotate Counterclockwise rotates the active document counterclockwise. Documents will be
rotated ninety degrees each time the icon is clicked.

<‘J Rotate Clockwise rotates the active document clockwise. Documents will be rotated ninety
degrees each time the icon is clicked.
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Zoom Toolbar

Zoom Toolbar

The Zoom Toolbar contains zooming options for the active document:

i

| The Actual Size button sets the active document to its actual size within the viewing pane.
(This may result in the page exceeding the limits of viewable space. If this happens then the scroll
_bars can be used to view the entire document).

-

-"| The Fit Page button sets the borders of the active document to match those of the view
pane.

4

* "l The Fit Width button fits the active document to match the width only of the view pane.
|100% ) The Zoom Dropbox can be used to select standard zoom settings. These are
available on the menu indicated. Alternatively, enter a custom figure in the number box.

% The Zoom Tool increases the zoom percentage of the active document. When it is selected
the pointer is replaced with a magnifying glass icon. Click to zoom to the location at which the
icon is located in the active document.

*) The Zoom In button increases the zoom percentage of the active document. It focuses
automatically on the center point of the document.

=) The Zoom Out button increases the zoom percentage of the active document. It focuses
automatically on the center point of the document.
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Content Editing Toolbar

Content Editing Toolbar

The Content Editing Toolbar contains options for editing content in the active document:

e
“® The Edit Content tool is used to edit exiting content. When it is selected, the active
document is divided into editable sections based on the images and text it contains. These
sections can then be resized and relocated.

|Ir:*' The Add Text tool is used to add text to existing content. When it is selected the pointer is
replaced with a cross icon. Click and drag the icon to create the space into which the new text is
to be entered. When the mouse button is released it becomes possible to enter text into the
designated space. When this tool is being used, customizable options are available in the
Properties Toolbar. See here[sst] for an explanation of these options.

Further details about editing page content are available here.[«7]
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Form Toolbar

Form Toolbar

The Form Toolbar contains options for editing and adding forms to the active document:

7 When the Edit Forms button is selected, the following options are enabled in the Properties
Toolbar:

[Tf The Select Fields option is used to select fields. Click an object to select it.

The Text Field option is used to add new text fields to the active document. See
here[= for further information.

The Check Box option is used to add new check boxes to the active document. See
here[= for further information.

@ The Radio Button option is used to add new radio buttons to the active document.
See here[= for further information.

(=5 The List Box option is used to add a new list of choices to the active document. See
herel=s! for further information.

EB The Dropdown option is used to add menus to the active document. See here[s] for
further information.

The Button option is used to add action buttons to the active document. See here[s]
for further information.

C The Digital Signature option is used to add digital signatures to the active document.
See herel+ for further information.

The Barcode option is used to add barcode fields to the active document in order to
encode the data of the form. See here[=3)for further information.

W The Keep Mode option is used to retain the selected tool mode.
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Text Field Variables
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Text Field Variables

Text fields feature many adjustable variables. They can be accessed via the Properties Pane[«s] when
fields are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the text field will not be editable.

Locked Yes | No
If set to Yes then the text field cannot be moved and its properties cannot be
modified.
Field name Sets the text field name.
Tooltip Information entered here will appear when the pointer is hovered over the text field.
Mapping name Information entered here will be used as the mapping name for the text field.
Orientation Sets the orientation of the text field.
Visibility Sets the visibility of the text field. The following options are available:
e Visible
¢ Hidden

¢ Visible but does not print
¢ Hidden but printable
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Required Yes | No
If set to Yes then the text field is designated as a required |71 field.

Exportable VeS| .
If set to Yes then the text field data can be exported from the form.

Style
Fill Color Sets the fill color for the text field.
Stroke Color Sets the color for the border of the text field.
Border Style Sets the border style for the text field.
Border Width Sets the border width.

Position
Left Sets the position of the text field in relation to the center of the document.
Top Sets the position of the text field in relation to the top of the document.
Width Sets the width of the text field.
Height Sets the height of the text field.
Default Text Format

Font

Sets the font of text field text.
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File Select

Password

Check Spelling

Multi Line

Scroll

Allow Rich Text

Comb
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Sets the size of text field text.

Sets the color of text field text.

Options

Sets the text alignment within the text field.

Sets the default value of the text field. If the form is reset[ss) then it will revert to the
value specified.

Yes | No
If set to Yes then the text field text represents the path name of a file. The file contents
are submitted as the value of the text field.

Yes | No
If set to Yes then the text field becomes a password field and cannot be copied.

Yes | No
If set to Yes then words entered in the text field will be spell-checked.

Yes | No
If set to Yes then multiple lines of text will be permitted.

Yes | No
If set to Yes then a scroll bar will be inserted when there is not enough space for the
content.

Yes | No
If set to Yes then the text field will allow Rich text.

Yes | No
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If set to Yes then line separators are inserted between characters in the text field. The
Character Limit variable determines the number of comb lines.

Character Limit Sets a character limit for the text field.

Actions
Mouse Down Initiates an action when the left mouse button is pressed.
Mouse Up Initiates an action when the left mouse button is clicked.
Mouse Enter Initiates an action when the pointer is hovered over the text field.
Mouse Leave Initiates an action when the pointer moves beyond the text field.
On Focus Initiates an action when keyboard focus is on the text field.
On Blur Initiates an action when keyboard focus leaves the text field.
Please note Click the ellipsis icon (three dots) on the right to determine actions (3 in all options.

Format Value

Category Sets the category for which the options outlined below are determined.
None No format is specified.
Number Sets the text field input to numbers.

Decimal places specifies permitted decimal places.
Separator Style specifies the separators used for numbers.
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Currency Symbol specifies a currency symbol.

Symbol Location specifies the location of the currency symbol in relation to the
number.

Add Space inserts a space between the currency symbol and the number.
Negative Number Style specifies how negative numbers are designated.

Percentage Sets the text field input to percentages.

Decimal places specifies permitted decimal places.
Separator Style specifies the separators used for numbers.

Date Sets the text field input to date formats.
Date Format specifies the date format.

Time Sets the text field input to time formats.
Time Format specifies the time format.

Special Sets the text field input to the special format specified.
Special Format specifies the special format.

Custom Action Adds custom JavaScript actions to the field.

Format Action displays custom scripts added for formats.
Keystroke Action displays custom scripts added to validate keystrokes.

Click the ellipsis icon (three dots) on the right to determine scriptls?in both options.

Value Validation
Validation Sets the validation type as outlined below.
None No value validation.

Value in range o _
Sets a range for the value within the text field.
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From specifies the minimum value.
To specifies the maximum value.

Adds custom JavaScript actions to the text field. Click the ellipsis icon (three dots) on

Custom Action . : .
the right to determine scripts.[s

Value Calculation

Calculation Sets the calculation type as outlined below.
None No calculation.
Sum (+) Calculates the sum of the selected fields. Click the ellipsis icon (three dots) on the right

to select fields.

Product (*) Calculates the product of the selected fields. Click the ellipsis icon (three dots) on the
right to select fields.

Average Calculates the average of the selected fields. Click the ellipsis icon (three dots) on the
right to select fields.

Minimum Determines the minimum value of the selected fields. Click the ellipsis icon (three dots)
on the right to select fields.

Maximum Determines the maximum value of the selected fields. Click the ellipsis icon (three dots)
on the right to select fields.

Simplified Determines a calculation to be carried out on fields.
Notation
Use the Simple Notation box to determine the calculation. Use the field names and
standard mathematical notation.

Custom Adds a custom JavaScript action to perform the calculation. Click the ellipsis icon (three
Action dots) on the right to determine scripts.[s1
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Check Box Variables

Check Box Variables

Check boxes feature many adjustable variables. They can be accessed via the Properties Pane[«:] when
check boxes are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the check box will not be editable.

Locked Yes | No
If set to Yes then the check box cannot be moved and its properties cannot be
modified.
Field name Sets the check box name.
Tooltip Information entered here will appear when the pointer is hovered over the check box.
Mapping name Information entered here will be used as the mapping name for the check box.
Orientation Sets the orientation of the check box.
Visibility Sets the visibility of the check box. The following options are available:
e Visible
¢ Hidden

¢ Visible but does not print
¢ Hidden but printable
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Required Yes | No
If set to Yes then the check box is designated as a required field[4s7

Exportable e |
If set to Yes then the check box data can be exported from the form.

Style
Fill Color Sets the fill color for the check box.
Stroke Color Sets the color for the border of the check box.
Border Style Sets the border style for the check box.
Border Width Sets the border width.

Position
Left Sets the position of the check box in relation to the center of the document.
Top Sets the position of the check box in relation to the top of the document.
Width Sets the width of the check box.
Height Sets the height of the check box.
Default Text Format

Font Sets the font of check box text.
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Font Size Sets the size of check box text.
Text Color Sets the color of check box text.
Options

Check Box Style Sets the style of the check box.

Export Value Sets a custom value when the check box is exported. Enter the desired value in the text
box.
Checked By Yes | No
Default If set to Yes then the check box is selected by default.
Actions
Mouse Down Initiates an action when the left mouse button is pressed.
Mouse Up Initiates an action when the left mouse button is clicked.
Mouse Enter Initiates an action when the pointer is hovered over the check box.
Mouse Leave Initiates an action when the pointer moves beyond the check box.
On Focus Initiates an action when keyboard focus is on the check box.
On Blur Initiates an action when keyboard focus leaves the check box.
Please note Click the ellipsis icon (three dots) on the right to determine actions[3) in all options.
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Radio Button Variables

Radio Button Variables

Radio buttons feature many adjustable variables. They can be accessed via the Properties Pane]«:]
when radio buttons are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the radio button will not be editable.

Locked Yes | No
If set to Yes then the radio button cannot be moved and its properties cannot be
modified.

Sets the radio button name. Radio buttons in the same group must have the same

Field name
name.
. Information entered here will appear when the pointer is hovered over the radio
Tooltip
button.
Mapping name Information entered here will be used as the mapping name for the radio button.
Orientation Sets the orientation of the radio button.
Visibility Sets the visibility of the radio button. The following options are available:
¢ Visible
¢ Hidden

Visible but does not print
Hidden but printable
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Required Yes | No
If set to Yes then the radio button is designated as a required field[+7)

Exportable MOIILL .
If set to Yes then the radio button data can be exported from the form.
Style
Fill Color Sets the fill color for the radio button.
Stroke Color Sets the color for the border of the radio button.
Border Style Sets the border style for the radio button.
Border Width Sets the border width.
Position
Left Sets the position of the radio button in relation to the center of the document.
Top Sets the position of the radio button in relation to the top of the document.
Width Sets the width of the the radio button.
Height Sets the height of the the radio button.

Default Text Format
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Text Color

Radio Button
Style

Export Value

Checked By
Default

Mouse Down

Mouse Up

Mouse Enter

Mouse Leave

On Focus

On Blur
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Sets the size of the radio button.

Sets the color of the radio button.

Options

Sets the style of the radio button.

Sets a custom value when the radio button is exported. Enter the desired value in the
text box.

Yes | No
If set to Yes then the radio button is selected by default.

Actions

Initiates an action when the left mouse button is pressed.

Initiates an action when the left mouse button is clicked.

Initiates an action when the pointer is hovered over the radio button.

Initiates an action when the pointer moves beyond the radio button.

Initiates an action when keyboard focus is on the radio button.

Initiates an action when keyboard focus leaves the radio button.
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Please note Click the ellipsis icon (three dots) on the right to determine actions/s=lin all
options.
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List Box Variables

PDF

.
A

List Box Variables

List boxes feature many adjustable variables. They can be accessed via the Properties Panel«s]when
list boxes are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the list box will not be editable.

Locked Yes | No
If set to Yes then the list box cannot be moved and its properties cannot be modified.

Field name Sets the list box name.
Tooltip Information entered here will appear when the pointer is hovered over the list box.
Mapping name Information entered here will be used as the mapping name for the list box.
Orientation Sets the orientation of the list box.
Visibility Sets the visibility of the list box. The following options are available:

¢ Visible

¢ Hidden

¢ Visible but does not print
¢ Hidden but printable

Required Yes | No
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If set to Yes then the list box is designated as a required field[+7

Exportable MOIILL .
If set to Yes then the list box data can be exported from the form.
Style

Fill Color Sets the fill color for the list box.
Stroke Color Sets the color for the border of the list box.
Border Style Sets the border style for the list box.
Border Width Sets the border width.

Position
Left Sets the position of the list box in relation to the center of the document.
Top Sets the position of the list box in relation to the top of the document.
Width Sets the width of the the list box.
Height Sets the height of the the list box.

Default Text Format

Font Sets the font of list box text.
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Font Size Sets the size of list box text.
Text Color Sets the color of list box text.
Options
List box items Click this field to determine the contents of the list box. Please note that export values

are always the same as display values.

Sort Items Yes | No
If set to yes then listed items will be sorted automatically.

Multiple Yes | No

Selections If set to yes then it is possible to select more than one list item.

Immediately Yes | No

Commit If set to Yes then fields that depend on the selection will change immediately when it is

selected. If set to No then dependent fields will populate only when the focus moves
outside the list box.

Actions
Mouse Down Initiates an action when the left mouse button is pressed.
Mouse Up Initiates an action when the left mouse button is clicked.
Mouse Enter Initiates an action when the pointer is hovered over the list box.
Mouse Leave Initiates an action when the pointer moves beyond the list box.

On Focus Initiates an action when keyboard focus is on the list box.
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On Blur Initiates an action when keyboard focus leaves the list box.

Please note Click the ellipsis icon (three dots) on the right to determine actions|s:21in all options.

Selection Change

Action Click the ellipsis icon (three dots) on the right to determine an action[s12) that initiates
when the selection is changed.
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Dropdown Variables
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Dropdown Variables

Dropdowns feature many adjustable variables. They can be accessed via the Properties Panel«s] when
dropdowns are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the dropdown will not be editable.

Locked Yes | No
If set to Yes then the dropdown cannot be moved and its properties cannot be
modified.
Field name Sets the dropdown name.
Tooltip Information entered here will appear when the pointer is hovered over the dropdown.
Mapping name Information entered here will be used as the mapping name for the dropdown.
Orientation Sets the orientation of the dropdown.
Visibility Sets the visibility of the dropdown. The following options are available:
e Visible
¢ Hidden

¢ Visible but does not print
¢ Hidden but printable
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Required Yes | No
If set to Yes then the dropdown is designated as a required field[+s7).

Exportable e |
If set to Yes then the dropdown data can be exported from the form.
Style

Fill Color Sets the fill color for the dropdown.
Stroke Color Sets the color for the border of the dropdown.
Border Style Sets the border style for the dropdown.
Border Width Sets the border width.

Position
Left Sets the position of the dropdown in relation to the center of the document.
Top Sets the position of the dropdown in relation to the top of the document.
Width Sets the width of the the dropdown.
Height Sets the height of the the dropdown.

Default Text Format

Font Sets the font of dropdown text.
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Font Size Sets the size of dropdown text.
Text Color Sets the color of dropdown text.
Options
Combo Box Click this field to determine the contents of the dropdown. Please note that export
Items values are always the same as display values.
Sort Items Yes | No

If set to Yes then listed items will be sorted automatically.

Allow Edit Yes | No
If set to Yes then it is possible for users to edit the dropdown selections.

Check Spelling Yes | No
If set to Yes then words entered in the dropdown will be spell-checked.

Immediately Yes | No

Commit If set to Yes then fields that depend on the selection will change immediately when it is
selected. If set to No then dependent fields will populate only when the focus moves
outside the dropdown.

Actions
Mouse Down Initiates an action when the left mouse button is pressed.
Mouse Up Initiates an action when the left mouse button is clicked.
Mouse Enter Initiates an action when the pointer is hovered over the dropdown.
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Mouse Leave Initiates an action when the pointer moves beyond the dropdown.

On Focus Initiates an action when keyboard focus is on the dropdown.

On Blur Initiates an action when keyboard focus leaves the dropdown.

Please note Click the ellipsis icon (three dots) on the right to determine actions|=21 in all options.

Format Value

Category Sets the category for which the options outlined below are determined.
None No format is specified.
Number Sets the dropdown input to numbers.

Decimal places specifies permitted decimal places.

Separator Style specifies the separators used for numbers.

Currency Symbol specifies a currency symbol.

Symbol Location specifies the location of the currency symbol in relation to the
number.

Add Space inserts a space between the currency symbol and the number.
Negative Number Style specifies how negative numbers are displayed.

Percentage Sets the dropdown input to percentages.

Decimal places specifies permitted decimal places.
Separator Style specifies the separators used for numbers.

Date Sets the dropdown input to date formats.
Date Format specifies the date format.

Time Sets the dropdown input to time formats.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Time Format specifies the time format.

Special Sets the dropdown input to the special format specified.
Special Format specifies the special format.

Custom Action Adds custom JavaScript actions to the dropdown.

Format Action displays custom scripts added for formats.
Keystroke Action displays custom scripts added to validate keystrokes.

Click the ellipsis icon (three dots) on the right to determine script[s71in both options.

Value Validation

Value in range Sets a range for the value within the dropdown.
From specifies the minimum value.
To specifies the maximum value.

Adds custom JavaScript actions to the dropdown. Click the ellipsis icon (three dots) on

Custom Action . . .
the right to determine scripts.[sM

Value Calculation

Calculation Sets the calculation type as outlined below.
None No calculation.
Sum (+) Calculates the sum of the selected fields. Click the ellipsis icon (three dots) on the right

to select fields.

Product (*) Calculates the product of the selected fields. Click the ellipsis icon (three dots) on the
right to select fields.
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Average Calculates the average of the selected fields. Click the ellipsis icon (three dots) on the
right to select fields.

Minimum Determines the minimum value of the selected fields. Click the ellipsis icon (three dots)
on the right to select fields.

Maximum Determines the maximum value of the selected fields. Click the ellipsis icon (three dots)
on the right to select fields.

Simplified Determines a calculation to be carried out on fields.
Notation
Use the Simple Notation box to determine the calculation. Use the field names and
standard mathematical notation.

Custom Action Adds a custom JavaScript action to perform the calculation. Click the ellipsis icon (three
dots) on the right to determine scripts.[7
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Button Variables
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Button Variables

Buttons feature many adjustable variables. They can be accessed via the Properties Pane[«:] when
buttons are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the button will not be editable.

Locked Yes | No
If set to Yes then the button cannot be moved and its properties cannot be modified.

Field name Sets the button name.
Tooltip Information entered here will appear when the pointer is hovered over the button.
Mapping name Information entered here will be used as the mapping name for the button.
Orientation Sets the orientation of the button.
Visibility Sets the visibility of the button. The following options are available:

¢ Visible

¢ Hidden

¢ Visible but does not print
¢ Hidden but printable

Required Yes | No

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

If set to Yes then the button is designated as a required field |«

Exportable e 1N
If set to Yes then the button data can be exported from the form.
Style
Fill Color Sets the fill color for the button.
Stroke Color Sets the color for the border of the button.
Border Style Sets the border style for the button.
Border Width Sets the border width.
Position

Left Sets the position of the button in relation to the center of the document.
Top Sets the position of the button in relation to the top of the document.
Width Sets the width of the the button.
Height Sets the height of the the button.

Default Text Format
Font Size Sets the size of the button text.
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Checked By
Default

Mouse Down

Mouse Up

Mouse Enter

Mouse Leave

On Focus

On Blur

Please note
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Sets the color of the button text.

Options

Sets the layout style of the button.

Sets the behavior of the button when it is clicked.

Yes | No
If set to Yes then buttons are selected by default.

Actions

Initiates an action when the left mouse button is pressed.

Initiates an action when the left mouse button is clicked.

Initiates an action when the pointer is hovered over the button.

Initiates an action when the pointer moves beyond the button.

Initiates an action when keyboard focus is on the button.

Initiates an action when keyboard focus leaves the button.

Click the ellipsis icon (three dots) on the right to determine actions[s2) in all options.
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Digital Signature Variables

Digital Signature Variables

Digital signatures feature many adjustable variables. They can be accessed via the Properties Pane[+«:]
when digital signatures are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the digital signature will not be editable.

Locked Yes | No
If set to Yes then the digital signature cannot be moved and its properties cannot be
modified.

Field name Sets the digital signature name.

Tooltip Information entered here will appear when the pointer is hovered over the digital

signature.

Mapping name Information entered here will be used as the mapping name for the digital signature.

Orientation Sets the orientation of the digital signature.

Visibility Sets the visibility of the digital signature. The following options are available:
e Visible
e Hidden

¢ Visible but does not print
¢ Hidden but printable
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Required Yes | No
If set to Yes then the digital signature is designated as a required field|[«s7\.

Exportable e e L
If set to Yes then the digital signature data can be exported from the form.
Style
Fill Color Sets the fill color for the digital signature.
Stroke Color Sets the color for the border of the digital signature.
Border Style Sets the border style for the digital signature.
Border Width Sets the border width.
Position

Left Sets the position of the digital signature in relation to the center of the document.
Top Sets the position of the digital signature in relation to the top of the document.
Width Sets the width of the the digital signature.
Height Sets the height of the the digital signature.

Default Text Format
Font Size Sets the size of the digital signature text.
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Text Color Sets the color of the digital signature text.
Actions
Mouse Down Initiates an action when the left mouse button is pressed.
Mouse Up Initiates an action when the left mouse button is clicked.
Mouse Enter Initiates an action when the pointer is hovered over the digital signature.
Mouse Leave Initiates an action when the pointer moves beyond the digital signature.
On Focus Initiates an action when keyboard focus is on the digital signature.
On Blur Initiates an action when keyboard focus leaves the digital signature.
Please note Click the ellipsis icon (three dots) on the right to determine actions[s?]in all options.
Signed
When Signed Determines the behavior of the form when the signature field is signed:

« Do Nothing retains the existing behavior of the form.

» Mark as Read-Only sets the field(s) determined in the Fields Range option,
which becomes visible when this option is selected, as read-only elements. This means
that they cannot be edited.

» Custom Action adds custom JavaScript actions to the digital signature:

» Format Action displays custom scripts added for formats.

« Keystroke Action displays custom scripts added to validate keystrokes.

Click the ellipsis icon (three dots) on the right to determine script[s”1in all options.
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Barcode Variables

Barcode Variables

Barcodes feature many adjustable variables. They can be accessed via the Properties Pane[«sl when
barcodes are selected. The following options are available:

General

Read Only Yes | No
If set to Yes then the barcode will not be editable.

Locked Yes | No
If set to Yes then the barcode cannot be moved and its properties cannot be modified.

Field name Sets the barcode name.
Tooltip Information entered here will appear when the pointer is hovered over the barcode.
Mapping name Information entered here will be used as the mapping name for the barcode.
Orientation Sets the orientation of the barcode.
Visibility Sets the visibility of the barcode. The following options are available:

¢ Visible

¢ Hidden

¢ Visible but does not print
¢ Hidden but printable

Required Yes | No
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If set to Yes then the barcode is designated as a required field[471

Exportable e 1N
If set to Yes then the barcode data can be exported from the form.
Style
Fill Color Sets the fill color for the barcode.
Stroke Color Sets the color for the border of the barcode.
Border Style Sets the border style for the barcode.
Border Width Sets the border width.
Position
Left Sets the position of the barcode in relation to the center of the document.
Top Sets the position of the barcode in relation to the top of the document.
Width Sets the width of the the barcode.
Height Sets the height of the the barcode.
Options
Symbology Sets the symbology of the barcode:

« PDF417 is a stacked linear barcode.
* QR Code is a square barcode that compatible devices can read.
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 Data Matrix is similar to QR Code. Data Matrices hold less information but
they are more secure.

Compress Data Yes | No
If set to Yes then scanned data will be compressed into a .zip archive. This is not
recommended for mobile scanners as they are usually incompatible with with .zip files.

ECC Level The ECC (Error Correction Capability) Level compensates for damage to barcodes. A
higher ECC level results in a higher degree of data retention in the event of damage
but also requires more space.

X Dimension Sets the barcode size.
Y/X Ratio Sets the ratio of the barcode axes in PDF417 symbology.
Actions
Mouse Down Initiates an action when the left mouse button is pressed.
Mouse Up Initiates an action when the left mouse button is clicked.
Mouse Enter Initiates an action when the pointer is hovered over the barcode.
Mouse Leave Initiates an action when the pointer moves beyond the barcode.
On Focus Initiates an action when keyboard focus is on the barcode.
On Blur Initiates an action when keyboard focus leaves the barcode.
Please note Click the ellipsis icon (three dots) on the right to determine actions|s21in all options.
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Value Calculation

Calculation Sets the calculation type as outlined below.

Encode Using Fields | Click the ellipsis icon (three dots) on the right to add fields to the barcode.
Tab Delimited Include Field Name | If set to Yes then field names are included in scanned data.
Format Reference | Data entered at this point is used in a 'reference capacity' - for example a

note of the file from which the information in the barcode came.

Encode Using Fields | Click the ellipsis icon (three dots) on the right to add fields to the barcode.
XML Format Reference | Data entered at this point is used in a 'reference capacity' - for example a
note of the file from which the information in the barcode came.

Custom Script Calculation Script | Run a Javascript Click the ellipsis icon (three dots) on the right to
determine script[s17] to add to the barcode.
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Commenting Toolbar

Commenting Toolbar

The Commenting Toolbar contains options for editing and adding comments to the active document:

pointer can then be used to select a group of comments. Selected areas can be dragged
and relocated. Use the yellow handles to resize the group of comments. Use the green
handles to rotate the group of comments. Double-click the text area to edit individual
comments.

T

8255 The Typewriter tool is used to add comments to active documents. The text from this tool is
not constricted by bounding boxes. Use the pointer to determine a box inside which the
typewriter text features, then enter the desired text. When this tool is active, the Typewriter
Tool Properties pane opens. This pane can be used to determine the parameters of text

created with the typewriter tool.

The Text Box tool is used to place text boxes within the active document.

T
The Callout tool is used to place a callout annotation.

T The Highlight Text tool is used to add highlight annotations to existing text.
:F The Strikeout tool is used to strike out existing text.

—==The Underline tool is used to underline existing text.

@ The Sticky Note tool is used to apply a sticky note annotation to the active document.

g The Attach File tool is used to embed and create a link to items within the active

document.

)
* )) The Sound tool is used to add sounds to the active document.
/ The Line tool is used to place a line annotation within the active document.

/ The Arrow tool is used to place an arrow annotation within the active document.
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O The Oval tool is used to place an oval annotation within the active document.

The Rectangle tool is used to place a rectangle annotation within the active document.
9 The Polyline tool is used to place a polyline annotation within the active document.
Q The Polygon tool is used to place a polygon annotation within the active document.

The Cloud tool is used to create a closed cloud within the active document. Click to add
new segments. Double-click or return to the starting point to complete the cloud.

é] The Stamp tool is used to place stamps within the active document. Use the Stamps
Palette[«s] to select/edit stamps.

V.
’{ The Pencil tool is used to draw in pencil on the active document.

4 The Eraser tool is used to remove pencil markings.

When these tool are being used, customizable options are available in the Properties Toolbar. See
here[s1 for an explanation of these options.
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Measurement Toolbar

Measurement Toolbar

The Measurement Toolbar contains options for measuring specific elements of the active document:

a

Measurement

-

Click the icon to enable the following options:

’/The Distance tool is used to measure the distance between two points of the active
document. Click the icon to launch the tool. When it is selected the pointer is replaced with a
crosshairs icon. Click a location within the active document to designate a starting point from
which to measure. A red arrow will appear and the Distance Info information box will display in
the lower right corner of the active window. Drag the crosshairs to the location within the active
document to which the measurement is to be made. The distance from the first point will be
displayed as the icon is moved. Further details are available in the information box. Click to
determine the distance that is measured. The leader line is then established. Click again to set the
leader line as the final distance to be measured. Alternatively, move the leader line either up or
down to relocate it at a parallel position within the document. When a final line is established
further options are enabled. Right click on the line to open the following menu:
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Open Pop-Up Mote
Hide Pop-Up Mote

Reset Pop-Up Mote Location

\dﬁ Cut CTRL+X
] copy CTRL+C
[ paste CTRL+V
[ @ Delete DELETE
& Flatten
“5) Add Reply
Status »
Order r
Flip Line

,g“ Set Scale r

Export Measurements To C5V File...

Restore Caption Placement

Make Current Properties Default

-{%‘ Apply Default Properties

¥ Properties...

Figure 1. Distance Options

e Click Open Pop-Up Note to add a pop-up note to the active document. It will appear as
follows:

Figure 2. Pop-up Note
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e The current user name, date of pop-up creation and length of the line to which the pop-up
relates are added to the pop-up note automatically.

e Click Hide Pop-Up Note to hide the pop-up note.

e Click Reset Pop-Up Note Location to relocate the pop-up note. Click and hold on the leader
line, then drag it to the desired location.

e Click Cut, Copy, Paste or Delete to perform these actions on the leader line.

e Click Flatten to flatten the leader line and therefore disable further editing of the pop-up-note
it includes.

e Click Add Reply to add a custom reply to the pop-up note.

e Click Status to define the status of the leader line.

e Click Order to determine the order of leader lines when they overlap.

e Click Flip Line to rotate the leader line through one hundred and eighty degrees.

e Click Set Scale to determine the scale used for the leader line. Select a predefined scale from
the list. Predefined scales can be cloned and then customized using the Manage Measures
menu. Alternatively, use the Calibrate Measurement option to define a new scale.

e Click Export Measurements To CSV File to export the data of the active document's
measurements comments to a .CSV (Excel) file.

¢ Click Restore Caption Placement to restore the placement of a caption to a previous location.

e Click Edit Label to edit the contents of the pop-up. Custom text can then be entered. It will
display in both the pop-up and the active document.

e Click Delete Label to delete the label.

e Click Make Current Properties Default, after properties have been changed, to save existing
properties as the default setting.

e Click Apply Default Properties to revert the properties of the Distance tool to the default
setting.

e Click Properties to open the Dimension Line Properties dialog box and view specifics of the
selected line.

-h\? The Perimeter tool is used to measure the distance between multiple points. Click the icon
to launch the tool. When it is selected the pointer will be replaced with a crosshairs icon. Click at
a location within the active document to designate a starting point from which to measure. A red
line will appear and the Perimeter Info information box will display in the lower right corner of
the active window. Drag the crosshairs to the location within the active document to which the
first measurement is to be made. Click again to define the first line of the perimeter. Repeat the
process until the perimeter is complete and then double-click to define the final point. When a
final point is established further options are enabled. Right click on the perimeter line to open
the menu detailed above with the Distance tool. There is an additional option to Control Points.
This feature can be used to delete selected points or add new points.

-
@ The Area tool is used to measure the area within line segments. Click the icon to launch the
tool. When it is selected the pointer will be replaced with a crosshairs icon. Click at a location
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within the active document to designate a starting point from which to measure. A red line will
appear and the Area Info information box will display in the lower right corner of the active
window. Drag the crosshairs to the location within the active document to which the first
measurement is to be made. Click again to define the first line of the area. Repeat the process
until the area is complete and then double-click to define the final point. When a final point is
established further options are enabled. Right click on the area line to open the menu detailed
above with the Distance tool. There is an additional option to Control Points. This feature can
be used to delete selected points or add new points. The Order option is disabled.

When the Measurements tools are being used, customizable options are available in the Properties
Toolbar. See here[s1 for an explanation of these options.
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Document Options Toolbar

Document Options Toolbar

The Document Options Toolbar is located in the lower left corner of the main window and appears as
follows:

gan . . W: 1lmm K14 .0mm
M Qotope o H: 1lmm * Y -35.5mm

Figure 1. Document Options Toolbar

e Click the Options icon to access the options detailed in (figure 2) below.

e There are two sets of dimensions displayed on the right of the toolbar. This is the Page
Measurement Info. The dimensions of the document over which the pointer is located are
shown on the left. The coordinates of the pointer in relation to the document are shown on the
right.
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Qﬂ e CTRL+E

) Thumbnails CTRL+T

' | Signatures

e Layers CTRL+L
AL Comments CTRL+M
| Attachments CTRL+SHIFT+A

= Fields CTRL+I

ABC
o Spell Check

2 Properties Pane CTRL+'

| Show Rulers CTRL+R

Show Grid CTRL+#

v |xy: Show Page Measurement Info

ap Find... CTRL+F

ifh=| Document Properties... CTRL+D

Figure 2. Document Options Menu

e Click Bookmarks to open the Bookmarks pane, which is explained here.[#7]

e Click Thumbnails to open the Tumbnails pane, which is explained herel«o][0)

e Click Destinations to open the Destinations pane, which is explained here.[«:]

« Click Content to open the Content pane, which is explained here.[«s]

e Click Signatures to open the Signatures pane, which is explained here.[+:]

e Click Layers to open the Layers pane, which is explained here.[4s]

e Click Comments to open the Comments pane, which is explained here.[«s]

e Click Attachments to open the Attachments pane, which is explained here,[«]

e Click Fields to open the Fields pane, which is explained here.[«s]

e Click Spell Check to check the spelling of the active document. Further details are available
here.[«)

« Click Properties to open the Properties pane, which is explained here,[«s]

e Click Show Rulers to view/hide the document rulers. Further details are available here.[+s]

e Click Show Grid to insert a grid over the active document. This feature is intended for use with
the Snapping Tool.[+¢]

e Click Show Page Measurement Into to determine whether or not the Page Measurement
Info is displayed. (The Page Measurement Info is explained above at the Document Options
entry above).
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e Click Find to launch the find text function for the active document. This is explained here.[2s]
¢ Click Document Properties to launch the Document Properties dialog box, which is explained
here.[ 23]
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Document Navigation Toolbar

Document Navigation Toolbar

The Document Navigation Toolbar is located in the center of the lower section of the main window
and appears as follows:

Lol MO &) @

Figure 1. Document Navigation Toolbar

e Click the white arrow icons to move to the first page, previous page, next page or last page of

the active document.
e Click the green arrow icons to move between the most recent views of documents.

e The number box at the center of the Document Navigation toolbar shows the current page
and the total number of pages in the active document.
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Page Layout Toolbar

Page Layout Toolbar

The Page Layout Toolbar is located in the lower right corner of the main window and appears as
follows:

] LI
JNEP0EE
Figure 1. Page Layout Toolbar

e The Page Layout options determine how pages of active documents are displayed in the main
window. The layouts correspond to those displayed in the icons of the toolbar. Further options
relating to the page display are available here.[z0)
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Launch Application Toolbar

PDF

.

A

Launch Application Toolbar

The Launch Application Toolbar is located on the right of the Page Layout Toolbar. It appears as
follows:

5 Launch: E -
Figure 1. Launch Application Toolbar

e This toolbar provides a convenient way to open active documents using third party
applications. Instructions on how to add applications to this toolbar are available here.[=]
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Properties Toolbar

PDF

.
A

Properties Toolbar

The Properties Toolbar is located beneath the Shortcut Toolbar. This toolbar becomes active when a
modifiable object in a PDF is selected. The options in the Properties Toolbar depend on the type of
object selected. They determine the size, color and further specifics depending on the active
tool/feature. All available options are detailed below:

e Align and Justify restructures the layout of bodies of text. Align determines the location of
text and Justify straightens the margins.

¢ Auto Adjust Arm Position is available when using the Callout tool. When enabled it connects
automatically the base of the callout arrow to the nearest point of the object in relation to the
arrow. When disabled the base of the callout arrow remains in its original location.

o Apply Default Text Format applies the current default text style to selected text.

¢ Blend Mode determines the method through which the object's shape blends with underlying
content.

¢ Bold, Italic and Underline transform text as their titles indicate.

¢ Border Style determines the style of the border when text boxes are created.

e Border Width determines the width of borders.

¢ Clear Text Formatting removes all current text formatting.

e Diameter determines the diameter of the eraser when using the Eraser tool.

¢ Exclusive Mode determines that the active tool ignores existing comments/annotations on the
current document. This means that new elements can be placed in the active document without
activating existing elements when they overlap. It also permits access to objects or base
content beneath existing annotations.

e Fill Color determines the text color

e Font determines the text font.

¢ Font Size determines the font size.

e Grow Font and Shrink Font provide convenient ways to increase/decrease the font size
incrementally.

e Icon determines the icon of the selected object.

o Keep Selected determines whether or not the current tool remains selected after it is used.

e Line Starting/Ending Style determines the shape and style of line endings.

e Make Current Text Format as Default updates the default text setting to the current settings.

Opacity determines the transparency of the object currently selected.
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e Properties opens the Page Content Properties dialog box, where specifics about the active
document can be viewed.

¢ Stroke Color determines the color of the border of the selected object.

e Scale determines the scale ratio when using the Measurement tools.

e Subscript and Superscript change the location and size of text as per the layouts used for
mathematical formulae and chemical compounds.
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Customize Toolbars

PDF

.
A

Customize Toolbars

Click Customize Toolbars to launch the following dialog box:

Customize Toaolbars @

Toolbars Commands Options ‘ F

P N B E— —— ——— e ] R

Toolbars:
e Main Toolbars El
[¥] Commenting .
[¥/] Content Editing
(] File .
(¥ Form :I
[+ Measurement f
(¥ Menu "
(V] Properties
[¥/] Rotate View
(/] standard
(¥ Zoom

|
I
# Document Toolbars |
|E Document Options i
il

|E Launch Application I
[|
|
|
|

[¥/] Page Layout
Vi,

BT O B |

] Resvjet All l ‘ Close l

Figure 1. Customize Toolbars Dialog Box. Toolbars Tab Selected
All available toolbars are displayed in the Toolbars tab.

e Clear the check boxes to disable the associated toolbars and remove them from the main
window of the application.
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e Click Delete to delete toolbars.

e Click New to create a new toolbar. The New Toolbar dialog box will open. Enter a title for the
new toolbar. Commands can then be added to the toolbar. (See below for further information
about commands).

¢ Click Rename to rename custom toolbars.

e When changes have been made to the content or layout of toolbars, click Reset to restore the
original version. Click Reset All to reset all modified toolbars.

e Click Close to close the dialog box.

All available commands are displayed in the Commands tab:

Customize Toolbars @

| B Commands ol R
] : @ To add a command on a toclbar or menu drag the command from the Commands list and drop it on the
| desired target. |
| |
: Categories: Commands: '
<Al Commands: ;l[ L":},] '
!: File F'L"'F/r About... g :
{ Edit il Show version and license information about the application. 5
i ":‘ Active Document to New Horizontal Tab Group
=
= =  Add new tab group under the current one and place the active dog
Document — . .
_ p Active Document to New Vertical Tab Group
1 Comments = Add new tab group on the right of the current one and place the a
{l | Form | Actual Size cTRL+1| | |f]
||| [Tools — | L) Setzoom level to 100% showing document pages at their actual siz |||
||| |Window =i | Add Barcode... I
. Help = Select the boundaries of the barcode rectangle, -'
Loupe View Add Bookmark CTRL+5HIFT+B -
| Pan Zoom View Create Mew Bookmark that will peint to current pages view, :l I
{l o Add Cuctornn Linle | |
||| | Thumbnails View ” I
: Bookmarks View [~] | - B l :
| |PEETEEERE L O SR AT R ) e R T Seier: R T e e e el |
Reset All j Close l

Figure 2. Customize Toolbars Dialog Box. Commands Tab Selected

e Use the Categories toolbar to determine the group of commands displayed in the viewing
pane.

¢ Use the Commands text box to search for commands.

e Click and drag feature icons from other toolbars to add them to custom toolbars for
convenient use.

e Click Properties to view properties and further settings of commands.
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Click the Options tab for further options that relate to toolbars. The following options will be
displayed:

Customize Toolbars @

IE- Show text labels in toolbars

IZ[ Show icons in menus

IZ[ Show tooltips on toolbars and menus

|Z|- Show shortcuts in menus and tooltips i
|

|:| Lock all toclbars and menus to disable customization feature or toggling for themn

|:| Lock all tool-panes to prevent resizing/toggling of themn

Reset All Close

Figure 3. Customize Toolbar Options

e Select the boxes as required.
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Rotate View

PDF

A
A

Rotate View

These options rotate the active document as follows:

r""._:-\.__l
Q? Rotate Counterclockwise rotates the active document counterclockwise. Documents will be
rotated ninety degrees each time the icon is clicked.

<‘r~’l Rotate Clockwise rotates the active document clockwise. Documents will be rotated ninety
degrees each time the icon is clicked.
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Bookmarks

Bookmarks

Bookmarks are used to designate specific places of importance within documents. Click this option to
view/hide the bookmarks pane. The following dialog box will open:

Bookmarks E
Sowos - BIE B 2 16 B
IEBDuk.markl

Boukmarks t Thumbnalls ® | Signatures * Comments >

Figure 1. Bookmarks Pane

All bookmarks contained within the active document are displayed in the Bookmarks pane. Click the
icons to activate the following features:

|5l
2 Expand All Bookmarks to expand all bookmarks.
|5l

[L"__E Collapse All Bookmarks to collapse all bookmarks.

M New Bookmark to create a new bookmark.
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= Properties to view the properties of the selected object.
[© Delete to delete the current selection.

“EL Ensure Visibility of Corresponding Bookmark to expand parent bookmarks in a manner
that ensures the visibility of corresponding bookmarks.

e Click Options to view bookmark commands. The following options will be displayed:

= Go to Bookmark SPACE
ﬂ%l\lm Bookmark... INSERT
\d‘, Cut CTRL+X
] copy CTRL+C
Paste CTRL+W

(&) Delete DELETE
E| Rename F2

[F(ﬁ 5et Destination

& Make Current Properties Default

%, Apply Default Properties

Text Size k
v Wrap Long Bockmarks
v Show/Hide Icons
W Use Inherited Zoom

v Autornatically Expand Bookmarks

Import Bookmarks...
I[Lr% Export Selected Bookmarks...

Export All Bookmarks...

¥ Properties...

Figure 2. Bookmarks Options

e Click Go To Bookmark to move to the bookmark currently selected.

¢ Click New Bookmark to create a new bookmark.

e Click Cut, Copy, Paste, Delete and Rename to perform these actions on the selected
bookmark.
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e Click Set Destination to change the location of the selected bookmark to the point currently
displayed within the active document.

e Click Make Current Properties Default to set the properties of the current bookmark as the
default setting for all bookmarks.

e Click Apply Default Properties to apply the default properties to the bookmark currently
selected.

e Click Text Size to determine the font size of the bookmark titles within the bookmarks pane.

e Click Wrap Long Bookmarks to fit bookmarks with long names to the dimensions to of the
Bookmarks Pane.

e Click Show/Hide icons as desired.

e Click Use Inherited Zoom to save the zoom level of the active document when creating
bookmarks.

e Click Automatically Expand Bookmarks to view all child bookmarks with parent bookmarks.

e Click Import Bookmarks to import the bookmarks currently selected.

e Click Export Selected Bookmarks to export the bookmarks currently selected.

e Click Export All Bookmarks to export all bookmarks within the active document.

e Click Properties to view the properties of the selected bookmark in the Properties pane.

Further bookmark options are available in the Advanced[=]tab.
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Thumbnails

Thumbnails

Thumbnails are used as a convenient method to view and manage the pages of a document. Click the
Thumbnails option to view/hide the Thumbnails Pane:

Thumbnails @

5 Ot
-z Options... ~

It %‘L

1 5 6 [~]
Thumbnails  *

Figure 1. Thumbnails Pane

A smaller representation of the pages of the active document are displayed in the pane.

e The orange box represents the current view.
e Click on specific locations within pages to move to those locations within the active document.
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e Press and hold CTRL to select multiple pages.
e Page ranges can be created as follows: click the first page of the desired range, then press and

hold SHIFT and click the final page of the desired range.

e Press Delete to delete selected pages.
e Thumbnails from other folders can be dragged into the thumbnails pane in order to add them

to the active document.

Click the icons to activate the following functions:

Zoom in Thumbnails to zoom in on the thumbnails pane.

=
-/ Zoom Out Thumbnails to zoom out on the thumbnails pane.
90%

" Rotate Pages CCW 90° to rotate the page currently selected ninety degrees

counterclockwise.
i
. Rotate Pages CW 90° to rotate the page currently selected ninety degrees clockwise.

= .. :
= Print to print the current document/pages currently selected
_ﬁ Properies to view the properties of the page currently selected.

© Delete to delete the page currently selected.

e Click Options to view thumbnail commands. The following options will be displayed:
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\d" Cut CTRL+X
M Copy CTRL+C
[ paste CTRL+V
(=] Delete DELETE
@ Insert Pages 2
Extract Pages... CTRL+SHIFT+E

'_Fl"_"-l Replace Pages...

(= Delete Pages... CTRL+SHIFT+D
t Crop Pages... CTRL+SHIFT+T
@ Resize Pages...
™} Rotate Pages.. CTRL+SHIFT=R
Split Pages...

i | Number Pages...

[E] Print... CTRL+P

Export 3
I.\:}IZDu-m In Thumbnails "MLUM PLUS"
@ Foam Ot Thambnails "NUM SUB"

v Highlight Visible Area

v Interactive Highlighted Area

¥ Properties...

Figure 2. Thumbnails Options

e Click Cut to cut and add the current selection to the clipboard.

e Click Copy to copy and add the current selection to the clipboard.

e Click Paste to paste the contents of the clipboard into the thumbnails pane.

e Click Delete to delete the current selection.

e Click Insert Pages to view the Insert Pages options, which are explained here [«]

e Click Extract Pages to view the Extract Pages options, which are explained here.[«o]
« Click Replace Pages to view the Replace Pages options, which are explained here.[«]
e Click Delete Pages to view the Delete Pages options, which are explained here.[«7]
« Click Crop Pages to view the Crop Pages options, which are explained here [«]

e Click Resize Pages to view the Resize Pages options, which are explained here.[+]
« Click Rotate Pages to view the Rotate Pages options, which are explained here.[ss]
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o Click Split Pages to view the Split Pages options, which are explained here.[ss]

e Click Number Pages to view the Number Pages options, which are explained here.[«]

e Click Print to open the Print dialog box, which is explained here.[2:]

e Click Export to launch the Export to Images dialog box, which is explained here.[z:]

e ClickZoom In Thumbnails to zoom in on the thumbnails pane.

¢ ClickZoom Out Thumbnails to zoom out on the thumbnails pane.

¢ Highlight Visible Area is selected by default. This means the area of the document currently
visible in the main window is highlighted in the thumbnails pane. Disable this option to remove
the highlight box.

e Interactive Highlighted Area is selected by default. This means it is possible to 'grab’ pages in
the thumbnails pane. Click and hold the € icon to grab pages. The view in the main window
will change according to how the highlighted area is moved.

e Click Properties to launch the properties pane for selected pages.
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Other Panes

Other Panes

The options in this section are further elements of PDF-XChange Editor that can be viewed in the same
manner as bookmarks and thumbnails. They are as follows:

Articles

{8 | Signatures

= Layers CTRL+L
[ ] Comments CTRL+M
@ Attachments CTRL+SHIFT+A

Fields CTRL+I

.1-1 Pan and Zoom

% Stamps Palette

L;_;_; Comment Styles Palette
ABC
Q? Spell Check

v @ Properties Pane CTRL+'

Figure 1. Other Panes Options

e Destinations are specific locations within pages. When this option is selected the pane in
(figure 2) is displayed.

e Content launches the Content dialog box, which displays a list of the pages within the active
document and provides a breakdown of those pages according to their content. Click on
entries within the Content dialog box to highlight them in the active document.

e Articles is not yet available but it will be included in later builds of PDF-XChange Editor.

e Signatures launches the Signatures pane, which provides information relating to signatures
within documents. See here[«2) for an explanations of these options.
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e Layers displays additional, optional layers available within documents. When this option is
selected the pane in (figure 3) is displayed.

e Comments launches the Comments pane, which displays a list of comments, annotations and
markups associated with the active document. Select elements to highlight them within the
active document. Select the grouping and display options as desired.

e Attachments launches the Attachments pane, which details current attachments and
facilitates the creation/removal of attachments.

e Fields launches the Fields pane, which details existing fields within the active document and
facilitates their editing.

e Pan and Zoom launches the Pan and Zoom pane. The blue rectangle represents the current
view of the active document. Adjust the edges of the rectangle to manipulate the pan and
zoom. Alternatively, use the icons to zoom incrementally, or enter a custom zoom percentage
in the number box. Use the arrow icons to move between the pages of the active document.
Use the snapshot icon to take snapshots of the current view. When the Snapshot Tool is
enabled, click a page to take a screenshot. Alternatively, click and drag the pointer to select a
custom rectangular area of the document. Release the button to take the snapshot. When a
snapshot is taken, a bitmap copy of the selection is pasted to the clipboard. See here[«1 for
settings regarding the Snapshot Tool.

e Stamps Palette launches the Stamps Palette pane, which details available stamps. New
stamps can be created using this pane. See here[# for further details.

e Comment Styles Palette launches the Comment Styles Palette, which displays the
commenting tools and facilitates further associated features. See herel«] for more details.

e Spell Check launches the Spell Check pane, which determines the settings when the Spell
Check feature is used. See here[+) for further details.

¢ Properties launches the Properties pane for the object/tool currently selected.

Mamed Destinations @

It Options... - [F-@ Mew... [P@ Set =] Delete |
Name Page

|[FQJ' Sample 2 1

[HF sample1 1

Figure 2. Destinations Pane
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e Click New to enter a new destination. Enter a name for the destination in the text box.
e Click the Options menu for further options:

¢ Click Go To Destination to go to the destination currently selected.

e Click Delete to delete the selected destination.

¢ Click Rename to rename the selected destination.

e Click Set to set the current location as the selected destination.

Layers @

: Options... - B0 Rename | 2 Properties...

o | ] ayer1
Layer 2
Layer 3
Layer 4

Figure 3. Layers Pane

e Click Options to view the options for layers:

e Click List Layers for All Pages to view a list of all layers within the active document.

e Click List Layers for Visible Pages to view a list of all layers within pages currently
visible.

¢ Click Reset to Initial Visibility to revert the document to its initial visibility settings.

¢ Click Apply Layers Overrides to display all layers, including those not listed in the layers
pane.

e Click Expand All to expand all expandable elements of the layers' tree.

e Click Collapse All to collapse all collapsible elements of the layers' tree.

¢ Click Rename to rename the layer currently selected.

e Click Properties to launch the layers' properties pane.
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Page Layout
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Page Layout

These options determine the page layout of the active document:

¢ Select Single Page to view a single page at a time.

e Select Continuous to view pages in a single, scrolling column.

e Select Two Pages to view two pages at a time.

¢ Select Two Pages Continuous to view two pages at a time in scrolling columns.

¢ Select Show Gaps Between Pages as desired.

e Select Show Cover Page in Two Pages View to view the cover page separately from the
document when viewing documents in either of the two-page layouts.

e Select Right-to-Left Pages Layout to view pages in right-to-left format when viewing
documents in either of the two-page layouts.

e The Automatically Scroll feature is not available in the current build of PDF-XChange Editor.
It will be available in subsequent builds. However, there is a similar feature available in the
current build: when a multiple page document is open, click the scroll wheel on the mouse. An
icon will appear that features four arrows. The document will then scroll in the direction that
the pointer is moved. Click the scroll wheel again to disable the feature.
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Zoom

Zoom

These options determine the manner in which the zoom features in PDF-XChange Editor operate:

e Select Actual Size to view pages in their actual size. The resulting display will take resolution
settings into account.

e Select Fit Page to view the full extent of page content regardless of its size.

e Select Fit Width to zoom on pages according to their width.

¢ Select Fit Height to zoom on pages according to their height.

e Select Fit Visible to zoom on page content so that the width fits the document window without
showing white page margins.
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Show

Show

These options determine the elements of the active document that are displayed in the main window.
The following features are available:

e Show Rulers enables/disables rulers along the horizontal and vertical planes in order to
facilitate the convenient measurement of elements within the active document.

e Show Grid enables/diables a grid behind transparent objects in order to assist in the accurate
alignment of text and objects.

e Show Guides enables/disables guides, which are used in conjunction with rulers to simplify the
process of aligning text and objects. Click and drag from a ruler to launch guides.

e Show Page Measurement Info enables/disables the display of the current page size and
coordinates of the pointer location, which is shown with the Document Options Toolbar on
the lower left hand side of the main window.

e Show Javascript Console launches the Javascript Console pane, which facilitates the addition
of javascript elements to the active document. Copy and paste javascript into the pane, then
click Run to activate it. Further javascript options are available here.[2s]

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Snap
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Snap

The snapping feature of PDF-XChange Editor is used to assist in the precise measurement of
annotations and comments. When snapping is enabled the pointer automatically moves to a snapping
point when it is within the given threshold. There are three options that relate to where the snapping
tool operates:

« Snap to Grid sets the snapping tool to snap to the grids outlined in the Show/«3 section.
« Snap to Guides sets the snapping tool to snap to the guides outlined in the Show/[«s1section.
¢ Snap to Objects sets the snapping tool to snap to objects within the active document.

Further snapping parameters can be customized here,[2]
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Go To

This feature is used to navigate the pages of the active document and any additional open documents.
The options are self-explanatory.
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Portfolio

Portfolio

These options relate to the settings for PDF Portfolio files, which are PDF files that feature multiple file
formats assembled into an integrated PDF unit. PDF-XChange Editor has the functionality to open,
view and edit PDF Portfolio files. The PDF Portfolio options in the View tab relate to the manner in
which PDF Portfolio files are displayed within the software:

¢ Navigator Layout View displays the thumbnails of documents contained within the file.

¢ Navigator Details View displays the details of documents contained within the file.

e Select Show Cover Sheet to view the portfolio cover sheet.

e Select Show Navigator to display the navigator window, which is used to browse through the
contents of the portfolio file.

e Click Preview File to open the selected file of the portfolio in its default application.

e The Welcome Page option is not yet available. It will be available in later builds of PDF-
XChange Editor.

¢ Select All and Deselect All are used to select/deselect all components of the PDF portfolio
document.

¢ Right-click on thumbnails to enable the further option Extract from Portfolio, which extracts
and saves the contents of the portfolio to a designated folder.
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Full Screen Mode
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Full Screen Mode

This mode is used to maximize the size of the main window. Alternatively, press <F11> to enable this
mode.
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7.5 Document

Document

When the Document Tab is selected, the following menu is displayed:

= E o |

E Robin - PDF-XChange Editor
File Edit View | Document | Comments Form Object Tools Advanced SharePoint Window Help

H
= =" | Header and Footer v @ T! ? E'GE- 2
F 9 - —'53 il
Open... EJ—‘-?' & | Watermarks * Edit Add Edit Commenting  Measurement
H T 1 Content Text |, Form 4 - " -

P Background

o 21 Exclusive Mode _ .
= | Bates Numbering

Robin ~ * £
E'E Add Barcode...

%, ndd image...
i+ Insert Pages
) Extract Pages...
5 Split Decument...
F Replace Pages...
e Delete Pages
g Crop Pages
& Resize Pages...
') Rotate Pages... CTRL+SHIFT+R
<) Split Pages..
& Number Pages...
258 OCR Pagels)..
{1 | Digital Signatures
E‘Signawm and Initials
7 Redaction
"5 spell Check
Launch: [ Adobe Acrobat 10.0

. . W: 542mm Xz
PLUC R arb i il S

Figure 1. Document Tab Menu

© 2016 Tracker Software Products

PDF-XChange PDF-Tools V6




PDF-XChange Editor V6 User Manual

These options are used to edit the active document. Click the links below to access the associated
sections of the manual:

e Header and Footer«:
o Watermarks|+)

« Background| !

e Bates Numberingm
 Add Barcode]«7)

e Add Image|4_29'1

¢ Insert Pagesm

e Extract Pagesm

e Split Document]|«2|
¢ Replace Pagesm
¢ Delete Pagesm

e Crop Pagesm

e Crop Page Tool[ )
e Resize Pages|4_52'1

¢ Rotate Pagesm

o Split Pagesm

e Number Pagesm
e OCR Pagesm

« Digital Signing]+«?|
e Signatures and Initials| ]
« Redaction|«s)

o Spell Check/+]

e Launch|+2]
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Header and Footer

Header and Footer

These options are used to add, remove and manage headers and footers that feature in the active
document:

Add

When this option is selected the following dialog box will launch:

{

[ Add Header and Footer [
Text Margins
Left Header Text: Central Header Text: Right Header Text: Top: 127 rien -
(ot

[ Insert Date l I Insert Page Number H Page Number And Date Format... ]

‘ ‘ ‘ ‘ Bottom: |12.7 mm z

Left Footer Text: Central Footer Text: Right Footer Text:

H ! Units: | millimeter
: —

Preview

Preview Page |1 +|ofl Pages Range: selected 1 of 1 pages [ Page Range Options...

b

s -
[-Eé Settings: <Custom> - ? ; [ 0K Cancel
R R T T D e e

Figure 1. Add Header and Footer Dialog Box
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e Enter text into the text boxes to insert text at the locations indicated within documents. Click
Font and Insert Date to select the font settings and/or insert the date at the time of document
creation. See herelzs] for further information about font settings.

e Click Insert Page Number to add page numbers at the selected header/footer location.

¢ Click Page Number And Date Format to customize the date format, page number format and
start page number options.

e Enter page numbers into the Preview Page box to view pages in the preview window.

e Select the required box for page numbers (Left Header Text, Left Footer Text etc) and then
click Insert Page Number to insert page numbers.

e Click Page Range Options to select the pages of the document that will feature the details
entered above.

Use the Settings menu to save/delete customized settings for subsequent use and/or manage existing
customized settings:

o Cllckm to save customized settings.
e Click ._@ to remove customized settings.

e Click “’L to manage customized settings that have been saved previously.

¢ Click OK to save settings. Click Cancel to revert to previous settings and close the window.
Remove All
Select this option to remove all existing headers and footers from the active document.
Manage

Select this option to manage existing headers and footers. It is then possible to Add New, Edit,
Remove and Remove All headers and footers.
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Watermarks

Watermarks

These options are used to add, remove and manage watermarks in the active document. Watermarks
are used predominantly to discourage counterfeiting.

Add

When this option is selected the following dialog box will launch:

i=h PDF-XChange Standard V6 Printing Preferences e o

Settings | About

Profile: Default Settings & - 9 | [ R Manage...

A “a, Watermarks settings

I

Paper — e
|| Emable Printing Watermark
Custom forms )
Watermarks List

General | B pame Print On On Backgro... View Export Print
[#] sample Watermark All Pages 1 ¥ [¥] [v]

=

Compression

Graphics

i [H] o

Fonts

Watermarks

K< >

De

Overlays

Security

Links

Bookmarks
Default file append

W EP <k

.| Headers/Footers
Decument Info
Save

e-Mail

§ Bl e

Clearal || seeaan | [ Eat. ||  mew. || Remove |

Figure 1. Add Watermark Dialog Box
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e The Source options determine the source of the watermark. Enter text into the box or select a
file. If using text as the source then select the desired font, macrols#l and alignment options.
e The Appearance options determine the rotation, opacity and scale of the watermark:

e The Rotation value determines the rotation of the watermark in degrees.

e The Opacity value determines the opacity (transparency) of the watermark.

e The Scale value determines the scale of the watermark in relation to either the target
pane, if the indicated box is selected, or the size of the original image, if the box is
cleared.

e The Placement options determine the horizontal and/or vertical offset of the watermark from
the left, right or center of the document.

e Select the As Background box to insert the watermark into the background as opposed to the
foreground of the document.

e The Pages Range options are as follows:

e Select All to add watermarks to every page.

e Select Current Page to add a watermark to only the current page.

e Use the Pages box to determine watermarks for specific pages. Individual pages must be
separated with a comma. Page ranges must be separated with a hyphen.

¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.

e The Preview Page pane displays a preview of pages. Select the numbers beneath the window
to preview corresponding pages within the document.

When the desired settings have been entered, click OK to create the watermark. Click Cancel to cancel
the process and close the dialog box.

e The Settings menu features two presets: Draft and Confidential. Select these to update the
text that appears behind the document. It can also be used to save customized settings:

e Click mto save the current settings.

e Click .@ to delete the custom settings currently selected.

o Click " to manage settings that have been saved previously.
Remove All
Select this option to remove all existing watermarks from the active document.
Manage

Select this option to manage preset watermarks. It is then possible to Add New, Edit, Remove and
Remove All watermarks.
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Background
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Background

These options are used to add, remove and update backgrounds in the active document.
Add

When this option is selected the following dialog box will open:

% Add Background =l LEL
Source
(@) From Color: R
e I (=3
To Page: T 2], (of 0)
Appeasrance

Placernent Options

Horizontal Offset: |0 mm = from: | Center
g 1
Veries Ofte: | e

ST — 1
Units: | millimeter -|
—

Pages Range: selected 1 of 1 pages

@l All Selected Pages ﬁ
() Current Page
() Pages: [ Eﬂ] (total 1 pages)
e ———
o I

e e

= 8 = o T PP TR e, SR Tt T TS S AT R AT AT

Figure 1. Add Background Dialog Box

When this feature is used a new background is added to the active document.
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e The Source options determine the source of the background:
e Select From Color to select a color-based background.
e Select Name to enter a file to be used as the background, or click the icon to select a file
from the local computer.
e Use the To Page number box to select the page of the document selected in the Name
section to be used as the background.
e The Appearance options determine the rotation, opacity and scale of the background:
¢ The Rotation value determines the rotation of the background in degrees.
e The Opacity value determines the opacity (transparency) of the background.
e The Scale value determines the scale of the background in relation to either the target
pane, if the box is selected, or the size of the original image, if the box is cleared.
e The Placement options determine the horizontal and/or vertical offset of the background from
the left, right or center of the document.
e Select the As Background box to insert the watermark into the background as opposed to the
foreground of the document.
e The Pages Range options are as follows:
e Select All to add backgrounds to every page.
e Select Current Page to add a background to only the current page.
e Use the Pages box to determine backgrounds for specific pages. Individual pages must
be separated with a comma. Page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e Please note that it is possible to create more than one background for pages within the
same document as long as they are not located within the same page/page range.
e The Preview Page pane displays a preview of pages. Select the numbers beneath the window
to preview corresponding pages within the document.

When the desired settings have been entered, click OK to create the background. Click Cancel to cancel
the process and close the dialog box.

The Settings menu can also be used to save customized settings:

o CIickmto save the current settings.

e Click _@ to delete the custom settings currently selected.

e Click " to manage settings that have been saved previously.

When the desired settings have been entered, click OK to create the background. Click Cancel to cancel
the process and close the dialog box.

Remove All

Select this option to remove all existing backgrounds from the active document.
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Manage

Select this option to manage existing backgrounds. The Manage Backgrounds dialog box will open:

E Manage Backgrounds [ﬂ
# Title | Add New... |
1 30/11/2016, 10:57:21 AM

| l Edit... l

|

|

; l Remove l

. | Remowve All | :

l Close l

Figure 2. Manage Backgrounds Dialog Box

e Click Add New to add a new background to the document. The dialog box detailed in (figure
1) above will open.

e When backgrounds are selected within the list, click Edit to adjust parameters and/or Remove
to remove backgrounds.

¢ Click Remove All to remove all backgrounds within the list.

e Click Close to close the dialog box.
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Bates Numbering

Bates Numbering

These options are used to add, remove and manage Bates numbering in the active document. Bates
Numbering is a dynamic way to provide identification, protection and automatic consecutive
numbering within documents as they are processed/scanned.

Add

When this option is selected, the following dialog box will launch:

& Add Bates Numbering = |
I Margins
Left Header Text: Central Header Text: Right Header Text: Top: m
‘ ‘ ‘ ‘ Bottem: |12.7 mm o
=
Left Footer Text: Cenitral Footer Text: Right Footer Text: bEE|127 mm :]

H | Right: 127 mm =

| Units: | millimeter ~| |

|
I Insert Date l l Add Bates Mumbering... H Page Mumber And Date Format... ]

Preview

Preview Page |1 = ofl Pages Range: selected 1 of 1 pages { Page Range Options...

b

| J
[% Settings: <Custom> "i [ oK H Cancel

T e e e e e P i L B W, B e W e 8 et M e T, B, e 0 M i 0. AT S N e e R

Figure 1. Add Bates Numbering Dialog Box
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e Enter text into the text boxes to insert text at the locations indicated within documents. Click
Font and Insert Date to select the font settings and/or insert the date at the time of document
creation. See herelzs) for further information on font settings.

e Click Add Bates Numbering to select Bates Numbering options.

¢ Click Page Number And Date Format to customize the date format, page number format and
start page number options for Bates Numbering.

e Click Margins to adjust the text location.

e Enter page numbers into the Preview Page box to view pages in the preview window.

e Click Page Range Options to select the pages of the document that will feature the
customized information entered in the steps above.

When the desired settings have been entered, click OK to insert Bates Numbering. Click Cancel to
cancel the process and close the dialog box.

The Settings menu can be used to save/delete customized settings for subsequent use and/or manage
existing customized settings:

o Cllckm to save the current settings.
e Click ._@ to delete the custom settings currently selected.

e Click O to manage settings that have been saved previously.
Add to Multiple Files

This option can be used to add Bates numbering to multiple files simultaneously. When it is selected
the following dialog box will open:
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2 Add Bates Numbering to Files e
Source Files
ir Title Lecation Type Size Modified Pages Range
' [
I !
i i
[ Ok Add Files... |~ ][ g Add Folder.., - ' Page Range Options... foac -

Qutput Options
() Replace file names with starting and ending Bates number (e.g. 000100-000115.pdf)
S i o A K i DR A0 R S 0 b o R O T O P e
SR a e — - C}
Overwrite Existing Files R SRR —

Open folder with results after the numeration

Create Log File:

[ oK ' Cancel

Figure 2. Add Bates Numbering to Files Dialog Box

e Click Add Files to add files from the local computer to the list of source files.

e Click Add Folder to add all files from the folder specified to the list of source files.

e Select individual files and then click Page Range Options to determine the pages that will
feature Bates numbering. Individual pages must be separated with a comma and page ranges
must be separated with a dash.

e Select Replace file names with starting and ending Bates number as desired.

e Alternatively, select the File Name option button and enter a custom file name and destination
folder. Click the icon to include macros[s]

e Select Overwrite Existing Files to overwrite old files that have the same name as new files.

¢ Select Open folder with results after the numeration to launch the containing folder when
the process is complete.

¢ Select Create Log File as desired. Use the icon to select the folder to which the log file will be
saved.

e Click Options to determine the Bates numbering options as detailed in (figure 1) above.

When the desired settings have been entered, click OK to insert Bates Numbering. Click Cancel to
cancel the process and close the dialog box.
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Remove
Select this option to remove existing Bates numbering from the active document.
Manage

Select this option to manage existing Bates numbering within the active document.
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Add Barcode

Add Barcode

This option is used to add barcodes to the active document. Barcodes provide useful information that
barcode readers and mobile devices such as smartphones and tablets can access. When this option is
selected the user will be prompted to select the area within the active document where the barcode
will be located. When this area has been designated the following dialog box will launch:

-

Add barcode

==

Select barcode type:

([

| 2 QRCode
Options

Data type:
r'Ctj ntact (vCard)

First Mame*: (

Last Mame: _-
Job Title: [
Phone™:
Mobile Number: _
Fax Number:
Organization:
Street Address:
o ===
State: _. -
ZipCode:|
Country: o
Email Address: |
Website (URL):

* - important fields

| =[] Add margin

i .
Barcode color:
Clear

Image preview T

(@) As Stamp annotation

() As part of page's content

-fiif- As Vector

() AsIimage

200 - | dpi

[ Place H

Cancel ]

Figure 1. Add Barcode Dialog Box
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e Use the Data type menu to select the format of the data to be used for the barcode. The
choice made at this point determines the remaining options:
e Contact (vCard) is a file format standard for electronic business cards.
e URL is an internet address.
¢ Free Text allows the user to enter customized text.
¢ Email can be used to send an email via barcode.
e When details have been entered using the options above, the associated barcode will be
generated automatically and can be seen in the preview pane.
e Select an option button to determine whether the barcode will be added As Stamp
annotation or As part of page's content.
e Select an option button to determine whether the barcode will be added As Vector or As
Image.
¢ Select the Add Margin box to add a margin to the barcode.
e Select the required Fill colour and Barcode color.
e Click Place to add the barcode to the image. The data details entered above will then be
accessible to users with the technology to read barcodes.
e Click Cancel to cancel the process and close the dialog box.
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Add Image

Add Image

This option is used to add images to the active document. When it is selected the user will be
prompted to select an image from the local computer. After an image has been selected the following
dialog box will open:
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Add image
Z g

Source

Mame: | C:\Users\Sean\Desktop'Jpegsi123robin.jpg| ” = l

Options

@ As Stamp annotation
() As part of page's content

Cancel

T ————
S AN R

Figure 1. Add image Dialog Box

e Click the folder icon to select an alternative file, if desired.
e Select the manner in which the image is added to the photograph. The options are either As

Stamp annotation or As part of page's content.
e Click Place to add the image to the document. Click Cancel to cancel the process and close the

dialog box.
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Insert Pages
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Insert Pages

When this option is selected the following dialog box will open:
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Insert Pages I&

Source !

i i
| (@ From File

| =]

From Already Opened Document

Actions with Objects

' Comments:|[ﬂp}r v|
Form Fields: | Flatten - I
Bookmarks: | Copy All v]

|:| Add root bookmark with file name

Pages Range
(@) All
() Pages: | U.U‘
Subset: [AII Pages vl
Destination
Location; | After - ‘
() First Page

(@) Last Page

(_) Page: 1 = | (total 1 pages)
L OK JI Cancel

Figure 1. Insert Pages Dialog Box

e There are two options in the Source section. Select either From File or From Already Opened
Document to determine the location from which the inserted pages will come.

e Use the menus in the Actions with Objects section to determine actions taken with
Comments, Form Fields and Bookmarks. Select the Add root bookmark with file name box
as desired.

e Use the Pages Range section to determine which pages are inserted. Select All to insert all
pages. Alternatively, use the Pages number box to enter individual pages, separated with a
comma, or page ranges, separated with a hyphen. The Subset menu can be used to select
either all even or all odd pages of the document.
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¢ Use the Destination section to determine the location in the active document where the new
pages will be inserted.

e When the desired settings have been selected, click OK to insert pages.

e Click Cancel to cancel the process and close the dialog box.

Insert Empty Pages

This option can be used to insert empty pages into the active document. When it is selected, the
following dialog box will open:

Insert Em Pages @
pty Pag

Pages

() Document (97 x 64.6 mm)

| (@) Standard: [}:'-.4 (210 x 297 mm) vl
| X |
. Ocustom: [200mm 2| % [27mm 2| [millimeter -| ||
. Crientation: IF'n:nrtrait VI !
Count: |1 :‘
Destination
Location: Iﬁ'd‘ter -

() First Page
(@) Last Page

() Page: 1 = | (total 1 pages)

] oK H Cancel

Figure 2. Insert Empty Pages Dialog Box

e Use the settings in the Pages section to determine the dimensions of the empty pages:

e Select Document to match the dimensions of the active document into which empty
pages are being inserted.

e Select Standard to select one of the standard document sizes, such as those used by the
ISO and ANSI.

e Select Custom to enter custom dimensions and enter the desired dimensions into the
number boxes.

e Use the measurements menu to select the units of measurement.

e Select either Portrait or Landscape from the Orientation menu.

¢ Use the Count menu to determine how many pages are inserted.
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e Use the settings in the Destination section to determine the location at which the empty pages
are inserted into the active document.
e When the desired settings have been selected, click OK to insert the empty pages.

Insert Images

This option can be used to insert images into the active document. When it is selected, the following
dialog box will open:

Source image files

rg Images To PDF ﬁ1

[ [, Add Files... JL 2 Add Folder... Ji = Import. 'J[ Edit... Heailli=all [~

Destination
Lecation: E.After v] () First Page
(@) Last Page
(_) Page: 478 2| (total 478 pages)

_________ ot

—

Figure 3. Images to PDF Dialog Box

e Click Add Files to add images from the local computer to the list of source files.

e Click Add Folder to add all images from a specific folder to the list of source files.

e Click Import to import images directly from the local scanner. See herelzx! for further details.

e When images have been added to the list of source files, click Edit to edit them before they are
inserted.

e Use the settings in the Destination section to determine the location at which the images are
inserted.

e Click Options to determine the options for inserted images. See herelzz) for further details.

e When the desired settings have been selected, click OK to insert the empty pages.

Insert Scanned Pages
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This option can be used to insert scanned images into the active document. When it is selected, the
following dialog box will open:

r Scan Properties I&ﬂ
:.%'3 Scanner Settings: <Customn > - | |
Parameters
5canner‘.[ W VI
Data Transfer Method: | Mative Mode "’l IZT Show Mative LI
. Coler Mode: E
Resolution:
Paper Size: !. Setup...
Source:
Sides: iSimpIE Scan o V_|
Scan More Pages: |..|':'-.5k user - | 5 % |seconds
IE- Show images inserticn dialog after scanning
| Images Insertion Options... |
Destination
Location: IAFter VI
() First Page
(@) Last Page
lifl Page: 478 Z | (total 478 pages) I
l Scan... u Cancel

Figure 4. Scan Properties Dialog Box

e Click the Scanner Settings menu to select a predefined scanning mode or enter custom
dimensions.

e Click the Scanner menu to select the scanner to be used.

e Click the Data Transfer Method menu to select either Native Mode or Memory Mode.

e Color Mode has three options: Color, Grayscale and Black & White. These refer to the format
of the scanned documents.

e Click the Resolution menu to select the dpi (dots per inch) of scanned documents.
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e Paper Size refers to the size of the paper used when scanning. Click Setup for further options:
e The Automatic option determines the paper size automatically.
¢ The Standard option contains standard sizes such as those used by the ISO and ANSIL
e The Custom option can be used to enter custom dimensions.
e Select either Portrait or Landscape as the orientation of the document.

e Source has three options Auto, Flatbed and Feeder. These refer to the type of scanner being
used.

e Click the Sides menu to select which sides of documents are scanned. There are three options:
Simple Scan, Manual Duplex and Manual Duplex Reversed. Click the arrow for an
explanation of these options.

e Click the Scan More Pages menu to select the setting for when further pages are scanned.

e The Show images insertion dialog after scanning box is selected by default. This means the
dialog box that determines the image insertion will appear after the scan. Clear the box to skip
this step of the process.

e The Show Native UI box is selected by default. This means the scanner selects certain
parameters of the scan automatically: Color Mode, Resolution, Paper Size and Source. Clear
the box to customize these parameters manually.

¢ Use the Destination options to determine where in the active document the scanned pages will
be be inserted.

When the desired details have been entered, click Scan to scan the image. Click Cancel to cancel the
process and close the dialog box.

When custom parameters have been entered in the Scan Properties dialog box they can be saved for
subsequent use with the Save Current Settings option. Click the icon/text to save the current settings.
Enter a name (and brief description, if desired) for the customized settings. Click Manage to edit
customized settings and Delete to remove the settings currently in use.

Insert Text

This option can be used to insert text into the active document. When it is selected, the following
dialog box will open:

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

(BB Convert Text Files to PDF [S5)

Source Text Files

e : . : : o 1
| Title Exte.. Loecation Size Modified Info
1

0. addFiles.. || 5 Add Folder.. vl
Selected File Options

Text Encoding: | Undefined
New Paragraph Mode: | Undefined

Place File Mode: | Undefined

Destination

Location: |After =] (") First Page
: (@) Last Page
() Page: |*8 = | (total 478 pages)

@@ Options... 0K l[ Cancel

Figure 5. Convert Text Files to PDF Dialog Box

e Click Add Files to add text files from the local computer to the list of source files.
e Click Add Folder to add all text files from a specific folder to the list of source files.
e Select a file from the list of source files to enable the Selected File Options:
e Text Encoding determines the language of the text in the file.
e New Paragraph Mode determines the manner in which PDF-XChange Editor defines
paragraphs in the inserted text. The options are as follows:
e Each newline character starts a new paragraph. (A newline is a special character in
computing that signifies the end of a line of text).
¢ Two newline character starts a new paragraph, singles ignored.
¢ Double newline character starts a new paragraph, singles is converted into space.
e Use the settings in the Destination section to determine the location at which the text files are
inserted into the active document.
e Click Options to determine the options for inserted text tiles. See herel=sl for further
information.

e When the desired settings have been selected, click OK to insert the text files.
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Insert RTF

This option can be used to insert RTF files into the active document. When it is selected, the following
dialog box will open:

I Convert RTF Files to PDF ]

Rich Text Format Files

Destination

Location: | After v () First Page
(@) Last Page
() Page: !rl | (total 1 pages)

= o

Figure 6. Convert RTF Files to PDF Dialog Box

e Click Add Files to add RTF files from the local computer to the list of source files.

e Click Add Folder to add all RTF files from a specific folder to the list of source files.

e Use the settings in the Destination section to determine the location at which files are inserted
into the active document.

¢ Click Options to determine the relative path options for inserted files.

e When the desired settings have been selected, click OK to insert the RTF files.
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Extract Pages

Extract Pages

This option can be used to extract pages from the active document. When it is selected the following
dialog box will open:

[ E Extract Pages @

Pages Range: selected 1 of 1 pages

(@) All Selected Pages |G

() Current Page

(_) Pages: [ l_ﬂ_|] (total 1 pages)
Subset: [AII Pages vl

Actions with Objects

' CDmments:[CDp}r 'l
Form Fields: [Flatten T‘
' Bookmarks: [Cu:-p}r All v'|

Delete pages after extraction

Output Opticns

Type: | Save all extracted pages to onefile -

File Mame:
[%[FileNamE]_%[F‘age] HH v]

| Destination Folder:

| Ci\Users\Sean'\Documents | =R

IZ[ Open the Destination Folder with Result Files

o | oo |

Figure 1. Extract Pages Dialog Box
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e Use the Pages Range options to determine the pages to be extracted from the active
document.

e Use the Pages option button to select individual pages, which must be separated with a
comma, or page ranges, which must be separated with a hyphen.

¢ Use the Subset menu to select a subset of pages.

¢ Use the Actions with Objects options to determine the settings for objects within the extracted
pages.

e Select the Delete pages after extraction box as desired.

e Use the Output Options to determine the manner in which extracted pages are saved.

¢ Use the Type menu to determine the grouping of extracted pages when they are saved.

e Use the File Name text box to enter a file name for extracted pages. Click the icon to include
macros| szl

e Use the Destination Folder text box to enter the name of the desired destination folder, or
click the icon to select a file from the local computer.

e Select the Open the Destination Folder with Result Files box to open the destination folder
when the operation is complete.

e When the desired settings have been entered, click OK to extract the selected pages.

e Click Cancel to cancel the process and close the dialog box.
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Split Document

Split Document

This option can be used to divide the active document. There are two methods through which this can
be achieved. Documents can be split according to their top-level bookmarks or their page numbers. It
is a useful feature for documents that are divided into chapters such as books. When it is selected, the
following dialog box will open:

rﬁ Split Document @1

Splitting Method

@':- Split by top-level Bookmarks
() Splitbyevery|1 % page(s)

Actions with Objects

' Comments: ICDp}r v.|
Form Fields: | Flatten vl
Bookmarks: [Cu:up}r All VI

Qutput Options

| Destination Folder:

l:’ cers\sean'\Documents l

|Z|- Open the Destination Folder with Result Files

|| Overwrite Existing Files

oK H Cancel l

Figure 1. Split Document By Bookmarks Dialog Box

e Use the Splitting Method options to determine the manner in which the document is split:
e Select Split by top-level Bookmarks to split the document according to its top-level
bookmarks.
o Select Split by every n page(s) to split the document every n pages.
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e Use the Actions with Objects options to determine the settings for objects in the new
document.
¢ Use the Output Options to determine the manner in which extracted pages are saved:

e Use the Destination Folder to enter the name of the desired destination folder, or click
the icon to select a file from the local computer.

e Select the Open the Destination Folder with Result Files to open the destination folder
when the process is complete.

e Select the Overwrite Existing Files box as desired. This means that files saved in folders
that feature files of the same name will overwrite the existing files. It is a useful feature
when documents need to be split multiple times.

e When the desired settings have been entered, click OK to split the document.
e Click Cancel to cancel the process and close the dialog box.
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Replace Pages

PDF

.

A

Replace Pages

This option can be used to replace pages of the active document with pages from another document.
When it is selected, the following dialog box will open:
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r Replace Pages @1

Pages to Replace

e

Pages from: |1 v] tﬂ:[l

4k

Mew Pages From

% ! I
(@) From File |
|
|

| From Already Opened Document |

Pages Range

@ Al

() Pages: I LI.I.||
Subset: iAII Pages vl

Replace Pages Options:

(o Replace pages content by new ones with keeping all existing interactive features
= such as comments, form fields, related bookmarks.

O) Full Replace: entire pages will be replaced by new ones.Also, you may specify

— actions to apply to interactive features from the source of replacement:

Comments: | Copy
Form Fields: | Flatten

Bookmarks: | Copy All

L QK Jl Cancel

Figure 1. Replace Pages Dialog Box

e Use the number boxes in the Pages to Replace section to determine the pages that will be
replaced.

e Use either of the options in the New Pages From section to determine the location from which
the new pages will be sourced.

e Use the Pages Range section to determine the pages of the selected document that will
replace the pages selected in the Pages to Replace section. Use the Pages text box to select
individual pages, separated with a comma, or page ranges, separated with a hyphen.

¢ Use the Replace Pages Options to determine the parameters of the new pages.

e When the desired settings have been entered, click OK to replace the selected pages.
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e Click Cancel to cancel the process and close the dialog box.
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Delete Pages

Delete Pages

This option can be used to delete pages within the active document. There are two available options:
Delete Pages

This option can be used to delete specific pages within the active document. When it is selected the
following dialog box will open:

E Delete Pages ﬁ

Pages Range: selected 1 of 7 pages
! Selected Pages [El

| g Current Page

, () Pages: [ w‘(tutal ¥ panesl
' Subset: [AII Pages v]

QK H Cancel

Figure 1. Delete Pages Dialog Box

e Use Selected Pages to delete the pages currently selected in thumbnails view.

e Use Current Page to delete the current page of the active document.

e Use the Pages number box to select specific pages or page ranges. Individual pages must be
separated with a comma and page ranges must be separated with a hyphen.

e Use the Subset menu to select a subset of pages.

¢ When the desired settings have been entered, click OK to delete the selected pages.

e Click Cancel to cancel the process and close the dialog box.

Delete Empty Pages
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This option is intended for use when deleting empty pages from active document. When it is selected
the following dialog box will open:

[ ﬁ Delete Empty Pages ﬁ1

Options

Delete pages that:

do not contain any content iterms within Page Box [ f]

| | Ignore annotations on pages

Page Range: selected 1 of 1 pages
(@) All
Selected Pages [Hl
() Pages: [ |_u_|] (total 1 pages)

Subset: [AII Pages v]

J ] H Cancel

Figure 2. Delete Empty Pages Dialog Box

e Use the Delete pages that menu to determine the type of pages that will be deleted.
¢ Select the Ignore annotations on pages dialog box as desired.
e The options in the Pages Range section determine which pages will be included when PDF-
XChange Editor scans the document for empty pages. The options are as follows:
e Select All to include all pages of the active document.
« Select Selected Pages to include only the pages currently selected in the Thumbnails/«o]
pane.
¢ Use the Pages box to determine specific pages. Individual pages must be separated with
a comma. Page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e When the desired parameters have been selected, click OK to perform the operation.
Click Cancel to cancel the process and close the dialog box.
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Crop Pages

PDF

A
A

Crop Pages

This option can be used to crop pages within the active document. When it is selected the following
dialog box will open:

& Crop Pages = | E

! Crop Margins

shon e T

Crop Method: E_Manual Cantrol of Margins -

R A
Apply to Box: | Crop Box
Left: |0 mm

5
Tep: |0 mm = Bottorm: |0 mm =

|| Constrain Proportions

[ Set To Zero ] [ Revert To Original ] l Set To White Margins E

[| Remove the content outside of the crop box area

Pages Range: selected 1 of 1 pages

(o) Al Selected Pages |
() Current Page |
(::' Pages: 'L_ o _Ei (total 1 pages)

Subset:| All Pages |

Cropped page sizez 54.2 x36.2 mm

o e Aot e i e

o | o |

R e

e

Figure 1. Crop Pages Dialog Box

PDF documents feature up to five boxes that determine their content and appearance. They are the
Media Box, Crop Box, Bleed Box, Trim Box and Art Box. PDF-XChange Editor uses four of these boxes
to determine customizable settings. See herels1for further information.

¢ Use the Crop Margins settings to determine the cropping parameters.
¢ Select the Show All Boxes box to view all four boxes in the preview pane.
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¢ Use the Crop Method menu to select the cropping method. There are four options. Three of
these: Remove All White Spaces, Remove Vertical White Spaces and Remove Horizontal
White Spaces have predefined and self-explanatory settings that cannot be changed. The
fourth option, Manual Control of Margins, allows the user to define boxes and margins.

¢ Use the Apply to Box menu to select and edit box margins.

e Enter the desired measurements for the Left, Right, Top and Bottom margins of the selected
box.

e Select the Constrain Proportions box to maintain the ratio of margins. For example if the
margin in the Left box is changed to 5mm then the margins in the Right, Top and Bottom
boxes will also be changed to 5mm.

e Use Set to Zero, Revert to Original and Set To White Margins to apply these functions to
boxes selected in the Apply to Box menu.

e Select the Remove the content outside of the crop box area box to remove content outside
the crop box. Any information cropped away by the crop box will not be removed from the
file's underlying code unless this option is selected.

e The Pages Range settings are as follows..

¢ Select All to crop all the pages of the document.
e Select Current Page to crop only the current page.
e Use the Pages box to determine specific pages of the document to be cropped.
Individual pages must be separated with a comma. Page ranges must be separated with
a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e When the desired settings have been entered, click OK to crop the selected pages.
e Click Cancel to cancel the process and close the dialog box.
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Crop Page Tool

PDF

A
A

Crop Page Tool

This tool can be used to crop the active document. When it is selected the user will be prompted to
Drag Crop Rectangle on the active document. The pointer will turn into a crosshairs, using which the
user can select the area of the document to crop. When the desired area has been selected the dialog
box detailed in the Crop Pages[«l section will launch. Configure the parameters and then click OK to
crop the document.
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Resize Pages

Resize Pages

This option can be used to resize the pages of the active document. When it is selected, the following
dialog box will be displayed:

rﬁ Resize Pages ﬁ

Paper Size
EE 0+ 307 i ‘
() Custom: 542mm  C[EEEE 362 mm o [millimeter T]

Placement Options

Horizontal Offset: [EI il - from: |.Center vl :
: Vertical Offset: |0 mm :‘ from: ICenter v‘ E

Pages Range: selected 1 of 1 pages .

(@) All Selected Pages [E)

() Current Page

(_) Pages: [ |_‘|:|_|] (total 1 pages)
Subset: [AII Pages v]

Content Scale Options

| | Scale content of page according new page size

i i Keep aspect ratic of content '

0K ll Cancel

Figure 1. Resize Pages Dialog Box
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e The Paper Size options determine the size and layout of new pages. Click the Standard option
button to select standard sizes such as those used by the ISO and ANSI. Use the menu in the
adjacent box to select either Landscape or Portrait as the page orientation. Alternatively, click
the Custom option button to enter custom dimensions.

e The Placement options determine the horizontal/vertical offset of resized pages and the
location from which the offset is made.

e The Pages Range settings are as follows..

e Select All to resize all the pages of the document.

e Select Current Page to resize only the current page.

e Use the Pages box to determine specific pages of the document to be resized. Individual
pages must be separated with a comma. Page ranges must be separated with a hyphen.

¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.

e The Content Scale options determine the scale of the page content in relation to the new page
size. Select the Scale content of page according new page size box to scale the content of
original page to the new page size. This is carried out as far as the aspect ratio will allow. Clear
the Keep aspect ratio of content box to scale all content of the original page to the new page
size.

e When the desired settings have been entered, click OK to resize the selected pages.

e Click Cancel to cancel the process and close the dialog box.
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Rotate Pages

PDF

A
A

Rotate Pages

This option can be used to rotate the pages of the active document. When it is selected, the following
dialog box will be displayed:

& Rotate Pages @

Direction: | Clockwise 90 degrees -

Pages Range: selected 1 of 1 pages
(@) All !

Selected Pages [

() Current Page

() Pages: [ |_u_|‘ (total 1 pages)
Subset: [AII Pages VI
[F‘ages of Any Orientation vl
0K H Cancel

Figure 1. Rotate Pages Options

¢ Use the Direction menu to determine the direction and degree of rotation.
e The Pages Range options are as follows:
e Select All to rotate all the pages of the document.
¢ Select Selected Pages to rotate the pages currently selected in thumbnails view.
e Select Current Page to rotate only the current page.
e Use the Pages box to determine specific pages of the document to be resized. Individual
pages must be separated with a comma. Page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e When the desired settings have been entered, click OK to rotate the selected pages.
e Click Cancel to cancel the process and close the dialog box.
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Split Pages

Split Pages

This option can be used to split the pages of the active document. When it is selected, the following
dialog box will be displayed:

& spiit Pages L )

|1 Use relative offset values (percentages)

i Remove Split Edit Split...

Il |4 Horizontal Split

4 Yertical Split
1

Settings

'Zf Remove source pages after splitting them
Choose splitting method:

R ———

[C-hangeth:cmp box of the resulting pages

[¥/] Preserve original content

Pages Range: selected 1 of 1 pages

@ Al Selected Pages E

(") Current Page

() Pages: [ ﬁ] (total 1 pages)
Subset:[APages |

Figure 1. Split Pages Dialog Box

e Select the Use relative offset values (percentages) box as desired. This means that the
dimensions of the split will be shown in percentages instead of standard units of measurement.
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e Click the white page icons at the to of the preview pane to perform either a vertical or
horizontal split. A corresponding line will appear in the preview pane. Depending on the type
of split performed, either the horizontal split or vertical split tab will update in the pane on the
left.

e Splits can be edited or removed using the icons at the top of the pane:

e Click Remove Split to remove the split from the list.
e Click Edit Split to edit the dimensions of the split. Enter a new value for the
percentage/unit of measurement. The split will update accordingly in the preview pane.

e Use the zoom icons at the top of the of preview pane as desired.

¢ Select the Remove source pages after splitting them to remove the original document from
the active pane when pages are split. If this box is cleared then both the original document and
the split pages will be present after pages are split.

¢ Use the Choose splitting method menu to determine the manner in which pages are split:

e Change the crop box of resulting pages creates new crop boxes for split pages and means
that all underlying data from the original page exists on each of the split pages. See herels1 for
further information about crop boxes.

¢ Change the physical size of the resulting pages splits the the pages and removes any
data outside the split areas.

e The Preserve original content box is available only when using the Change the crop box of
resulting pages option. When selected, this option preserves the page's original content.

e The Pages Range settings are as follows:

e Select All to split all the pages of the document.
e Select Current Page to split only the current page.
e Use the Pages box to determine specific pages of the document to be split. Individual
pages must be separated with a comma. Page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e When the desired settings have been entered, click OK to split the selected pages.
e Click Cancel to cancel the process and close the dialog box.
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Number Pages

Number Pages

This option can be used to number the pages of the active document. It is useful if users want
documents to feature more than one page range. When it is selected, the following dialog box will be

displayed:
Page Numbering @
1 o1 You may add new page-numbering range by double-clicking on the bar below, or change begin/end position of existing ranges F
by dragging corresponding sliders, or change their pages-numbering rules. i
| I
| Add new range... l Zoom:
Start page: {1 = Remove... || Reset ranges...
Style:[1,2,3, .. v
Prefic I Preview:
Start numbering from: : 1________-_ ___E 1
L oK J[ Cancel J

Figure 1. Page Numbering Dialog Box

e Click the Add new range button to add a new page range to the active document. The Add
new range dialog box will open. Enter the number of the page at which the range is to begin
into the number box. (Please note that the default range of all documents starts at 1. Therefore
subsequent page ranges must feature a different starting value). Click OK to continue the
process. Click Cancel to cancel the process and close the dialog box.

¢ Click Remove to remove the selected page range.

¢ Click Reset ranges to reset the selected range.

e Use the Style menu to determine the numbering style.

e Use the Prefix box to add a prefix to page numbers.
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e Use the Start numbering from box to determine the number from which the numbering
begins.
e Use the arrow icons on the left of the Add New Range button to redo/undo operations.

When the desired settings have been entered, click OK to apply them. Click Cancel to cancel the
process and close the dialog box.
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OCR Pages

OCR Pages

This option can be used to OCR the pages of the active document. OCR is an abbreviation of Optical
Character Recognition. This process is used to convert type, handwritten or printed text into machine-
encoded text. See here for more information. When this option is selected, the following dialog box
will be displayed:

I OCR Pages o

Pages Range: selected 7 of 7 pages
(@) All Selected Pages [El
() Current Page
() Pages: [ |_u_|] (total 7 pages) !
g |
: Subset: IAII Pages VI :

Recognition

Language: [E*;; ish VI More Languages...
Accuracy: IMedium vl
[ | Output
Output Type: [F'resenre Original Content and Add Text Layer v
Quality: | 300

Auto Deskew

[5]4 ” Cancel

Figure 1. OCR Pages Dialog Box

e The Pages Range options are as follows:
e Select All to OCR all the pages of the document.
e Select Current Page to OCR only the current page.
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¢ Use the Pages box to determine specific pages of the document on which to perform the
OCR process. Individual pages must be separated with a comma. Page ranges must be
separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
¢ The Recognition options determine the language and accuracy of the OCR process. Increasing
the accuracy increases the time that the process takes and vice versa.
e The Output options determine the format of the output information from the OCR process:
e Select either Create New Searchable PDF or Preserve Original Content and Text Layer.
¢ The Quality setting determines the resolution of the new PDF document in dpi (dots per
inch).
e Select the Auto Deskew option to deskew documents automatically. (Deskewing is a
useful feature that straightens images that have been photographed or scanned
crookedly).

When the desired settings have been selected, click OK to OCR the active document. Click Cancel to
cancel the process and close the dialog box.
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Digital Signing

Digital Signing

This option can be used to add digital signatures to documents. Digital signatures are used to
demonstrate the authenticity of documents and increase their security. When this option is selected the
following menu is displayed:

{4 | Sign Document...
:ﬁ_EPIEcESignature...
:ﬂ_gl:ertif_lff'u’isiblej...
§ | Certify (Invisible)...

@ Tirnestamp...

{32 Validate All Signatures

% Clear All Signatures

Figure 1. Digital Signing Options
Sign Document
Select Sign Document or Place Signature to sign the document. A blue rectangle will appear with the

cursor. This is the signature field. Place it at the desired location in the document. Then click to launch
the following dialog box:
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Sign Document Iﬁ

1. Select Certificate (Digital ID):

(@) Use Certificate from System Store:
ﬁ Issued To: | John Doe [27/05/2021] [ Browse. |

() Use Certificate from File:

File Mame: [ Browse... ]

View Certificate... l [ Create Certificate... ] i

2. Setup Details and Appearance for Sign:

Reason for Signing: |<Nnne:~ v|

I
Location: |

|
ontact Info: :
C Inf L]
i |

Permissions: !.ﬁ'«llnw Form Fill-in, Signing, Commenting and Creation of Template Page =

Sign Template: |.Cu5t|:|rr1 V|[ Manage... l
Digitally signed by John Doe
0 n DN: ecn=John Doe, c=GB,
o=Tracker Software Products,

ou=Chemainus,
email=Sean@Tracker-

D O e Software.com
Date: 2016.08.19 15:08:12 -07'00"

**You may change the appearance of the digital sign by double-clicking on the preview above,

|:| Use Tirmestamp Server: ISignFiles.cnm —” : ) Change... ]

|
|
| |
| J

o | e |

Figure 2. Sign Document Dialog Box

e Select a certificate from either the system store or the files on the local computer.

e Click View Certificate to view details about the certificate currently selected.

e Click Create Certificate to create a new certificate.

e Click the Reason for Signing menu, or enter text into the box manually, to add a reason for
signing the document.

e Click the Location box to enter a location for where the document is signed.

e Click the Contact Info box to add contact information to the signature.

e Click the Permissions box to select changes permissible after the document has been signed.
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e Click the Sign Template menu to select layout options for the signature and associated
information.

e Click Manage to further customize the Sign Template.

e Select the Use Timestamp Server box to select a timestamp server to add to the signature.

e Click Change to open the Timestamp Server dialog box add a new timestamp server.

When the desired details have been entered, click OK to sign the document. Click Cancel to cancel the
process and close the dialog box.

Certify (visible) and Certify (invisible)

The Certify (visible) option operates in the same manner as the Sign Document option detailed
above. The Certify (invisible) option also operates in the same manner, with the exception that the
signature element of the process is excluded. The document will still be digitally signed.

Timestamp Server

Timestamps are used on documents to ensure the long-term preservation of digital signatures, time-

seal date objects (to prove when they were received), protect copyrights and intellectual property and
provide notarization services. When this option is selected the following dialog box will be displayed:

[ ﬁ Timestamp Server ﬁ

TI@.;.'3Tirr1vas,‘carr1r:| Server: SignFiles.com - |
—— — )

| Server Settings: |

Server URL: | https://ca.signfiles.com/T5AServer.aspx l

i || Server Requires Authentication

User Mame:

Password:

[0].4 | | Cancel

Figure 3. Timestamp Server Dialog Box

¢ Use the Timestamp Server menu to select the timestamp server to be used.

e When using a timestamp server for the first time, enter the website address in the Server URL
text box.

o If the selected timestamp server requires authentication then select the indicated box and enter
the User Name and Password in the indicated boxes.
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When the desired details have been entered, click OK to save the changes. Click Cancel to revert to
previous settings and close the dialog box.

Validate All Signatures

This option is included so that signatures can be validated when the documents that contain them are
received. Depending on the default settings of the local computer where the files are received, this
process may take place automatically. The authenticity of the signature's digital ID certificate status is
checked in order to determine the signature's validity and the overall integrity of the document.

Clear All Signatures
This option is included to clear all digital signatures and certificates, when possible, within the active

document. Depending on the settings of the document, this process may require a password.

Please note that when digital signatures have been applied to documents and need to be subsequently
verified it is necessary to have the incremental save feature enabled. This feature can be
enabled/disabled using the Documents settings of the Preferences tab, which is available here,[»s]
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Signatures and Initials

Signatures and Initials

This option is included in order to facilitate the addition of a visual picture and/or initials with digital
signatures. When it is selected, the following menu is displayed:

e

lohn Doe

Manage...

Apply All Signatures

Cancel All Signatures

Figure 1. Signatures Menu

e Available signatures are listed at the top of the menu.
¢ Click Manage to manage signatures. The following dialog box will open:
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E Manage Signatures and Initials Iﬁ
% Signatures and Initials: |
' | Add New... v|

[ Edit... l
' lohn Doe I
! [ Remove... l '
; | Rermowve All.. | |

] Close l

Figure 2. Manage Signatures and Initials Dialog Box

e Click Add New to add new signatures to the list of signatures. Either import a signature from
file or create one manually using the Draw Signature dialog box.

e When signatures are selected, click Edit to adjust the signature name and/or password settings.

e Click Remove/Remove All to remove signatures from the list.
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Redaction

Redaction

The redaction option is included so that information can be completely removed from files.
Information removed using this option cannot be recovered. When this setting is selected there are two
options:

W 5'./ Mark for Redaction

= Apply All Redactions

Figure 1. Redaction Options

e Mark for Redaction is used to select sections of the active document for redaction. When it is
in enabled, click and drag within the active document to determine the areas to be redacted.
They will be represented with a red rectangle.

e When all areas for redaction have been determined, click Apply All Redactions to carry out the
redaction process. The selected areas will be replaced with a black box by default.

e The redaction settings can be customized using the redaction properties toolbar:

e Fill Color determines the color of areas marked for redaction.

e Stroke Color determines the color of the border of areas marked for redaction.

e Opacity determines the transparency of the redaction. All content will be redacted
regardless of the opacity setting.

» Keep Selected keeps the redaction tool selected until a different tool is selected.

¢ Exclusive Mode determines that the active tool ignores existing comments/annotations
on the current document. This means that new elements can be placed in the active
document without activating existing elements when they overlap. It also permits access
to objects or base content beneath existing annotations.

e Fill Redacted Color determines the color of redacted areas.

e Text Color determines the color of text used to overlay redacted areas. The text content,
font and size must be specified in the relevant areas of the Properties pane. If this is not
open by default then click the Properties icon/text to open it.

e Use the alignment icons to determine the alignment of overlay text.

e Click Repeat Overlay Text to repeat the text within the overlay.

e Click Properties to view/edit the properties of the active document.

e The General properties are as follows:
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e Subject determines the subject of the redaction. This property should not be
modified.

e Author displays the name of the author that placed the redaction.

e Name shows the name of the area, as the software sees it, marked for redaction

¢ Created shows the creation time and date of the of the area selected for redaction.

¢ Modified shows the most recent modification date and time of the area selected
for redaction.

¢ Read Only has the options Yes or No. When Yes is selected the area marked for
redaction cannot be subsequently edited.

¢ Printable has the options Yes or No. When Yes is selected the redaction preview
will be printed. After the redaction has taken place, the redaction will always be
printed as the underlying data will no longer exist.

e Locked has the options Yes or No. When Yes is selected the area marked for
redaction cannot be moved or resized.

e The Style properties are as follows:

¢ Fill Color determines the color used for the body of the redaction preview. Black is
the default color.

o Stroke Color determines the color of the border of areas marked for redaction.

e Opacity determines the transparency of the redaction. All content will be redacted
regardless of the opacity setting.

e The Overlay properties are as follows:

¢ Fill Color determines the color of the area after the redaction process.

e Text Color determines the color of text used to overlay redacted sections of the
document.

e Text determines the textual content of the overlay.

¢ Font determines the font used for the overlay text.

e Text Alignment determines the alignment of the text used in the overlay.

e Repeat Text determines whether or not the text used within the overlay is
repeated. When Yes is selected, the text will repeat and fill up the entire area of the
redacted text.

e Click Apply All Redactions to redact the selected areas according to the parameters outlined
above.
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Spell Check

Spell Check

This feature can be used to check the spelling of words within the active document. When enabled, it
will scan all text within the active document. Words that are not contained within its dictionary will be
displayed within the spell check pane:

Spell Check =

popularised

[ Ignore Ignore All “ Add ]

popularized
popularize
popularity
populated
popularization
depolarize

populist

popularized

Replace

IZT Include Page Text
IZT Include Comments
IZI Include Form-Fields

Spell Check Settings...

Figure 1. Spell Check Pane

The Spell Check feature is correcting the word "popularised” in this example.

e A list of potential candidates for the correct word is displayed.
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e Select the desired word from the list and click Replace to replace the word in the active
document with the word from the list.

e Click Ignore to ignore the selected word and continue to the next misspelled word.

e Click Ignore All to ignore all instances of the selected word within the active document.

e Click Add to add the selected word to the custom word list. The Spell Check feature will no
longer recognize words within the custom word list as incorrectly spelled.

e Use the check boxes to determine the elements of the active document included in the process.

e Click Spell Check Settings to access the settings for this feature. See here for a list of
alternative dictionaries that can be downloaded and used with the Spell Check feature.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products


http://fmg-www.cs.ucla.edu/geoff/ispell-dictionaries.html

PDF-XChange Editor V6 User Manual

Launch

Launch

Launch

This feature enables the launching of the active document within a third-party application directly from
PDF-XChange Editor. When it is selected, a list of available applications is displayed. Click the desired
application to launch the active document within it.
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7.6 Comments

PDF

.

A

Comments

The Comments tab contains all elements of PDF-XChange Editor that are associated with comments.
Comments are a convenient way to make notes on documents without having to edit the documents
themselves. Comments remain with their associated document at all times, and feature customizable
options. When the comments menu is selected, the following options are available:

g Flatten Comments...

@ Surnmarize Comments...

I@Import Comments...

@l Export Comments to Data File...
Show Comments .

[ Show Comments List

J@ Comment Styles Palette

Figure 1. Comments Options

Click the links below to access the associated sections of the manual:

e Flatten Comments/[++]
e Summarize Comments|+s)

e Import Com ments/[«s)

e Export Comments to Date File[+0]
¢ Show Comments/+)

e Show Comments List/+>]
e Comment Styles Palette ]
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Flatten Comments

PDF

A
A

Flatten Comments

Flattening comments renders further editing impossible. It also removes all hyperlinks and flattens
fillable PDF forms into selectable text. These operations cannot be reversed. Therefore, if it desired to
edit annotations subsequently, then it is necessary to save a copy of files before flattening comments .
When this option is selected, the following dialog box is displayed:

ﬁ Flatten Annotations Iﬁ

Pages Range: selected 1 of 1 pages
(@) All Selected Pages [E
i () Current Page |
; (_) Pages: [ |_u_|] (total 1 pages) 5
| Subset: [AII Pages VI
Options
Non-PrintabIe:[Flatten v]
Form Fields:[FIatten vl
QK H Cancel

Figure 1. Flatten Annotations Dialog Box

e The Pages Range options are as follows:
e Select All to include all pages in the process.
¢ Select Current Page to include only the current page.
e Use the Pages box to determine specific pages of the document. Individual pages must
be separated with a comma. Page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e There are three options for Non-Printable elements and Form Fields:
e Flatten.
o Left as Is.
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e Remove.

When the desired settings have been selected, click OK to to save them. Click Cancel to revert to
previous settings and close the dialog box.
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Summarize Comments

Summarize Comments

This option is included to create a summary of all comments within PDF files. Summaries can be
created as PDF files, Rich Text Format files, Plain Text files, CSV files or as HTML pages. When this
option is selected the following dialog box is displayed:
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ﬁ Summarze Comments ﬁ

“ General

Group by: [F'age VI |:| Exclude replies r

Sort by: [F‘age vl |:| Include invisible comments

Pages Range: selected 1 of 1 pages

(@) All Selected Pages [

() Current Page

() Pages: | |_u_|| (total 1 pages)
Subzcet: |ﬁ'x|| Pages vl
| Qutput
Type: |F'DF Documents (*.pdf) vl
Options
| Paper [A# (210 % 297 mm) VI
Layout: [Eh"’,"a Comments only ‘"‘

|:| Place each group on separate page

Destination Folder:

[:h Jsers\Sean\Docu

m} File Mame:
& %[FileName]_%[AutoNumber] HH = ]
! .
IZf WView Mew Document after creation [8]:4 u Cancel l

Figure 1. Summarize Comments Dialog Box

e The Group by setting determines the element through which comments are grouped. The
options are as follows:
e Page
* Type
e Author
e Date
¢ Subject
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e The Sort by setting determines the element through which comments are sorted within the
group. The options are the same as those in the Group by setting with the additional option
Visual Order. This option sorts comments according to the visual order in which they appear in
the active document.

e Select the Exclude replies box to exclude replies to comments from the summary.

e Select the Include invisible comments box to include invisible comments in the summary.

e The Pages Range options are as follows:

e Select All to include all pages in the process.
e Select Current Page to include only the current page.
e Use the Pages box to determine specific pages of the document. Individual pages must
be separated with a comma. Page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e Use the Output menu to determine the format of the summary. The options are as follows:
« PDF Documents
« Rich Text Format
« Plain Text
« HTML Files
« CSV
e The options for PDF Documents are as follows:
e Paper determines the paper size used for the summary document.
¢ Layout determines the layout of the summary document.
¢ Select the Place each group on separate page box as desired.
¢ Use the Destination Folder box to determine the destination folder for the summary
document, or click the icon to select a folder on the local computer.
e Use the File Name option to determine the name of the summary document. Use the
macro menu to add macros[sl

e The options for Rich Text Format are the same as those for PDF Documents with the
exception that the Layout option is not available.

e The Plain Text format features a setting for Text Encoding. Select an option from the menu as
desired. The remaining settings are covered in the PDF Documents section.

e The options for HTML Files and CSV are covered in the PDF Documents section.

e Select the View New Document after creation box to open the document immediately after it
is created.

When the desired settings have been selected, click OK to to save them. Click Cancel to revert to
previous settings and close the dialog box.
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Import Comments

Import Comments

This option can be used to import comments into the active document. When it is selected the Open
Files dialog box will open. Select the desired file and click Open to import the file. Click Cancel to
cancel the process and close the dialog box.

Comments can also be imported from a Form Data Format (FDF) file or an XFDF file, which is an XML-
based FDF file. FDF format is the file format used when submitting, receiving and incorporating form
data to a server. It can also be used to export form data to stand-alone files that can be stored,
electronically transmitted and imported back into the corresponding PDF interactive form.

The positioning of imported comments matches that of the file from which they were imported. If
comments appear to be placed incorrectly then it is probable that the source and recipient PDF files
are different in format. For example, if comments from a ten-page document are imported into a two-
page document, then only comments from the first two pages will appear.
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Export Comments to Data File

PDF

A
A

Export Comments to Data File

This option can be used to export the comments from the active document. When it is selected the
Save File dialog box will open. Select a folder in which to save the exported comments file. The default
folder is the same as that in which the active document is located. Enter a name for the file in the File
Name box. Click Save to save the file. Click Cancel to cancel the process and close the dialog box.
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Show Comments

Show Comments

This option determines the settings for when comments are shown and the categories through which
they are displayed. When it is selected the following menu is displayed:

v Show All Comments CTRL+8
Hide All Comments CTRL+5HIFT+8
By Type k
By Author k
Checked k
By Status k
Open All Pop-ups
Close All Pop-ups

Figure 1. Show Comments Menu

e Select Show All Comments to display all comments associated with the active document.
¢ Select Hide All Comments to hide all comments associated with the active document.
e It is also possible to display comments according to their properties:

e Select the By Type option to determine comments that will be displayed according to
their type. When this option is selected, a menu will be displayed that features all the
types of comments that are contained within the active document, as well as an option
for All. The options selected determine the comments that are displayed.

e Select the By Author option to determine comments that will be displayed according to
their author. When this option is selected, a menu will be displayed that features all
authors of comments that are contained within the active document, as well as an option
for All. The options selected determine the comments that are displayed.

e Select the Checked option to determine comments that will be displayed according to
whether or not they are checked in the options of the Show Comments Pane. When this
option is selected, a menu will be displayed that features two options. Select All to
display all comments. Select Unmarked to display only unmarked comments.
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e Select the By Status option to determine comments that will be displayed according to
their status. When this option is selected, a menu will be displayed that features all the
statuses of comments that are contained within the active document, as well as an option
for All. The options selected determine the comments that are displayed.

e Select Open All Pop-ups or Close All Pop-ups as desired.
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Show Comments List

Show Comments List

Select this option to open the Comments pane. Each active document has an icon within the pane.
Double-click on the icon/text of the active document to display the comments that it contains. Further
options are available in the Options tab:

e Select Expand All to expand the comments for all documents.

e Select Collapse All to collapse the comments for all documents.

e Use the Group By options to group comments according to the indicated variables.

e Use the Show options to determine the elements of comments that are displayed in the
Comments pane.

¢ The options outlined in the Show Comments section above are also available in this list.

e Select the Show Comments with Hidden Flag option as desired.

¢ Use the Next and Previous icons to scroll between comments.

e Click Add Reply to add a reply to the selected comment.

e Click the Summarize icon to launch the Summarize Comments dialog box detailed here.[++]

e Click the Delete icon to delete the comment currently selected.

e Click the Properties icon to launch the properties pane for the comment currently selected. The
properties pane will launch in the main window.
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Comment Styles Palette

Comment Styles Palette

Click the Comment Styles Palette to launch the Comment Styles Palette pane. The following dialog
box will launch:

Comment Styles Palette @

@ Clone Rename L'Q'_'% Reset Delete 2 Properties Set Current

4 Subject
| Subject Kind Default

¥

[ Drawings

[v]

i Subject Rectangle
|4 Style

i Current Style
| Fill Color | ® | None
Stroke Color [(]165,42,0
Solid
Width — 1 pt
Opacity B 100%

i
§
i
H| Blend Mode - Mormal -

il + Custom Styles

Border

<‘\ Polygon Line
>/

] Polygon

Figure 1. Comment Styles Palette

This palette details the current style for comments. The default styles for Drawings, Measurement,
Text Boxes, Text Markups and Text Notes are shown in the pane on the left. Select a style to see a
preview of it in the central pane. The following options are then available:

e Click Clone to clone the current style selected. This allows the style to be edited and saved
under a new profile. Click the Properties tab to edit the parameters of the clone. Click the
parameters within the properties pane to adjust them. When the desired parameters have been
selected, click Rename to save the new style. It can then be accessed subsequently.

e Click Reset to reset the parameters of a cloned style after they have been changed.

e Click Delete to delete a customized style.

e The properties of the default styles can also be edited using the Properties tab.

¢ Click Set Current to set the style currently selected as the active style.
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The options in the Form tab facilitate the editing of form fields. The Properties Toolbar[=1 and the
Properties Pane, which is available via the Edit tabl=% must be enabled to use these features.
Additionally, enabling the Fields Pane[«) simplifies greatly the process of working with form fields in
PDF documents. When the Form tab is selected, the following menu is displayed:

Manage Form Data b

Highlight Form Fields CTRL+ALT+H *

Reset Form
Edit Fommn CTRL+SHIFT+7

Figure 1. Form Menu

e Click Manage Form Data to Import Data or Export Data.

e Click Import Data to import data from an FDF file to an Acroform within the active document.
The Open Files dialog box will open. Select the desired files and click OK to import them.

e Click Export Data to export data from an Acroform within the active document to an FDF file.
The Save Files dialog box will open. Enter a name for the new file and click Save to export the
selected form data.

e Click Highlight Form Fields to select which forms are highlighted within the active document.
Select the desired elements from the list. The active document will then update.

e When a form is selected, click Reset Form to revert it to its initial state.

e Click Edit Form to enable the following options in the Properties Toolbar:

[T,' The Select Fields option is used to select fields. Click an object to select it.
The Text Field option is used to add new text fields to the active document. See here[+] for
further information.

The Check Box option is used to add new check boxes to the active document. See here[s]
for further information.
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@ The Radio Button option is used to add new radio buttons to the active document. See
herelssi for further information.

(=5 The List Box option is used to add a new list of choices to the active document. See herelss]
for further information.

EB The Dropdown option is used to add dropdown menus to the active document. See herels]
for further information.

The Button option is used to add action buttons to the active document. See herelss] for
further information.

2 The Digital Signature option is used to add digital signatures to the active document. See
herel+ for further information.

The Barcode option is used to add barcode fields to the active document in order to encode
the data of the form. See herelw) for further information.
¥ The Keep Mode option is used to retain the selected tool mode.

Right-click on selected forms to display the following list:

Rename Field...

Set as Required Field

Add New Field b
\d.{, Cut CTRL+X
[ copy CTRL+C
' @ Delete DELETE
Select All CTRL+A
Align

Create Multiple Copies...
Show Tab Mumbers

Duplicate Annotations...

it Show Grid CTRL+#
Make Current Properties Default

Z Apply Default Properties

2 Properties...

Figure 2. Form Options

e Click Rename Field to rename the selected field.
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e Click Set as Required Field to determine that the selected field is classified as required. These
fields will be highlighted when the Highlight Required Fields Only option outlined here[« is
utilized.

e Click Add New Field to add new fields to the active document. Available forms are detailed
here.[s

e Click Cut, Copy or Delete to perform these actions on the selected form.

e Click Select All to select all form fields within the active document.

e Click Align to align multiple fields. This option is available only when multiple fields are
selected. It does not affect other elements of the active document.

e Click Create Multiple Copies to create copies of selected forms. The dialog box displayed in
(figure 3) will be displayed.

e Click Show Tab Numbers to display automated tab numbers within each form field. These
numbers represent the tab order when tab is being used to move through and fill the form. The
tab order can be adjusted in the fields pane, which is detailed here.[«3]

e Click Duplicate Annotations to duplicate the annotations of the selected object. The dialog
box displayed in (figure 4) will be displayed.

e Click Show Grid to insert a grid in the background of the active document in order to assist
with the manual placement of objects.

¢ Click Make Current Properties Default to set the properties of the object currently selected as
the default properties for all subsequent objects.

e Click Apply Default Properties to apply the default properties to the object currently selected.

e Click Properties to launch the Properties pane, which displays the general properties of the
current document.
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Create Multiple Copies of Fields ﬁ
' Mumber of Fields
Copy selected fields down: |1 = time(s)

Copy selected fields across: |2 2| time(s)

| | Distance/Overall Size .
| |

(@) Specify distance between fields

() Specify overall size of all fields

Horizontal space: |0.7 mm - Units: | millimeter -

Vertical space: |0 mm

Cherall Position

B X 242 mm =

IIHIHII :

[HH] s I#U mm :]
IE- Preview

| |:| Uze the same names

I oK H Cancel

Figure 3. Create Multiple Copies of Fields Dialog Box

e The figure entered in the the Copy selected fields down number box determines the amount
of copies placed vertically below the parent field.

e The figure entered in the the Copy selected fields across number box determines the amount
of copies placed horizontally from the parent field.

e Select Specify distance between fields to determine the distance between the copies of the
selected field. Enter the desired distances in the Horizontal space and Vertical space number
boxes. Select a unit of measurement from the Units menu.

¢ Select Specify overall size of all fields to determine the size of the area in which the fields will
be multiplied. The value entered in the Overall width and Overall height number boxes
determines the overall width and height respectively of the area in which the selected field is
multiplied. Select the desired units of measurement from the Units menu.

e The Overall Position settings can be used to determine the overall position of copied fields.
Edit the X and Y values as desired. The position selected in the grid determines the starting
point for measurements when creating multiple copies.

e Select the Preview box to place a preview on the document before creating copied fields.
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e Select the Use the same names box as desired. This is useful for fields that require the same
user data or other elements such as the current date. Copies will feature the same name as their
original followed by a unique number.

E Duplicate Annotaticns Iﬁ

Duplicate Options
| Duplicates Count: [1| :l !
| Horizontal Offset: |0 mm 3 |
. Vertical Offset: [EI mrm :l
! Page Offset: [EI :l
| oK H Cancel |

Figure 4. Duplicate Annotations Dialog Box

This window can be used to allow the simple duplication of the selected object:
e The value entered in the Duplicates Count number box determines the amount of duplicates

created.
e The value entered in the Horizontal Offset number box determines the horizontal offset from

the original object.
e The value entered in the Vertical Offset number box determines the vertical offset from the

original object.
e The value entered in the Page Offset number box determines the page offset from the original
object.
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Object

The settings in the Object tab facilitate the transformation of selected objects. There are two options:
Transform Selection

This option enables the editing of the position, size and rotation of the selected object. When it is
selected the following dialog box is displayed:

i E Transform Selection ﬁ

L % [379mm 2] | AX:AY

| |

T ¥[569 mm 2| Unit|milimeter | |
| Width: |86.5 mm $| 100% R
! g |
| Height: | 22.7 mm 2| [100% ag ™ |
é Rotation: Shear: [0°

l QK | | Cancel |

Figure 1. Transform Selection Dialog Box

e The X and Y number boxes determine the repositioning of the selected object. The X value is
the horizontal plane and the Y value is the vertical plane.

e Select the AX; AY box to determine offset values relative to the current position of the object.

¢ Use the Unit menu to select the units of measurement.

¢ Use the Width and Height boxes to adjust the size of the selected object.

¢ Use the Rotation box to determine in degrees the rotation of the selected object.

e Use the Shear box to determine a shear angle. This will slant the selected object along a
horizontal axis.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Duplicate Annotations

This option duplicates selected annotations. Annotations are taken from the current pages and

duplicated on the following pages according to the settings specified in the dialog box that is
launched when this option is selected:

& Duplicate Annotations Iﬁ

Duplicate Options
| Duplicates Count: [1| :l |
| Horizontal Offset: [':' mm :l |
. Vertical Offset: [EI mm :l
| Page Offset: |0 2
[ = ] o= |

Figure 2. Duplicate Annotations Dialog Box

¢ Use the Duplicates Count box to determine the number of duplicates created.
e Use the Horizontal Offset box to determine the horizontal offset.
e Use the Vertical Offset box to determine the vertical offset.

e Use the Page Offset box to determine the number of pages that will not feature the
annotation.
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Tools are used to edit and manipulate documents within PDF-XChange Editor. When this tab is
selected the following menu will be displayed:

Basic Tools r
Zoom Tools r
Content Editing Tools [

Comment And Markup Tools  *
Measuring Tools L

Link Tools r

Figure 1. Tools Menu

Basic Tools

The Basic Tools are the tools used most frequently within PDF-XChange Editor. There are three
options in this menu: Hand Tool, Snapshot Tool and Select Text Tool. They are explained here.[s]

The remaining options of the Tools menu are explained at the links below:

e Zoom Tools| ]
e Content Editing Tools /]
e Comment and Markup Tools/«s]

e Measuring Tools/ =l
e Link Tools/[="|
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Zoom Tools

Zoom Tools

These tools are used to zoom within the active document. There are three options in this menu: the
Zoom Tool, Loupe Tool and Pan and Zoom Tool:

e The Zoom Tool increases the zoom percentage of the active document. When it is selected the
pointer is replaced with a magnifying glass icon. Click to zoom to the location at which the icon
is located in the active document.

e The Loupe Tool launches the loupe pane and transforms the pointer into a rectangular box.
The rectangular box can be relocated anywhere in the active document. The area that it covers
within the active document is displayed in the loupe pane:

Loupe @
wx -] @ G 8

Figure 1. Loupe Pane

e Use the number box or the plus and minus icons to determine the level of zoom
displayed in the pane. The rectangle in the active document will adjust proportionately.

e Use the Snapshot icon to take a snapshot of the image displayed in the pane. A bitmap
copy of the selection is pasted to the clipboard of the local computer.
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e Use the track mouse icon to determine whether or not the loupe follows the pointer.

e The Pan and Zoom Tool launches the Pan and Zoom pane:

Pan and Zoom @

Figure 2. Pan and Zoom Pane

e The blue rectangle represents the current view of the active document.

e Adjust the edges of the rectangle to manipulate the pan and zoom. Alternatively, use the icons
to zoom incrementally, or enter a custom zoom percentage in the number box.

e Use the arrow icons to move between the pages of the active document.

e Use the snapshot icon to take snapshots of the current view. A bitmap copy of the selection is
pasted to the clipboard of the local computer.
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Content Editing Tools

Content Editing Tools

The content editing tools are used to edit the content of the active document. There are two options in
this menu:

¢ The Edit Content Tool is used to edit exiting content. When it is selected, the active document
will be divided into editable sections based on the images and text it contains. These sections
can then be resized and relocated. Alternatively, click and drag the mouse to select custom
areas for editing. When areas are selected they will appear as below:
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Figure 1. Edit Content Tool, Image Selected

e Select and drag the yellow icons to resize the image.

e Select and drag the circle at the center to move images.

e Select and drag the green icon at the top to rotate the image. During this process a number
box will appear at the center of the image. This displays the angle of rotation in relation to the
original location.

e Right-click objects to launch the following menu:
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}{, Cut CTRL+X

[] copy CTRL+C

[ Paste CTRL+V

[[@Delete  DELETE

Crder r
“ Properties...

Figure 2. Right-Click Options Menu

e Click Cut, Copy, Paste or Delete to perform these standard operations with selected
content.
e Click Order to determine how selected content appears in relation to overlapping
content:
¢ Select Bring to Front to bring the selected content to the front in cases of multiple
objects overlapping.
e Select Send to Back to send the selected content to the back in cases of multiple
objects overlapping.
¢ Select Bring Forward to bring the selected content to the front in cases of two
objects overlapping.
e Select Send Backward to send the selected content to the back in cases of two
objects overlapping.
e Click Properties to adjust the properties of the selected object. These settings are
explained here.[2s]

e The Add Text Tool is used to add text to existing content. When it is selected the pointer icon
will change into a cross icon. Click and drag this icon to create the space in which new text will
be entered. This is enabled when the mouse button is released. When the this tool is being
used, customizable options are available in the Properties Toolbar. See herels' for an
explanation of these options.
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Comment And Markup Tools

Comment And Markup Tools

These tools are used to mark up, comment on and/or annotate PDF files. When this submenu is
selected it appears as below:
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-@ Edit Multiple Comments

(=] sticky Note Tool 8

Text Box Tool 3
IEI Callout Tool L

I Highlight Text Tool  »

- Strikeout Text Tool k

l Underline Text Toal 3
/ Line Tool k
/ Arrow Tool k

I:I Rectangle Tool k

() oval Tool »

9 Polygon Line Tool [

Q Pelygon Tool k
{3 Cloud Tool b

& Stamp Tool »
,(ZV Pencil Tool g

/\_//; Eraser Tool

-

8 File Attachment Toal

‘1}51 Sound Tool 13

l@ Comment Styles Palette

% Stamps Palette

Figure 1. Comment and Markup Tools Submenu

Add list of links to subsequent chapters

All but two of these are explained here.[+# The remaining two options are:

The Comment Styles Palette, which is explained here.[«
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The Stamps Palette opens the Stamps Palette pane, which details available stamps for the active
document. Stamps are a useful way to designate documents. The Stamps Palette pane appears as

follows:

Stamps Palette @
@Eoom In (=) Zoom Qut Mew from File... [i-' Mew from Clipboard.. EJ Rename @Delete
4 Standard

APPROVED ] [ AS 1S ) [convmenmiar) [meesmonexean] [ DRAFT ) [meemmexa) [CExeicen )

Approved Asls Confidential Departmental Draft Experimental Expired
(Cona ) (romcomnent) [FRENER ] [vorarenovin) (i) ([ SOLD ) [tor secrei)

Final For Cornme..  For Public R.. Mot Approv.. Mot For Pub.. Sold Top Secret

4 Dynamic Dates

02/24/2016 =~ oe==s=mme

Current Dat.. Custom Date | Mew Stamp

Figure 1. Stamps Palette Pane

e Click on stamps to select them. They will be displayed with the pointer. Place them within the
active document and click to add them.

e Use the Zoom In and Zoom Out icons to zoom in/out on available stamps.

e Click New from File to create a new stamp. The Open Files dialog box will launch. Select a file
from the local computer. The dialog box displayed in (figure 2) will then launch.

e Click New From Clipboard to create a stamp from the image currently located on the
clipboard of the local computer.

e Click Rename to rename the stamp currently selected. This feature is not available for default
stamps.

e Click Delete to delete the stamp currently selected. (This feature is not available for default
stamps).
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Figure 2. Add New Stamp Dialog Box

e Use the Source menu, or click the folder icon, to select an alternative file to use as the stamp.
e The Pages Range options determine the pages of the file that will be used for the stamp:

e Select All to use all the pages of the file.

e Select Current Page to use only the current page.
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e Select Pages to specify pages from the file. Individual pages must be separated with a
comma and page ranges must be separated with a hyphen.
e If more than one page is selected then a new stamp will be created for each page.
e Enter a name of the new stamp in the Stamp Title text box. Macroslss] can be include in the
stamp title.
e Use the Target Collection menu to determine the collection to which the new stamp will
belong. Alternatively, click Add New to create a new collection.

When the desired details have been entered, click OK to create the new stamp. Click Cancel to cancel
the process and close the dialog box.
Adding Dynamic Elements to Stamps
JavaScript can be included in stamps to add dynamic elements. Follow the steps below to achieve this:
1. Move to the Stamps Palette detailed above.
2. Click New From File.
3. Select the file that will be used to create the stamp.
4. Follow the steps outlined beneath (figure 2) to create and save a new stamp.
5. Close PDF-XChange Editor.
6. Move to the stamp within its destination folder on the local computer. Please note that the
default folder is C:\Users\<User>\AppData\Roaming\Tracker

Software\PDFXEditor\3.0\Stamps.

7. Move the stamp to a new location that is outside the stamp directory, for example the desktop.
(This step is necessary. If it is not included then changes cannot be saved).

8. Open the stamp with PDF-XChange Editor.
9. Use the Form Toolbar[1to add a text field to the stamp.
10. Select the text field and click Properties in the Edit tab.

11. Under the Value Calculation property, use the menu to select Custom Action. The entry
Calculate action / Run a JavaScript will appear.
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12. Click the ellipsis icon (three dots) on the right of the entry. The Edit Action: "Run a
JavaScript” dialog box will open.

13. Enter the desired JavaScript and click OK.
14. Save the file and close PDF-XChange Editor.

15. Return the stamp to its original destination folder. It will then be available in the specified
stamps collection.
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Edit Multiple Comments

Edit Multiple Comments

Select Edit Multiple Comments to enable the feature for selecting groups of comments to edit
simultaneously. When a group of comments have been selected a new border appears around them, as
detailed below:

[ Robin2 - PDF-XChange Editor [= | E -
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Figure 1. Edit Multiple Comments, Group Select

e Select and drag the yellow icons to resize the content.

e Select and drag the circle at the center to move the content.

e Select and drag the green icon at the top to rotate the content. During this process a
number box will appear at the center. This displays the angle of rotation in relation to the
original location.

e Right-click the content to launch the following menu:

“jo Cut CTRL+X
[] copy CTRL+C
[l paste CTRL+V
|| Delete DELETE
g Flatten
Status b
Order k
Align [
.gs' Apply Default Properties
2 Properties...

Figure 3. Group Comments Options

e Click Cut, Copy, Paste or Delete to perform these standard operations with the content.
e Click Flatten to disable subsequent editing of the content.
e Click Status to define the status of the content. The options are Accepted, Cancelled,
Completed and Rejected.
e Click Order to determine how selected content appears in relation to overlapping
content:
¢ Select Bring to Front to bring the selected content to the front in cases of multiple
objects overlapping.
e Select Send to Back to send the selected content to the back in cases of multiple
objects overlapping.
¢ Select Bring Forward to bring the selected content to the front in cases of two
objects overlapping.
¢ Select Send Backward to send the selected content to the back in cases of two
objects overlapping.
e Click Align to align and standardize the content as desired. The options are self-
explanatory.
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e Click Apply Default Properties to change the properties of content to the default values
as defined in the Comment Styles Palette, as detailed below.

e Click Properties to adjust the properties of the selected object. These settings are
explained here. [z
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Sticky Note Tool

PDF

.
A

Sticky Note Tool

Select the Sticky Note Tool to add add sticky note comment to PDF files. When the Sticky Note Tool
is selected, click within the current document in order to place a sticky note. It will appear as below:

& Robin® - PDF-XChange Editor E=19]

., File Edit View Document Comments Form Object Tools Advanced SharePoint
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A W: 542 X: 258 1 \ [ L= &
|1°ptm"' T Al 35-2$$ -'F't‘: IZJm 14 1|.'.' = = M | \.UUE':i Wi E vJ

Figure 1. Sample Sticky Note Tool
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e Click within the blue rectangle and drag to move the sticky note.

e Enter the note content within the white area. Use the properties pane to view/edit the
font style and paragraph settings. (Right-click on sticky notes and select Properties to
view the properties pane). This content will be displayed when the pointer is hovered
over the note subsequently.

e Use the properties pane to edit the style of sticky notes as desired.

e Press CTRL+E to enable sticky note shortcuts within the Properties Toolbar. These
facilitate faster editing of the color and icon used for the sticky note. When these
elements have been changed from their defaults

¢ Right-click the sticky note to launch the following menu:

Open Pop-Up Mote
Hide Pop-Up MNote

Reset Pop-Up Mote Location

}, Cut CTRL+X
H Copy CTRL+C
[ Paste CTRL+V
[ Delete DELETE
& Flatten
“5) Add Reply
Status 2
Order 2

Make Current Properties Default

g? Apply Default Properties

2 Properties...

Figure 2. Sticky Note Options

e Click Open Pop-Up Note to view/edit the existing content of the sticky note.

e Click Hide Pop-Up Note to close the view/edit pane of the sticky note.

e Click Reset Pop-Up Note Location to reset the position of the view/edit pane.

e Click Cut, Copy, Paste or Delete to perform these standard operations with the sticky
note.

e Click Flatten to disable subsequent editing of the content.
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e Click Add Reply to add a reply to the sticky note in the form of a second sticky note.
Further responses can be added as desired.
e Click Status to define the status of the content. The options are Accepted, Cancelled,
Completed and Rejected.
e Click Order to determine how selected content appears in relation to overlapping
content:
¢ Select Bring to Front to bring the selected content to the front in cases of multiple
objects overlapping.
e Select Send to Back to send the selected content to the back in cases of multiple
objects overlapping.
¢ Select Bring Forward to bring the selected content to the front in cases of two
objects overlapping.
¢ Select Send Backward to send the selected content to the back in cases of two
objects overlapping.
e Click Make Current Properties Default to set the properties of the selected sticky note
as the default properties for future sticky notes.
e Click Apply Default Properties to apply the default properties to the selected sticky
note.
e Click Properties to adjust the properties of the selected object. These settings are
explained here.[z# When custom details
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Typewriter Tool
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Typewriter Tool

Select the Typewriter Tool to add add text comments to PDF files. When the Typewriter Tool is
selected, click within the current document in order to add a text-based note. It will appear as below:

Measuring Tools

PDF

.
A

Measuring Tools

The measuring tools are used to measure specific elements of the active document. The Distance Tool,
Perimeter Tool and Area Tool are explained here.[s1]

The Calibrate Measurement Tool can be used to determine scales for use in conjunction with the
measuring tools. When it is selected the pointer will become a crosshairs. Click to determine the
starting point of the distance to be calibrated. A blue line will appear within the document. Drag it the
point at which the distance to be calibrated finishes. The Calibration dialog box will then open:
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i E Calibration ﬁ

Q You have measured off a distance of:
4 ; [ 35.43 || millimeter -
Please specify a distance between these two points
in units you want: |

| Name of the measure preset:

INEWCaIiI:IratiDn l

. Short descripticn of the measure preset:

[Test Calibration| l '

; ‘ @ Scale: 3543 mm = 1cm ‘ I

] oK || — l

Figure 1. Calibration Dialog Box

e The distance determined in the step outlined above is detailed in the top number box. Select a
unit of measurement from the list.

e Use the second number box to determine the scale. Enter a numerical amount followed by the
desired unit of measurement for the scale.

e Name and describe the calibration.

e The scale is detailed in the lower box.

e Click OK to save the calibration. Click Cancel to cancel the process and close the dialog box.

When new calibrations have been determined, they can then be selected in the main window of PDF-
XChange Editor when using the measurement tools. Click the Scale menu in the Properties Toolbar|:]
to select scales. Alternatively, right click on a measurement Distances determined using the
measurement tools will then be displayed in the Distance Info tab that appears automatically in the
main window when using these tools.
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Link Tools

Link Tools

The Link Tools are combined into a single tool: The Link Creation Tool. This tool is used to create
links within the active document. When it is selected the pointer becomes a crosshair. Click and drag
the crosshair to determine the location and size of the link. The Browse for Link Target dialog box will
then open:

Browse for Link Target @

Choose a target page and view for the new link. Use scrollbars, zoom tools,
mouse, and/or bookmarks to set up the desired view, press "Set Link” to create
{

the link, or use *Advanced...’ button for more precise adjustment.

|:I Ignore Zoom Level |

: |:| Use Zoom Mode

() Set Link | | Aevanced... | | Cancel

Figure 1. Browse for Link Target Dialog Box

¢ Select the Ignore Zoom Level box as desired.

e Select the Use Zoom Mode box to use zoom mode in order to browse for the link target.

e Click Set Link to apply the link area determined.

e Click Cancel to cancel the process and close the dialog box.

e Click Advanced to determine the advanced settings for the link. The following dialog box will
open:

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

& tdit Actions List ISR

@Add... - Edit... Remowve

oK H Cancel

Figure 2. Edit Actions List Dialog Box

e Click Add to add actions to the list. Actions will be executed when the link is selected.

e It is possible to add multiple actions.

e Select actions once they have been added to the list and click Edit to adjust the settings.
e Click the arrow icons to move selected actions up or down within the list.

e Click Remove to remove actions from the list.

The following actions are available:

e Run a JavaScript/s]
e Go to Page Options[s:] (Go To a Page in the Document, Go To a Page in Another

Document and Go To a Page in an Embedded Document).

e Open a Web Link/s)

e Open a File/s)
e Execute a Command|=)

e Reset a Form| =

e Submit a Form|s:]

e Play a Sound|s2s]
 Show/Hide a Field|s)
e Read an Article|=7)

Click actions to browse to the associated page of the manual.
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Go To Page Options

Go To Page Options

This action relocates the main window to a different page in the active document. When it is selected
the following options are available:

[E; Add Action: "Go To a Page in the Document” l_lﬂlﬁ

Specify a new destination in the target document by clicking the 'Use Current View' button or manually enter needed values in the correspondent bowes:

(i;, (= | Uce Cument Vs Destination Properties

@) Use Page Number:

Pagell  2|ofl
| X: |0 mm 2| [+] Inherit
¥: | 36.2 mim = Elnherﬂ

(@) Use Zoom Levek

(") Use Rectangle:
Width: [ 54.2 mm -
Height: | 36.2 mm
(") Use Named Destination:

: i Add Current View Delete |

G O—— -]

ALk

Figure 1. Go To Page Dialog Box
e Use the plus and minus icons to zoom in on/out of the active document.

¢ Click Use Current View to use the view currently displayed in the preview pane as the location
to which the link relocates.
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¢ Alternatively, use the Destination Properties options to select a page. Pages can be
determined by either their page number or by a named destination.

e Select the Use Page Number option button to determine the link using the relevant page
number. The figures entered in the X and Y boxes determine the location on the horizontal and
vertical planes respectively. When this option is being used it is also possible to determine the
zoom level or use a rectangle to designate the destination:

e Select the Use Zoom Level option button to determine the level of zoom used in the link.
Use Inherit Zoom to save the zoom level of the active document when creating the link.

e Use the Use Rectangle option button to designate the destination using a rectangle.
Enter values for the Width and Height.

e Alternatively, select the Use Named Destination option button to select a destination that has
already been determined within the document, or click Add Current View to create a new
named destination from the current view.

When the desired details have been selected, click OK to apply them and close the dialog box. Click
Cancel to cancel the process and close the dialog box.

Go To a Page in Another Document

This action relocates the main window to a page in a different document. When it is selected the Open
Files dialog box will be displayed. Select the file with which the link will be associated. The remaining
options are the same as those detailed in the Go to a Page in the Document option above.

Go To a Page in an Embedded Document

This action relocates the main window to a different page in an embedded document. When it is
selected the Choose Root Document dialog box will be displayed. Select either This document or
Choose external document. When using the latter case, enter the name of the document into the text
box, or click the icon to select a document from the local computer. The remaining options are then the
same as in the two outlined immediately above.
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Run a JavaScript

Run a JavaScript

This action executes a javascript when the link is selected. Click the action to add the javascript. The
Add Action dialog box will open. Enter the desired javascript into the dialog box and click OK to save.
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Open a Web Link

Open a Web Link

This action launches a web link in the default browser of the local computer. When it is selected the
Add Action dialog box will be displayed. Enter the desired URL in the box indicated. Click OK to save
the link. Click Cancel to cancel the process and close the dialog box.

PDF-XChange Editor retains links when documents are subsequently converted to .docx format via the
Export to Microsoft Word Document option of the Export[] feature.
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Open a File

Open a File

This action opens the file determined in the dialog box that displays when it is selected:

[ Add Action: "Open a File” [

Destination

Current Directory: Ch\Users\Sean'\Desktop'Jpegsh,

| File Mame: [| H Browse... l |
i 3 I
| J Local Disk
Options |
Open In: [Windnw set by user preference vl
Operation: leen A
Directory: [ ‘ [ 7 Browse... l

Parameters: [ l

L“ oK J| — l

Figure 1. Open File Dialog Box

e Enter the name of the file to be opened in the File Name text box, or click the Browse button
to select a file from the local computer.

e Use the Open In menu to select where the file opens.

e Use the Operation menu to determine the operation that takes place when this option is
selected. Select Open for the file to open or Print for the file to print.

e Use the Directory text box to determine the directory of the desired file, or click Browse to
select a folder from the local computer.
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e Use the Parameters text box to include further parameters associated with the default
program used to open the specified file. Available parameters depend on the command line
options used in conjunction with the software.

When the desired parameters have been selected, click OK to save the link. Click Cancel to cancel the
process and close the dialog box.
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Execute a Command

PDF
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Execute a Command

This option executes a command when the link is selected. The following dialog box is displayed
during the setup process:

E Add Action: "Execute a Command”® ﬁ

7 #y . Command Name:

| |
T | o

Figure 1. Execute Command Dialog Box

e Click the menu for a list of available commands. The actions that commands execute are
detailed in the list. When the desired command has been selected, click OK to add it to the list
of commands that the link will carry out. Multiple commands can be added to the list. Click
Cancel to cancel the process and close the dialog box.
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Reset a Form
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Reset a Form

This action resets data entered previously into a form. When it is selected the following dialog box will
be displayed:

ﬁ Add Acticn: "Reset a Form” ﬁ

Vo [ Select Al

1 [

|
Deselect All |
|

|
! [ Invert Selection
|
|

QK ” Cancel

Figure 1. Reset a Form Dialog Box

e Click Select All to select all of the forms within the active document.
e Click Deselect All to deselect all of the forms within the active document.
e Click Invert Selection to select forms currently deselected and vice versa.

When the desired parameters have been selected, click OK to reset the selected forms. click Cancel to
cancel the process and close the dialog box.
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Submit a Form

Submit a Form

This action sends the specified form data to the URL entered in the associated dialog box, which opens
when this action is selected:

I Add Action: "Submit a Form”™ e

Enter a URL for this link: |

Form-Field Selection

>

| selectan |

[ Deselect All ] |

[ Invert Selection l I

|| Exclude Selected
E — Include Empty
{ — Fields
Export Format
Type: | FOF Files (*fdf) -]
[ | Convert dates to standard format
B FOF % L
{ 1
| 2= (/] Field Data
| |Z|- Comments

IZ[IncrementaI changes to the POF

L QK H Cancel

Figure 1. Submit Form Dialog Box
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e Enter the desired URL for the link. The form data will be sent to the specified URL.
e Forms available for inclusion in the link are detailed in the Form-Field Selection pane. Select
the desired forms from the list:
e Click Select All to select all of the forms within the active document.
e Click Deselect All to deselect all of the forms within the active document.
e Click Invert Selection to select forms currently deselected and vice versa.
e Select the Exclude Selected and Include Empty Fields boxes as desired.
e Use the Export Format menu to determine the format of exported data.
¢ Select the Convert Dates to standard format box as desired.
e Select the format-specific boxes as desired. The options selected here determine what is
included in the sent information.
e When the desired details have been entered, click OK to save them. Click Cancel to cancel the
process and close the dialog box.
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Play a Sound

Play a Sound

This action is used to play a sound when the link is activated. When it is selected, the following dialog
box will be displayed:

& ~dd Action: "Play a Sound” ﬁ

[ J

O © © [Dsome. ] @) 0
L QK J| Cancel |

Figure 1. Play Sound Dialog Box

e Click Browse to select the sound that will be played.

e Alternatively, click the record icon to record a sound using the local microphone. Click the
square icon to stop the recording. Click the play icon to play back the recording.

e When the desired parameters have been selected, click OK to save them. Click Cancel to cancel
the process and close the dialog box.
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Show/Hide a Field

Show/Hide a Field

This action is used to show/hide fields within a document and can be used for form fields. When it is
selected, the following dialog box will be displayed:

I Add Action: "Show/Hide a Field" [t

lf:l Show

(@) Hide

|
! [ Select All

|
| Deselectan ||
|

[ Invert Selection

L oK ” Cancel

Figure 1. Show/Hide Field Dialog Box

e Click either Show or Hide for the field selected.

e Click Select All, Deselect All or Invert Selection as desired.

e When the desired parameters have been selected, click OK to save them. Click Cancel to cancel
the process and close the dialog box.
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Read an Article

PDF

.

A

Read an Article

This option is not currently available. It will be included in future builds.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

7.10 Advanced

PDF

.

A

Advanced

The Advanced options relate to bookmarks. When the Advanced tab is selected, there is one sub-
category - the Bookmarks option. When this option is selected, the following options are available:

Bookmark Table of Contents...
ﬂ% Generate Bookmarks From Page Text...
I& Generate Bookmarks From Text File...

1
gl]D Bookmark Every Mth Page...

Add Text to Bookmark Title...

HE Change Bookmark Case...

ﬂ]@» Convert Te Mamed Destinations...

E Convert Mamed Destinations To Regular Destinations...

m Find And Replace Bookmark Text...

Build Table of Contents...

ﬂ% Sort Bookmarks...

ﬂEg Yalidate Bookmarks...
Export Bookmarks To HTML File...

= Bxport Bookmarks To Text File...

Figure 1. Bookmarks Options

Click the links below to access the relevant sections of the manual:
o Bookmark Table of Contents/s«]

¢ Generate Bookmarks from Page Text/sx|
o Generate Bookmarks from Text File|s)
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e Bookmark Every Nth Pagem
o Add Text to Bookmark Title/ss)

e Change Bookmark Casels]
e Convert to Named Destinations|s:]
e Convert Named Destinations to Regular Destinations/=)

¢ Find and Replace Bookmark Text/ss)
o Build Table of Contents/s]

e Sort Bookmarks/ s
o Validate Bookmarks| s

e Export Bookmarks to HTML File/ss)
e Export Bookmarks to Text File[ss1
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Bookmark Table of Contents

Bookmark Table of Contents

This option is used to create bookmarks from an existing table of contents within the active document.
The table of contents must first be selected using the Select Text Tool for this feature to operate.
When the Bookmark Table of Contents option is selected the following dialog box is displayed:

ﬁ Bookmark Table of Contents ﬁ

This operaticn is going to add bookmarks to pages based on selected table of contents
entries. Optionally, this operation can add links to table of content entries or use existing
links as bookmark destinations,

IZ[ Add bookmarks to pages using table of contents
IZT Add links to the table of contents entries |

|ZT Use existing links as new bookmarks destinations

{ IE- Try to improve bookmarks destinations based on text
IE- Remove consecutive spaces from bookmark titles

' IZT Remove prefix numbers from bookmark titles

: |ET Use TOC indents to create bookmark hierarchy

Choose separator type: lIncIude All -

Page Offset: |EI Z | Thiz is a difference between physical page
— numbers in the PDF document and |
printed page numbers which can be
positive or negative.

%&Change offsets.., l I QK || Cancel

Figure 1. Bookmark Table of Contents Dialog Box

e Select the check boxes to enable/disable their associated parameters.
e Select an option from the Choose separator type menu.

e Enter a value as the Page Offset in the adjacent number box.

e Click the Change Offsets button to adjust the offset settings.

When the desired parameters have been selected, click OK to create bookmarks from the selected
table of contents. Click Cancel to cancel the process and close the dialog box.
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Generate Bookmarks From Page Text

Generate Bookmarks From Page Text

This option is used to create bookmarks using document-based text. When it is selected the following
dialog box is displayed:

Generating Bookmarks From Page Text =

| ﬂ% Add... Edit... | UBel Remove Pages Range: selected 1 of 1 pages !

(@) Al
Selected Pages [

|

| () Current Page
|-

| () Pages: i [il] (rotal 1 pages)

Subset: | All Pages ~|

||| Ignore text that centains stop words

| Ignore consecutive duplicate bookmarks

..

% Settings: <Custom> vl [ oK |1 Close

Figure 1. Generating Bookmarks From Page Text Dialog Box

e Click Add to add a new bookmark. The dialog box displayed in (figure 2) below will open.
e Click Edit to edit the selected bookmark.
¢ Click Remove to remove the selected bookmark
e The Pages Range options are as follows:
e Select All to select all the pages of the document.
¢ Select Selected Pages to select only the pages currently selected in thumbnails view.
e Select Current Page to select only the current page.
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e Use the Pages box to determine specific pages/page ranges. Individual pages must be
separated with a comma and page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
¢ Select the Ignore text that contains stop words box as desired. This setting designates that
specific words will prevent the generation of bookmarks if they are contained within selected
text. Click the ellipsis icon to view/edit the list of stop words.
e Select the Ignore consecutive duplicate bookmarks box to prevent the creation of
consecutive identical bookmarks.
e When the desired parameters have been selected, click OK to generate the bookmark. Click
Cancel to cancel the process and close the dialog box.
e Click Settings to manage preset configurations for bookmarks.

E Bookrnark Generation Properties ﬁ
Categories :{,. Text Matching Options
I = Text Matching Options Select a combination of the following text attributes to automatically generate bookmarks from the

Z document:
: =55 Resulting Appearance Text Style
| | T Title Formatting : !
i FontNemefs): | A add.. A add Custom.. Remove '

_ Font Size: 12 pt - Tolerance: 0.2 pt - Units: | point
Text Color: -

Get Style from Selected Text |
Text Content Rules
Match Text Case:| Mo Restrictions -

| Allow multiline bookmark titles
[ | Mateh Text Pattern:

Match text case Limit bookmark titles to matching pattern only

QK I [ Cancel

Figure 2. Bookmark Generation Properties Dialog Box

Text Matching Options
These options determine the details of the text from which the bookmark will be generated:

e Enter the parameters of the desired text in the Text Style section.
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¢ Select the Font Names from which the text will be selected. Click Add to view/edit the list of
supported fonts within the active document.

e Specify the Font Size. The value entered in the Tolerance number box determines the degree
to which selected text can differ from the specified Font Size and remain included in the
bookmark.

e Select the Text Color. Text of the color selected only will be included in the bookmark
generation.

e When text is selected in the active document, click the Get Style from Selected Text button to
update the font details according to the selected text.

e The Text Context Rules determine the details of the text to be used in generating bookmarks.

e The Match Text Case setting determines the specifics for when the software matches text to be
used in the generation of bookmarks. Select an option from the menu.

e Select the Allow multiline bookmark titles box to allow the title of a bookmark to exceed a
single line in length. This is useful in cases where it is not possible to shorten the title of
bookmarks.

e Select the Match Text Pattern box to detail a specific sequence of words that the text within
the active document must match to be included in the bookmark generation. Enter the desired
text pattern into the text box.

e Select the Match text case box to determine that the case of the text outlined in the Match
Text Pattern text box must match the case of the text in the active document.

e Select the Limit bookmark titles to matching pattern only box to determine that text that
matches the specified pattern only will be included in the generation of bookmarks.

e When the desired parameters have been selected, click OK to update. Click Cancel to cancel
the process and close the dialog box.

Resulting Appearance
These settings determine the appearance of bookmarks within the bookmarks pane:
e Use the Text Color menu to determine the color of the text used for the bookmarks.
¢ Use the Text Style menu to determine the style of the text used for bookmarks.
e Use the Zoom menu to determine the zoom used with bookmarks. Select Inherit to use the
existing zoom level.
¢ Select the Show expanded box to expand all bookmarks after they are created.

Title Formatting

These settings determine the appearance of the text used in the titles of bookmarks. When they are
selected the following dialog box is displayed:
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& Bookmark Generation Properties [
Categories T Title Formatting
| é.ﬁ'?Teﬂ Matching Options | Select text properties that will be applied to the new bookenark titles:
| |59 Resulting Appearance Text Case
I | T Title Formatting (@) Do Not Change () Sentence case |
! () UPPERCASE () lowercase
() Title Case

Advanced Formatting
|| Search and replace bockmarks title with text patterns
Search pattern:

Replace pattern:

Match text case
[ | Insert this text before each title:
Add this text after each title:
Leading numbers: | No Change -| Uses | Numbers
Maxirmumn title length: | 256 e 5 (characters)

|| Remove duplicate spaces

oK I [ Cancel

Figure 3. Bookmark Generation Properties Dialog Box

e Select an option in the Text Case section to determine the case of the text.

e Select the Search and replace bookmarks title with text patterns box as desired. The
bookmark title will then match the specified text pattern.

e Use the Search Pattern text box to enter the desired search pattern.

¢ Use the Replace Pattern text box to enter the desired replace pattern.

¢ Select the Match text case box as desired.

e Select the Insert this text before each title box to prepend bookmark titles with the text
entered in the adjacent box.

e Select the Add this text after each title box to append bookmark titles with the text entered
in the adjacent box.

e Select an option from the Leading numbers menu to add or remove numbers to the title of
the bookmark. When adding numbers to the title, select an option from the Use menu to
determine the format of numbers added.

e Select a figure for the Maximum title length as desired.

¢ Select the Remove duplicate spaces box to remove instances of adjacent blank characters.

e When the desired parameters have been selected, click OK to update. Click Cancel to cancel
the process and close the dialog box.
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Generate Bookmarks From Text File

Generate Bookmarks From Text File

This option is used to create bookmarks using text files. When it is selected the following dialog box
will be displayed:

E Generate Bookmarks From Text File ﬁ

File Mame:

| (=R}
Field defimiter: |: 1] |

| QK | | Cancel |

Figure 1. Generate Bookmarks From Text File Dialog Box

e Enter the name of the text file to be used in the File Name text box. Alternatively, click the
ellipsis icon to select a file from the local computer. (Please note that the file used must be in
plain text (*.txt) format).

e Use the Field delimiter box to determine the delimiter as required. This figure specifies the
boundary between fields.

e Click OK to save changes and close the dialog box.

e Click Cancel to cancel the process and close the dialog box.
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Bookmark Every N-th Page

Bookmark Every N-th Page

This option is used to create bookmarks according to their page numbers. When it is selected, the
following dialog box will be displayed:

ﬁ Boockmark Every MN-th Page Iﬁ

Bookmarking Properties

Bookmark every page in the selected page range

I Bookrark title template:
| |
| |Page %[Page] ] I

Pages Range: selected 1 of 1 pages

@ Al
Selected Pages [

() Current Page

; () Pages: I L]U] (total 1 pages)

[n] 4 H Cancel

Figure 1. Bookmark Every N-th Page Dialog Box

e Enter a figure in the number box to determine the nth pages of the document from which to
create bookmarks. For example, if 2 is entered then every second page of the document will
become a bookmark.

e Enter a value for the Bookmark title template. Use the icon to add macrosl=s The value
entered here determines the template for bookmark titles.

e The page range options are as follows:

e Select All to include all pages of the document.
e Select Selected Pages to include only the pages currently selected in thumbnails view.
e Select Current Page to include only the current page.
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e Use the Pages box to determine specific pages/page ranges. Individual pages must be
separated with a comma and page ranges must be separated with a hyphen.
¢ Use the Subset option to select All Pages, Odd Pages Only or Even Pages Only.
e When the desired parameters have been selected, click OK to update. Click Cancel to cancel
the process and close the dialog box.
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Add Text to Bookmark Title

Add Text to Bookmark Title

This option is used to add text to bookmark titles. When it is selected the following dialog box is
displayed:

I Add Text To Bookmark Title [

Add Text

Add Prefix to Bookmark Title: Add Suffix to Bookmark Title:

[| "Bookmark Title" . l

| | Remove excessive spaces from original Bookmark Title

Select Bookmarks Source

Use bookmarks:

| IAII bookmarks -

Select Bookmarks Levels To Process

IZ[ Process all bookmark levels
Select level to process: 1 =

Include all sub-levels

L (8] 4 _Jl Cancel

Figure 1. Add Text to Bookmark Title Dialog Box

e Use the Add Text boxes to add a prefix/suffix to bookmark titles. Click the icon to add
macros.|s

e Click the Remove excessive spaces from original Bookmark Title box to remove additional
spaces from the bookmark title.

e The Select Bookmarks Source menu determines the location from which bookmarks are
taken.
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e Select the Process all bookmark levels box to process all levels of bookmarks. Alternatively,
clear the box to select the level of bookmarks to process. The number entered in the number
box determines the level of bookmarks that are processed. Alternatively, click the Include all
sub-levels box to include all levels of the bookmark.

¢ When the desired details have been entered, click OK to save them. Click Cancel to cancel the
process and close the dialog box.
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Change Bookmark Case

Change Bookmark Case

This option is used to edit the case of the bookmark. When it is selected the following dialog box is
displayed:

E Change Bookmark Case ﬁ

Select Bookmarks Source

Use bookmarks:

[AII bookmarks vl

[ Include all sub-bookmarks

Select Text Case |

(@) Title Case

{ z
() Sentence case

L

() UPPERCASE

L]
P |

[ lowercase
Options

|:| Enter a custom list of words that will not be processed

Add... Edit... Remove

Excluded words

QK “ Cancel

Figure 1. Change Bookmark Case Dialog Box
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e Select an option from the Use Bookmarks menu to determine the bookmarks to which the
remaining settings will apply.

e Select the Include all sub-bookmarks box to include sub-bookmarks in the process.

e Select an option from the Select Text Case option buttons. This determines the case of the
text.

e Select the Enter a custom list of words that will not be processed box as desired. Words
included in the list will be excluded from the process. Use the Add, Edit and Remove buttons
to add, edit and remove words from the list.

¢ When the desired details have been entered, click OK to save them. Click Cancel to cancel the
process and close the dialog box.
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Convert to Named Destinations

Convert to Named Destinations

This option is used to convert specific text into a named destination for subsequent reference as
detailed here.[«) When it is selected the following dialog box is displayed:

E Convert To Mamed Destinations ﬁ

Mamed Destination Title

Mamed Destination Title will be created using a pattern entered:
I Rl

Select Bookmarks Source

Use bookmarks:

All bookmarks Tl

Include all sub-bookmarks |

L QK —J| Cancel

Figure 1. Convert to Named Destinations Dialog Box

e Enter the pattern of text that will convert to a named destination in the text box. It is possible
to include macros[s!at this point.

¢ Use the Use Bookmarks menu to determine the bookmarks included in the process.

e Select the Include all sub-bookmarks box as desired.

e When the desired details have been entered, click OK to save them. Click Cancel to cancel the
process and close the dialog box.
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Convert Named Destinations to Regular Destinations

Convert Named Destinations to Regular Destinations

This option is used to convert named destinations into regular destinations. When it is selected the
following dialog box is displayed:

E Convert Mamed Destinations To Regular Destinations ﬁ

Select Bookmarks Source

| Use bookmarks:

' All bookmarks -

Include all sub-bookmarks

| || Remove converted named destinations from docurnent

| QK || Cancel

Figure 1. Convert Named Destinations To Regular Destinations Dialog Box

e Use the Use Bookmarks menu to determine the bookmarks included in the process.

e Select the Include all sub-bookmarks box as desired.

e Select the Remove converted named destinations from document box as desired.

e When the desired details have been entered, click OK to save them. Click Cancel to cancel the
process and close the dialog box.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Find and Replace Bookmark Text

PDF

.
A

Find and Replace Bookmark Text

This option is used to locate and replace elements of text to be used as bookmarks. When it is selected
the following dialog box is displayed:

I Find And Replace Bookmark Text LS|

Find and Replace Options

Find what: “ 'l
! Replace with: [ Tl i
i |:| Match caze I

|| Match whole word

| | Use regular expressions

Select Bookmarks Source

Use bookmarks:

All bookmarks vl

Include all sub-bookmarks

e e

Figure 1. Find And Replace Bookmark Text Dialog Box

e Use the Find What menu to determine the words that will be included in the process.

¢ Use the Replace with menu to determine the words that will replace the words included in the
Find what section.

e Select the Match case box to match the case of words.

¢ Select the Match whole word box to match the entire word.
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e Select the Use regular expressions box to use regular expressions. A link will be added to the
software shortly that will explain this option in more detail.

e Select an option from the Use bookmarks menu to determine the location from which
bookmarks will be sourced.

e Select the Include all sub-bookmarks box as desired.

e When the desired parameters have been selected, click OK to save them or Cancel to cancel
the process and close the dialog box.
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Build Table of Contents

Build Table of Contents

This option is used to build a table of contents based on bookmarks. When it is selected the following
dialog box will be displayed:

-
[ Build Table of Contents =5
Title: Page Settings
[Ta ble of CO”tE”‘S‘i ] Insert TOC before page: I:I As last page
l Change Title Format... l ﬁ C:n Document (153.6 x102.5 pt)
Add... o R (@) Standard: | A4 (5953 x 8419 pt) - | Portrait -
P ) Custom:  [5953pt =| x [8s19pt 2|[point -
—-| Font Mame: Anal-BoldMT Page Margins: |
“ Font Size: 18.0 pt : : ’

5 Text Color. [l RGB(0,0,0) Left: {72 pt :] Top: |72 pt _ad

{ Level 2 e A - ] -

| Right: | 72 pt Bottom: |72 pt

| Font Name: ArialMT < |¥ ik |¥
=1 Font Size: 160 pt

Text Color. [IRGB(0,0,0) Bookmariks

IZT Use all bookmark levels
First bookmark level to include into TOC: |1 =
Last bookmark level to include into TOC: | 599

[T Skip invalid bookmarks

|:| Remove consecutive spaces from bookmark titles

Page Mumbering

Output page numbers as: [Original Page Numbers vl
| Style: [Chapter .......... 1 vl
%Settings: < Custom> - [ Build “ Close ]

Figure 1. Build Table of Contents Dialog Box

¢ Use the Title text box to enter a title for the table of contents.
e Click the Change Title Format button to adjust the font parameters.

e The pane on the left displays the title formats available for use. Click Add, Edit and Remove to
add, edit or remove formats.
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e Use the Insert TOC before page number box to determine the location of the table of
contents, or select the As last page box to locate it at the end of the document.
e Select one of the three option buttons to determine the dimensions of the table of contents:
e Document is one of the standard sizes for documents.
e The options in the Standard menu refer to standard sizes such as those used by the ISO
and ANSI.
e Select the Custom option button to enter custom dimensions.
e Use the Page Margins number boxes to determine the margins of the table of contents.
e Select the Use all bookmark levels to include all levels of bookmarks in the table of contents.
e Alternatively, use the number boxes to determine the first and last bookmark levels to be
included.
e Select the Skip invalid bookmarks box as desired.
e Select the Remove consecutive spaces from bookmark titles box to rectify instances of
consecutive white space.
e Use the Output page numbers as menu to determine the manner in which the pages of the
table of contents are numbered.
e Use the Style menu to determine the style of the heading used for the title.
e When custom parameters have been determined, click the Settings menu to save them as a
new profile. This menu can also be used to manage or delete existing profiles.

When the desired settings have been selected, click Build to create the table of contents. Click Close to
cancel the process and close the dialog box.
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Sort Bookmarks

Sort Bookmarks

This option is used to sort bookmarks. When it is selected the following dialog box is displayed:

E Sort Boockmarks ﬁ

Sorting Method

(@ Sort bockmarks by referencing page number

() Sort bookmarks alphabetically

I N
i (¥ Sort all bookmarks levels
. Select bookmarks level to sort: |1 =

Sort child bookmarks
Ignore text case

Sorting type: [Ascending "

| 0K H Cancel |

Figure 1. Sort Bookmarks Dialog Box

e Use the option buttons to determine if bookmarks are sorted according to their numerical or
alphabetical element.

e Select the Sort all bookmark levels box as desired.

e Alternatively, use the number box to specify a bookmark level to be sorted.

e Select the Sort child bookmarks and/or Ignore text case boxes as desired.

¢ Use the Sorting type menu to select an either Ascending or Descending sorting type.

e When the desired parameters have been selected, click OK to sort bookmarks. Click Cancel to
cancel the process and close the dialog box.
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Validate Bookmarks

Validate Bookmarks

This option is used to verify elements within bookmarks. When it is selected the following dialog box
will be displayed:

I Validate Bookmarks e |

| | Warn about empty title

| Warn about emnpty action list or no valid children

| Warn about invalid GoTo actions

| Warn about absence of GoTo action in the action list
| Warn about invalid GoToR and GoToE actions

| Warn about invalid Launch and URI actions

| Warn about other invalid actions

| Verify links to external documents and files

Rename... Edit... Remowve

| Highlight Bookrmark l Validate “ Close [
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Figure 1. Validate Bookmarks Dialog Box

e Select the elements of the bookmark to be verified.

e When the desired elements have been selected, click the Validate button to verify that their
conditions are met.

¢ Alternatively, click Close to cancel the process and close the dialog box.
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Export Bookmarks to HTML File

PDF

A
A

Export Bookmarks to HTML File

This option is used to export bookmarks to HTML files, which are used as the basis of web pages. When
it is selected the Save File dialog box will launch. Enter the desired name for the file in the file Name
text box. Click Save to export the file or Cancel to cancel the process and close the dialog box.
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Export Bookmarks to Text File

PDF

A
A

Export Bookmarks to Text File

This option is used to export bookmarks to Text Files. When it is selected the following dialog box will

be displayed:
I Export Bookmarks to Text File e
Categories General
General Select Bookmarks to Export
Bookmark Properties (@) Export all
Export selected bookmarks

| Include all sub-bookmarks

P

() Export bookmarks that perform hyperlink actions:

Bookmarks with all types of hyperlink actions

Output Parameters

(@) Use PDF-document filename to save results

() File Mame:

,

Folder | C:\Users\Sean\Documents |[ &= |

IZT Owverwrite existing files

|:| Open containing folder

‘ oK ' J Cancel l

Figure 1. Export Bookmarks to Text File Dialog Box, General Tab Selected

The options in the General tab are as follows:
e Select the Export all option button to export all bookmarks.

¢ Select the Export selected bookmarks option to export only the bookmarks currently selected.
Select the Include all sub-bookmarks box to include child bookmarks.
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e Select the Export bookmarks that perform hyperlink actions as desired. Select the desired
actions from the menu.

e Select the Use PDF-document filename to save results option button to save output files
using the same name as the document from which they came.

e Alternatively, enter a name in the File Name text box. Select the folder to which the output will
be saved or use the icon to select a folder on the local computer.

e Select the Overwrite existing files box to replace files that feature the same name as that
entered in the File Name text box.

¢ Select the Open containing folder box to open the containing folder after the process has
taken place.

e When the desired parameters have been selected, click OK to export bookmarks. Click Cancel
to cancel the process and close the dialog box.

The options in the Bookmark Properties tab determine the properties of the bookmark that are
exported when the process takes place. When it is selected the following dialog box is displayed:

Export Baokmarks to Text File e
Categories Bookmark Properties
General Select Bookmark Properties to Export
Bookmark Properties v Export bookmark actions

IZT Export Page that bookmark points to !
IZT Resolve named destinations to page numbers '
IZT Export detailed destination description

(v Export Web Links

| IZT Export Open File actions description
IET Export Remote Go-to actions description
|ET Export Javascript actions code

IZT Export bookmark text style and color properties

IZT Export bookmark "closed" state
|

Properties delimiter: |; |1

IET Do not escape service symbols such as @ 24} ete. [

I QK | I Cancel

Figure 2. Export Bookmarks to Text File Dialog Box, Bookmark Properties Pane Selected

e Select the Export bookmark actions box to export actions associated with the selected
bookmark and the properties of those actions.
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e Select the Export Page that bookmark points to box to add the relevant page number to the
bookmark's properties.

e Select the Resolve named destinations to page numbers box as desired. If the bookmark
uses a named reference to a specific location within a document and this option is not enabled,
then a named destination title will be exported instead of a page number.

e Select the Export detailed destination description box to export a destination with a greater
level of description for the bookmark.

e Select the Export Web Links box as desired.

e Select the Export Open File actions description box to export a description of the "Open File"
action to the text file. This is necessary to recreate the action subsequently.

e Select the Export Remote Go-to actions description box to export any paths contained within
the active document that link to external files.

e Select the Export Javascript actions code to export any javascript within the active document.

¢ Select the Export Bookmark text style and color properties box as desired.

e Select the Export bookmark "closed” state box to export the bookmark in its closed state - i.e.
with child bookmarks not displayed.

e Use the Properties delimiter box to determine the delimiter that separates the bookmark
properties contained within the text file.

e Select the Do not escape service symbols box as desired.

When the desired settings have been selected, click OK to apply them. Click Cancel to cancel the
process and close the dialog box.
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7.11 SharePoint

Share Point

PDF-XChange Editor features a plugin that facilitates the manipulation and integration of PDF
documents to and from a Sharepoint server. Follow the instructions detailed below to open Sharepoint
files:

1. Open PDF-XChange Editor.

2. Move to the File tab.

3. Select Open From.

4. Select Sharepoint.

5. The Open File dialog box will be displayed.

6. Enter the URL for the Sharepoint file.

7. Click the Navigate button.

8. The Authentication Required dialog box will be displayed. Enter the Sharepoint credentials of
the associated account and click OK.

9. The Open File dialog box will launch.

10. Select the desired file from the list and click Open or Open with Check Out.
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7.12 Window

Window

The options in the Window tab determine the settings associated with the viewing window for PDF-
XChange Editor. The following options are available:

MNew Window
Reset Main Panes Layout
Reset Document Panes Layout

Active Document to MNew Horizental Tab Group
Active Docurnent to Mew Vertical Tab Group
All Documents to One Tab Group

Split »
Remowve Split

Close All

Figure 1. Window Tab Options

e The New Window option is not yet available. It will feature in later builds.

e The Reset Main Panes Layout option can be used to revert the layout of the main panes to
their default setting.

e The Reset Document Panes Layout option can be used to revert the layout of the document
panes to their default setting.

e The Active Document Panes to New Horizontal Tab Group option repositions and displays
all active documents in a horizontal manner. At least two documents must be active for this
feature to function.

e The Active Document to New Vertical Tab Group option repositions and displayed all active
documents in a vertical manner. At least two documents must be active for this feature to
function.
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e The All Documents to One Tab Group option reverts either of the two processes outlined
immediately above. One document will be displayed at a time and they will share a tab group
in the main window.

e The Split option copies the active document and reproduces it in either a horizontal or vertical
manner.

e The Remove Split option reverses the split process.

¢ The Close All option closes all active documents.
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7.13 Help

Help

The options in the Help tab link to specific areas of assistance within PDF-XChange Editor. When it is
selected the following menu is displayed:

@ Contents F1
ﬁ]_ Home Page

@ Check for Updates

&3 Enter License Key...

3 Support Ferum

W Report a Problem...

POF
= About...

Figure 1. Help Tab

e Click Contents (or press F1) to access the contents page of the user manual for PDF-XChange
Editor.

e Click Home Page to launch the home page of the Tracker Software Products website.

e Click Check for Updates to check for updates to PDF-XChange Editor via the Tracker
Updater.

e Click Enter License Key to launch the Registration tab of the Preferences main window. It is
then possible to add/update license keys. This process is explained here [2]

e Click Support Forum to access the Tracker Software Products support forums, where it is
possible to post and view queries about the software.

e Click Report a Problem to report bugs and other issues directly to Tracker Software Products.
The dialog box detailed in (figure 2) will launch.

e Click About to view further details about PDF-XChange Editor.
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ﬁ Report a Problem Iﬁ

W Your message will be sent by email - you may edit before sending.
I

[

1

Please select the problem and heading:

[F‘ru:-l::llems with installation,/running the program -

Description (type a short description of the problem):

Attach a file (PDF document] to the message?

IZ[ Include Application Settings (recommended)

|Z|- Include your font and color info (recommended)
|E- Include your printers info (recommended]
IZT Include your Windows version info (recornmended)

IE Include list of all loaded modules (DLL's ete) used in this process (recommended)

Mesxt... l I Cancel

Figure 2. Report a Problem Dialog Box

e Use the menu to select the category of the difficulty that is being experienced.

¢ Use the Description text box to outline a description of the difficulty.

e Use the Attach a file text box to enter the name of additional files to be included with the
report, such as screenshots, or click the icon to select files manually.

e Use the check boxes to determine the information that will be included with the report.

e When the desired details have been entered click Next to determine the manner in which the
report is sent and send it.

e Alternatively, click Cancel to cancel the process and close the dialog box.
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7.14 Appendix

Appendix

The following chapters detail additional information relating to the settings and functions
within PDF-XChange Editor. They are outlined below:

o Command Line Options/s - a list of the available command line options.

o Keyboard Shortcuts/= - a table explaining available keyboard shortcuts for
commands.

e Macros/=7l - an explanation of what macros are and how they operate.

« Page Content Editing[«7] - an explanation of how to edit images and text using this
software.

e Read Out Loud Featurels] - an explanation of this feature.

o Shell Extensions[« - an explanation of the shell extension and ifilter that operate in
conjunction with PDF-XChange Editor.
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Command Line Options

Command Line Options

The command line options detailed in the table below are available in PDF-XChange Editor. Please
note:

e If any values have spaces, backslahses or forwardslashes then the entire options list should be
enclosed in quotation marks.

o If the optionslistfile contain spaces, it should be enclosed in quotation marks.

e If a profile is specified, changes will be made to that profile. If not then the changes will apply
to the current printer's settings.

e These options are for the PDFXEdit.exe executable, the default location of which is:

C:\Program Files\Tracker Software\PDF Editor

e Unless the path to PDFXEdit.exe is added to the system %path% variable, the full path to
PDFXEdit.exe must be specified.

FORMAL SYNTAX

SYNTAX DEFINITION

<anytext> Any text string.

<a>|<b> <a> or <b>.

<filename> Full or relative path to file. When the path contains white spaces

it should be enclosed in quotation marks. For example: c:
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\MyDocuments\MyTestDocument.pdf should be "c:\My
Documents\My Test Document.pdf"

Specifies the range of pages to be processed. Individual pages
must be separated with a comma and page ranges must be
separated with a hyphen. There is also an option to specify a
specific page from which to start or finish a page range. For
example: -50 // to specify the first fifty pages of the document,
or 50- // to specify all pages from page fifty to the end of the
document.

<pagesrange>

[expression] The expression is the optional part of the command line.

For example if the syntax is: /print[:[default[=yes|no]]
[&showui[=yes|no]]] <filename> then the following examples
are correct:

/print "c:\example.pdf"

/print:default "c:\example.pdf"
/print:default&showui "c:\example.pdf"
/print:default=yes&showui=yes "c:\example.pdf"

COMMAND LINE OPTIONS

NAME PARAMETERS SYNTAX DEFINITION
o default - if . . .
seedlid then This command line prints

pages from specified

/print

default parameters

il b 4 f /print[:[default[=yes|no]] documents.
Wit e Use PDCIJ: [&showui[=yes|no
printing. "|  [&printer=<printername>] For example:

XChange Editor
uses the most
recently used print

[&pages=<pagesrange>]]
<filenamel> [<filename2>
.. <filenameN>]

PDFXEdit.exe /print:default
=yes&8showui=yes&printer

parameters by Y > te
default. ="PDF-XChange Printer” "c:
showui - if \example.pdf"”

specified then the
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/exportsetti
ngs

standard print
dialogue will be
displayed  before
printing. The

default setting is
that the application
prints pages
silently (without
user interaction).
printer - is used to
specify the printer
to be used. The
default printer will
be used when this
option is not
enabled.

pages - is used to
specify the page
range to be
printed. All pages
of  the active
document will be
printed when this
option s not
enabled.

settings — exports
all application
settings. Supported
values are: yes, no,
1, 0, true, false.
The default value is
true.

stamps - exports
all custom stamps
collections.
Supported values
are: yes, no, 1, 0,
true, false. The
default value is
false.

history — exports
the opening history

of  the active
document.
Supported values

are: yes, no, 1, 0,
true, false. The

/exportsettings[: <parameter
s>] <filename>

This command line exports
settings of the application to
a file on the local computer.

For example:

PDFXEdit.exe /exportsettin
gs "c
\PDFXChangeEditorSettings
.xcs”

PDFXEdit.exe /exportsettin
gs:history=no "c:
\PDFXChangeEditorSettings
.xcs"

PDFXEdit.exe /exportsettin
gs:history=no&stamps=yes
&pluginsdata=yes "c:
\PDFXChangeEditorSettings

-XCs
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/importsetti
ngs

default value is
true.

pluginsdata -
exports the
advanced plugins
data.  Supported
values are: yes, no,
1, 0, true, false.
The default value is
false.

settings — imports
all application
settings. Supported
values are: yes, no,
1, 0, true, false.
The default value is
true.

stamps - imports
all custom stamps
collections.
Supported values
are: yes, no, 1, 0,
true, false. The
default value is
true.

history — imports
the opening history

of the active
document.
Supported values

are: yes, no, 1, 0,
true, false, merge.
The default value is
true. The merge
value can be used
to combine the
history of the active
document with new

values during
import.

pluginsdata -
import  advanced
plugins data.
Supported values

are: yes, no, 1, 0,
true, false. The

/importsettings[: <paramete
rs>] <filename>

This command line imports
all settings from a file on the
local computer created by
the /ExportSettings
command, or by the feature
Menu/Edit/Export Settings.
This can also be achieved via
the feature
Menu/Edit/Import Settings.

For example:

PDFXEdit.exe /importsettin
gs "c
\PDFXChangeEditorSettings
.Xcs"

PDFXEdit.exe /importsettin
gs:history=merge "c:
\PDFXChangeEditorSettings
.xcs"

PDFXEdit.exe /importsettin
gs:history=merge&stamps=
yes&settings=no "c:
\PDFXChangeEditorSettings

-XCs
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/importp

/exportp

/usep

default value is
true.

N/A

N/A

e readonly - if

specified then the
input file with the
application settings
will be used as
"read-only" and will
not be changed

when the
application is
closed.

/importp <filename>

/exportp <filename>

/usep[:readonly[=yes|no]]
<filename>

This command line launches
the application and imports
application settings from the
specified file to the system
registry or, in the case of
portable applications, to a
special settings file. The input
file must be in the same
format as the /ExportP
command detailed below.

For example:

PDFXEdit.exe /importp "c:
\PXCEditor.MySettings.dat"

This command line exports
all the application settings to
a specified file. It creates a
new file with a special format
that contains all the non-
default options.

For example:

PDFXEdit.exe /exportp "c:
\PXCEditor.MySettings.Back
up.dat”

This command line instructs
the application to use the
input file as the source for all
settings.

For example:
PDFXEdit.exe /usep:readonl

y "c
\PXCEditor.MySettings.dat"
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e nameddest=<dest
Name> - specifies
a named
destination in the
PDF document.

e page=<pageNum
> — uses an integer
value to specify a
numbered page in
the document. The
document’s first

page has a
pageNum value of
1.

e comment=<comm
entID> - specifies

5 EerTErE On & This command line opens the
given page in the document from a specified
0E daariert Use file and determines the
the page custom view location, search
parameter before words and highlight
W cortieirel Bar P rectangles as necessary.
example: <paraml>=<valuel>[&<par
/A * page=1&commen am2>=<value2>[&...]] For eamples

t=452fdeOe-fd22- [=OpenParameters]
457c-84aa- <filename> PDFXEdit.exe /A
2cf5bed5a349 zoom=1000 "c:

e zoom=<scale>[, <l \example.pdf"
eft>, <top>] — sets PDFXEdit.exe /A
the zoom and "page=255&zoom=200&pa
scroll factors using gemode=thumbs&search=I
float or integer azy dog" "c:\example.pdf"
values. For

example, a scale
value of 100
indicates a zoom
value of 100%.
Scroll values left
and top are in a
coordinate system
where 0,0
represents the top
left corner of the

visible page

regardless of

document rotation.
e view=Fit|

FitH[, <top>1|
FitV[, <left>]|FitB|
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FitBH[, <top>]|

FitBV[, <left>] -
sets the view of the
displayed page
using the keyword
values defined in
the PDF language
specification.  For
more information,
see the PDF
Reference.  Scroll
values left and top
are floats or

integers in a
coordinate system
where 0,0

represents the top
left corner of the
visible page,
regardless of
document rotation.
Use the page
parameter before
this command.

e viewrect=<left>, <

top>, <width>,<h
eight> - sets the
view rectangle

using float or
integer values in a
coordinate system
where 0,0
represents the top
left corner of the
visible page,
regardless of
document rotation.
Use the page
parameter before
this command.

¢ pagemode=<book
marks|thumbs]|
none> - displays
bookmarks or
thumbnails. The
default setting is
none.

e scrollbar=1|0 -
turns scrollbars on
or off.
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e search=<wordList
> — opens the
Search panel and
performs a search
for the words in
the specified word
list. All matching

words are
highlighted in the
document. The
words list must be
enclosed in

quotation  marks
and separated by
spaces. It is only
possible to search
for single words.
For  example:

search="sample

search words" will
locate and
highlight the words
sample, search and
words. When
searching for
multiple terms they
must be adjacent in
the content, ie.
separated by only
white space/simple

punctuation, or
they will not be
identified.

¢ highlight=<left>,
<right>, <top>,<b
ottom> =
highlights a

specified rectangle
on the displayed
page. Use the

page parameter
before it The
rectangle  values
are integers in a
coordinate system
where 0,0
represents the top
left corner of the
visible page,

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

regardless of
document rotation.
e fullscreen[=yes|
no] - when
enabled, the
document will open
in full screen mode.
¢ password=<passw

ord> - specifies
the password
string to open
silently a
password-
protected
document.

e usept[=yes|no] -
when specified, all

values for
positioning are
absolute and
measured in points
(1/72 inch).
The parameters for This command opens
this command are the | /open[:<paraml>=<valuel> documents from a specified
Jopen same as those of [&<param2>=<value2>...]] file and sets the custom view
the /A command, <filenamel> [<filename2> point, search words and
which is detailed ... <filenameN>] highlight rectangles as
above. necessary.
e mode=ask - if the
documen'F has This command closes open
been edited the'n documents according to the
the _software _will specified source file name.
prompt the user
about saving
; For example:
changes t.)ef(.)re L /close[:[mode=]save|
/close closes. This is the discard|ask] . )
default mode. PDFXEdit.exe /close "c:
e mode=discard - \example.pdf"
closes the PDFXEdit.exe /close:mode=
document silently, save "c:\example.pdf”
ie. without PDFXEdit.exe /close:discard
prompting the user "c:\example.pdf"”
about saving
changes.
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/addlang

/runjs

¢ mode=save - if

the document has
been edited then
the software saves
changes silently
before closing.

mode=ask - asks
user about
installing mode:
“for this user only”
or “for all users on
this machine”. This
is default mode.
mode=user
installs  new UI-
languages silently,
for current user
only.

mode=all - installs
new Ul-languages
silently,  for all
users on target
machine.

log=yesjno - if
specified without a
value, or the value
is yes, then the
application creates
a log when this
command is
executed. The log
file _RunJSLog.txt
will be added to
the program folder
on the local
computer.

<scriptfilename>
- specifies the full
path to the text file
that contains the
JavaScript.

/addlang[:[mode=]ask|user|
all]] <filename>

/runjs[:log[=yes|no]]
<scriptfilename>
[<filenamel> ...
<filenameN>]

Please note that parameters are case sensitive.

This command installs new
Ul-languages from a special
Ul-languages pack. The Ul-
languages pack is a zip-
archive that contains one or
more *xcl files.

This command launches
JavaScript.

For example:

The following command line
adds a 'Draft' stamp to all
pages in the active
document:

PDFXEdit.exe /runjs "c:
\AddDraftStampToAllPages
.txt" "c:\example.pdf"
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Command Line Examples

(Take out the examples in the tables once these are written)
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Crop Margins

PDF

A
A

Crop Margins

PDF documents feature up to five boxes that determine their content and appearance. They are the
Media Box, Crop Box, Bleed Box, Trim Box and Art Box. PDF-XChange Editor uses four of these boxes
to determine customizable settings:

Crop Box

The Crop Box defines the region to which page contents are clipped when displayed or printed.
Programs use the dimensions of this box for screen display and printing. Unlike the other boxes, the
Crop Box has no defined meaning in terms of physical page geometry or intended use - it merely
imposes clipping on page contents. However, in the absence of additional information (such as
imposition instructions specified in a JDF or PJTF job ticket) the Crop Box determines how the page
contents will be positioned on the output medium.

Bleed Box

The Bleed Box defines the region to which the contents of the page shall be clipped when output in a
production environment. This may include the "bleed area" needed to accommodate the physical
limitations of cutting, folding and trimming equipment. Usually the Bleed Box is three to five
millimeters larger than the Trim Box. When a page is printed it may include printing marks that fall
outside the bleed box. The default value for the bleed box the page’s crop box.

Trim Box

The Trim Box defines the intended dimensions of the finished page after trimming has taken place. As
opposed to the Crop Box, the Trim Box is very important because it defines the actual page size.
Programs use the Trim Box as the basis for positioning pages on a press sheet. The default value for the

Trim Box is the same as that of the Crop Box.

Art Box
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The Art Box defines the extent of the page’s meaningful content (including potential white space) as
intended by the page’s creator. Le. it defines regions that are of special interest. Programs do not
generally use the Art Box. The default value for the Art Box is the same as that of the Crop Box.
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Keyboard Shortcuts

Keyboard Shortcuts

PDF-XChange Editor supports a number of keyboard shortcuts, which can be used to activate
commands. Available shortcuts are detailed in the table below:

COMMAND KEYBOARD SHORTCUT
Actual Size Ctrl+0
Bookmarks Ctrl+B

Bookmark Current View
Check Spelling
Clear

Clockwise (CW)

Ctrl+Shift+B
F7
Delete

Ctrl+Shift+ Num

Close Ctrl+W
Comments Ctrl+M
Contents F1
Copy Ctrl+C

Counterclockwise (CCW)

Ctrl+Shift+ Num

Crop Pages Ctrl+Shift+T
Cut Ctrl+X
Delete Delete

Delete Pages

Ctrl+Shift+D

Document Properties Ctrl+D
Fields Ctrl+1
Find Ctrl+F
Find Next F3

Find Previous Shift+F3
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First Page
Fit Page
Fit Width
Full Screen
Last Page
Layers
Next Page
Next View
Open
Page
Page Thumbnails

Paste

Preferences
Previous Page
Previous View

Print

Properties Toolbar
Redo

Rotate Pages

Save

Save As

Search Selected Text
Select All

Select Entire Page
Show/Hide Menu Bar

Show/Hide Text Formatting

Toolbar
Show/Hide Toolbar
Undo

Zoom In

Zoom Out

Zoom To
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Home
Ctrl+1
Ctrl+2
F11

End
Ctrl+L
Right
Alt+Right
Ctrl+O
Ctrl+Shift+N
Ctrl+T
Ctrl+V

Ctrl+K

Left

Alt+Left
Ctrl+P
Ctrl+E
Ctrl+Y
Ctrl+Shift+R
Ctrl+S
Ctrl+Shift+S
Ctrl+Alt+F
Ctrl+A
Ctrl+A

F9

Ctrl+E

F8

Ctrl+Z
Ctrl+Num+
Ctrl+Num-

Ctrl+Shift+M
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Underlined letters above are the <Alt Hotkeys> for commands when they are opened in a menu.
These can be created and edited as follows:

1. Click the View tab in the main window.

2. Click Toolbars.

3. Click Customize Toolbars.

4.In the Customize Toolbars dialog box, click the Commands tab.
5. Select the desired option from the Categories menu.

6. Select the desired option from the list of associated Commands.
7. Click Properties.

8.In the Shortcut section, enter the desired shortcut keys in the Keys section.

See here[=) for instructions on how to customize toolbars.
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Macros

Macros

Macros are used in several of the tools and actions of PDF-XChange Editor. 'Macro' is an abbreviation
of 'macroinstruction’' - a term in computer science for a rule or pattern that specifies how an input
sequence of characters should be mapped to a corresponding output sequence. This means that
complicated components of the output process can be reduced in the input process, making the work
involved both less intensive and less error-prone.

When macros are available for use the EH icon is visible next to the save file dialog box. Click the icon
and select the macro from the list to add it to the file name.

The macros available in PDF-XChange Editor are used predominantly when saving stamps, watermarks
and other documents. The macro format is:

%[<Macro Name>] or, when it is customizable: %[<Macro Name>:<Parameter>]. The
<Parameter> feature is optional. All macros are detailed below. Unless otherwise specified, macros
add the same details as the name of the macro name to the file name:

Macros

e Document Title
e Document Index
e Document Info, which has the further options:
e Title
e Author
¢ Subject
e Keywords
e Creator
e Producer
¢ Creation Date
¢ Modification Date
e Page Number
e Number of Pages
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e File Name

¢ Folder Name

e Date

e Year

e Month

e Day

e Time

e Hour

¢ Minute

e Seconds

e Computer Name

e User Name

¢ Environment Variable, which has multiple options relating to the environment variables of
the file.

e Auto Number

e Application Version

See here for a technical explanation of how macros function.

It's important to take care when using macros. Certain symbols are not permitted in document names.
When they are added using macros, they will be changed or removed:

"*"and " ?" will be removed.

" will be replaced with "-".
U\, <" > "and M| " will be replaced with "

For example, when using the Extract Pages feature to extract pages from documents, if "E:\\" is
entered as the Folder Name with the string %[Env:HOMEDRIVE]%[Env:HOMEPATH] as the File
Name, where HOMEDRIVE is "C:" and HOMEPATH is "\User\JohnDoe", then the new document will
feature the filepath and name: "E:\C-\User\JohnDoe.pdf".
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Document Title

Document Title

The Document Title macro uses the name DocTitle and represents the existing document title. This
value can be specified in the document's initial view.[=:71 This macro can be used in conjunction with
PDF documents only and uses one of the following values:

e File Name without extension (if the file name is determined using the Show in Title option
available in the Window Options section of the initial view[=] settings).

e Document Title from the Document Title field in the Description tab of the Document
Properties|=: dialog box.

e File Name without extension if the field Document Title in Description Info is empty.

The syntax for this macro is %[DocTitle]
For example:
e The file name is "articles.pdf".
e The document title is "ACDSee PDF Image.".

e The Show in Title field is set as 1) Document Title; 2) File Name.

A watermark created subsequently using the DocTitle macro will produce: 1) "ACDSee PDF Image."; 2)
"articles".
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Document Index

PDF

.
A

Document Index

The Document Index macro uses the name DocNumber and displays the index value of a file within a
group of input/output files. It is useful when adding/extracting several files to/from a PDF document.

The syntax for this macro is %[DocNumber: <Parameter>]

The parameter must be a positive integer and indicates the minimum amount of digits for the page
number. For example, if the <parameter> is entered as "4" the indexes will be "0001, 0002, 0003" etc.

This macro can be used in the Image Labels option of the Images to PDF dialog box, which is located
here.[22: When it is open it appears as below:
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[ Images Te PDF Options @1
1 Categories Image Labels
| Mew Page Options Image Label
Images Layout Options | Use special text label for each image:
Image Labels I=:j:' eMame] ][ 8 v]
Image Processing Back color: [ # | MNone v] l Paragraph... l [ Font... l

Image Compression
|ZT Place label above image

IE- Add bockmark for each image with the same text as label

Image Post-processing

OK l I Cancel

Figure 1. Images to PDF Options Dialog Box

e Select the Use special text label for each image box to enable the use of macros for this
option.

¢ Use the Back color, Paragraph and Font buttons to set these parameters of the label.

e Select the remaining two boxes as desired.

For example:
e The macro "%[DocNumber: <4>]" is entered in the text box.

e When the new document is created, the labels "0001, 0002, 0003" etc will appear according to
the parameters specified in the dialog box displayed in (figure 1).
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Document Info

Document Info

The Document Info macro uses the name DocInfo and retrieves information about the document
from the document's properties. It can be used with PDF documents only.

The syntax for this macro is %[DocInfo:<Parameter>]
Available parameters are detailed below:

e Title retrieves information from the Document Title field.

e Author retrieves information from the Author field.

e Subject retrieves information from the Subject field.

e Keywords retrieves information from the Keywords field.

¢ Creator retrieves information from the Creator field.

¢ Producer retrieves information from the Keywords field.

¢ CreationDate references the date when the document was created.

¢ ModeDate references the date when the document was modified.

e It is also possible to enter custom parameters. For example, entering the macro %
[DocInfo:Trapped] will display the current setting for the "trapped” option specified here.[z]
Additionally, if parameters have been specified using the javaScript console and custom names
have been used to replace the standard names, then the custom names can be used as
parameters for this macro.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Page Number

PDF

.
A

Page Number

The Page Number macro uses the name Page and determines the format of page numbering. It can be
used in any operation that requires page numbering - for example when extracting pages or adding
images.

The syntax for this macro is %[Page:<Parameter>]
Available parameters are detailed below:

e r sets the page numbering as lower-case roman numerals: "i, i, iii, iv, v" etc.

¢ R sets the page numbering as upper-case roman numerals: "L II, III, IV, V" etc.

e L sets the page numbering as the page labels, if the page labels are already specified, or page
numbers if page labels are not already specified.

e <integer> sets the minimum amount of digits when the page number is displayed. For
example if "4" is specified then the page numbering will start at "0001".
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File Name

PDF

.
A

File Name

The File Name macro uses the name FileName and displays the file name independently of its
extension, for example in the Extract Pages operation, or with its extension, for example in the Add
Watermarks operation.

The syntax for this macro is %[FileName>]

For example, when using the Add Watermark option, the following options are available:

Source

Type: [Tert vl
Text: | % [FileMame] 1 -
Font: [ Font... l Align: [LEFt vl

Figure 1. Add Watermark Dialog Box, Source Options

e Instead of entering custom text to be used as the watermark text, entering the %FileName
macro will result in the file name being used as the text for the watermark.
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Folder Name

PDF
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Folder Name

The Folder Name macro uses the name FolderName and returns the path of the folder that contains
the associated PDF file. When a local file is being used the folder name ends with a backslash: "\".

The syntax for this macro is %[FolderName>]
For example, when using the Add Watermark option, the following options are available:

Source

Type: [Tert vl
Text: | %[FolderName] i -
Font: [ Font... l Align: [LEFt vl

Figure 1. Add Watermark Dialog Box, Source Options

e Instead of entering custom text to be used as the watermark text, entering the %FolderName
macro will result in the folder name being used as the text for the watermark.
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Date

The Date macro uses the name Date and returns the date at the time of creation.
The syntax for this macro is %[Date:<Parameter>]

The available parameters are detailed below and can be entered as a <date formatting string>. The
date formatting string follows standard windows date coding. It can be customized and displayed as
combinations of the parameters below:

e d displays the day of the month in digits and omits the zero in cases of single-digit values.

e dd displays the day of the month in digits and includes a zero in cases of single-digit values.
e ddd displays the day of the week in a three-letter abbreviation.

dddd displays the day of the week in full.

M displays the month as digits and omits the zero in cases of single-digit values.

MM displays the month as digits and includes a zero in cases of single-digit values.

e MMM displays the month as a three-letter abbreviation.

e MMMM displays the month in full.

e y oryy displays the year as two digits and adds a zero in cases of values lower than 10.

e yyyy displays the year in full.

For example, the string %[Date:ddd, MMMM dd, yyyy] creates the date Tue, February 23, 2016.

If no parameters are specified then the value will revert to its default, which is the parameters of the
operating system of the local machine in the format dd/MM/yyy.
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Year

The Year macro uses the name Year and returns the current year as a four-digit value.

The syntax for this macro is %[Year]
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Month

.

A

Month

The Month macro uses the name Month and returns the current month as a two-digit value.

The syntax for this macro is %[Month]
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The Day macro uses the name Day and returns the current day as a two-digit value.

The syntax for this macro is %[Day]
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Time

The Time macro uses the name Time and returns the current time (day, month, year, AM/PM in any
combination - see below).

The syntax for this macro is %[Time] for the standard Windows format or %[Time]:<Parameter>] for
custom formats.

The <parameter> value is a standard Windows <time formatting string>. Available parameters are
detailed below:

e h returns the hours and omits the zero in cases of single-digit values.

hh returns the hours and includes a zero in cases of single-digit values.

H or HH returns the hours, includes a zero in cases of single-digit values and uses a 24 hour-
clock when applicable.

m returns the minutes and omits the zero in cases of single-digit values.

mm returns the minutes and includes a zero in cases of single-digit values.

s returns the seconds and omits the zero in cases of single-digit values.

ss returns the seconds and includes a zero in cases single-digit values.

t returns a single character to reference the a.m./p.m. variable, such as A/P.

e tt returns two characters to reference the a.m/p.m. variable, such as AM/PM.

For example, when using the Export to Images feature, the following options are visible in the Export
to Images dialog box:
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Save Az

Image Type:

!}ﬁ’ [TIFF-TagImagE File Format v” Options... l

Destination Folder:

[C UsershSean\Docurments H s l

File Mame:
| %[Time] (13 -]

Export Mode:

[Save all pages to a single multi page image file Tl

IZ[ Open the Destination Folder with Result Files
Figure 1. Export to Images Dialog Box. Save As Tab

e If %[Time] is added to the file name text box, then the time of document creation will be
added to the file name when it is created.
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Hour

The Hour macro uses the name Hour and returns the current hour as as either a single or double-digit
value.

The syntax for this macro is %[Hour]
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Minute

Minute

The Minute macro uses the name Minute and returns the current minute as as either a single or
double-digit value.

The syntax for this macro is %[Minute]
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Seconds

Seconds

The Seconds macro uses the name Seconds and returns the current seconds as as either a single or
double-digit value.

The syntax for this macro is %[Seconds]
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Computer Name

Computer Name

The Computer Name macro uses the name Computer and returns the name of the local computer set
as the Windows Computer Name.

The syntax for this macro is %[Computer]
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User Name

User Name

The User Name macro uses the name User and returns the name of the user account logged into
windows at the time of use.

The syntax for this macro is %[User]
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Environment Variable

Environment Variable

The Environment Variable macro uses the name Env. The syntax for this macro is %
[Env:<Parameter>]. It returns the value of the parameters entered from the available Environment
Variables, which are detailed below:

e ALLUSERSPROFILE

e APPDATA

e CommonProgramFiles

e CommonProgramFiles(x86)
e CommonProgramFilesW6432
COMPUTERNAME

e HOMEDRIVE

e HOMEPATH

e LOCALAPPDATA

e LOGONSERVER

e OS

e PROCESSOR_ARCHITECTURE
e ProgramData

¢ ProgramFiles

e ProgramFiles(x86)

¢ ProgramFilesW6432

e PUBLIC

SESSIONNAME

e SystemDrive

e SystemRoot

e TEMP

e TMP

e USERDOMAIN

e USERNAME

e USERPROFILE

e windir
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Application Version

Application Version

The Application Version macro uses the name AppVersion and returns the value of the user's version
and build of the PDF-XChange Editor that is currently installed.

The syntax for this macro is %[AppVersion]
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Image Number

Image Number

The Image Number macro uses the name ImageNumber and returns an enumeration of output
images from a page.

The syntax for this macro is %[ImageNumber:<Parameter>]
The available parameters are detailed below:

r returns the enumeration in lower-case roman numerals.

R returns the enumeration in upper-case roman numerals.

L returns the enumeration as page labels in cases where page labels are specified. If they are
not specified then page numbers will be used.

<integer> indicates the minimum number of digits used to display the formatted page
number. For example if "4" is entered then numbering will start at 0001.
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Auto Number

Auto Number

The Auto Number macro uses the name AutoNumber and returns an enumeration of output files.
The syntax for this macro is %[AutoNumber:<Parameter>]

The available parameters are detailed below:

r returns the enumeration in lower-case roman numerals.

R returns the enumeration in upper-case roman numerals.

L returns the enumeration as page labels in cases where page labels are specified. If they are
not specified then page numbers will be used.

<integer> indicates the minimum number of digits used to display the formatted page
number. For example if "4" is entered then numbering will start at 0001.
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Macro-Enabled Operations

Macro-Enabled Operations

Macros are available for the operations detailed in the table below:

OPERATION LOCATION
Bates Numbering Document Tab> Bates Numbering> Add to
Multiple Files
Extract Pages Document Tab> Extract Pages
Export to Images File Tab> Export to Images
From Image File(s) 1. File Tab> New Document> From Image File(s)

then click Options. The Images to PDF dialog box
will open. Select Image Labels in the Categories
menu. Macros can be used in the text box.

2. Document Tab> Insert Pages > Insert Images
then click Options. The Images to PDF dialog box
will open. Select Image Labels in the Categories
menu. Macros can be used in the text box.

From Text Files 1. File Tab> New Document> From Text Files then
click Options. The Options dialog box will open.
Select File Separator in the Categories menu. Macros
can be used in the text box.
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2. Document Tab> Insert Pages> Insert Text then
click Options. The Options dialog box will open.
Select File Separator in the Categories menu. Macros
can be used in the text box.

Launch Application Edit> Preferences> then select Launch Applications
in the Categories Menu. Click New. The New Launch
Application dialog box will open. Macros can be
used in the Parameters text box.

Stamps Palette Main Menu> Tools> Comment And Markup
Tools> Stamps Palette then click New from File and
select a file to be used as a stamp. Macros can be
used in the Stamp Title text box.

Summarize Comments Comments> Summarize Comments. Macros can be
used in the File Name text box.

Watermarks Document> Watermarks> Add>. Macros can be
entered in the Text text box.

Macro-Operation Compatibility

The table below details the compatibility of available macros in conjunction with operations that are
macro-enabled:

MACRO OPERATION
Bates Extract Export to | From From Stamps | Summari | Waterma
Numbering | Pages Images |Image Text Palette |ze rks
File(s) Files Commen
ts
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Document Yes Yes Yes No No Yes Yes Yes
Title
Document Yes Yes Yes Yes Yes Yes No No
Index

Yes Yes Yes No No Yes Yes Yes
Document
Info
Page Yes Yes Yes Yes Yes Yes Yes Yes
Number
Number of | Yes Yes Yes Yes Yes Yes Yes Yes
Pages
File Name Yes Yes Yes Yes Yes Yes Yes Yes
Folder Name | Yes Yes Yes Yes Yes Yes Yes Yes
Date Yes Yes Yes Yes Yes Yes Yes Yes
Year Yes Yes Yes Yes Yes Yes Yes Yes
Month Yes Yes Yes Yes Yes Yes Yes Yes
Day Yes Yes Yes Yes Yes Yes Yes Yes

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Editor V6 User Manual

Time Yes Yes Yes Yes Yes Yes Yes Yes
Hour Yes Yes Yes Yes Yes Yes Yes Yes
Minute Yes Yes Yes Yes Yes Yes Yes Yes
Seconds Yes Yes Yes Yes Yes Yes Yes Yes
Computer Yes Yes Yes Yes Yes Yes Yes Yes
Name

User Name Yes Yes Yes Yes Yes Yes Yes Yes
Environment | Yes Yes Yes Yes Yes Yes Yes Yes
Variable

Application | Yes Yes Yes Yes Yes Yes Yes Yes
Version

Image Yes Yes No No Yes Yes Yes No
Number

Auto Yes Yes Yes Yes No Yes Yes No
Number
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Page Content Editing

PDF

A
A

Page Content Editing

PDF-XChange Editor features full-page content editing. These options facilitate the convenient and
efficient editing of PDF documents. When a document is open in the main window, select the Edit
Content tool from the Content Editing Toolbar:

-
=K The Edit Content tool is used to edit exiting content. When it is selected, the active document will
be divided into editable sections based on the images and text it contains. These sections can then be
resized and relocated. Follow the instructions below to edit content:

1. Click the content item to be edited. (Click and drag to specify an area as opposed to an
object). A bounding box with yellow handles will appear:

2. Click and drag a yellow handle to resize the object.

3. Click and hold on the central circle to relocate the object. Move the object to the desired
location and release the pointer.

4. Click and drag on the green handle to rotate the object.

5. Right-click on the object to view further editing options. These include the standard cut, copy,
paste and delete functions, as well as a link to the Properties pane.

6. Click on the specific areas of the properties pane to edit them.
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Editing Text

It is also possible to edit text and/or text blocks within PDF-XChange Editor. Follow the instructions
below to edit a text block:

-
1. Enable the = Edit Content tool.

2. Use the Edit Content tool to select the the text block to be edited. It can then be moved,
resized or rotated in the same manner as images (see above).

3. Double-click the selected text block to edit the text.

4. Right-click the text to launch the following menu:

Undo CTRL+Z
o Cut CTRL+X
M Copy CTRL+C
[ Paste CTRL+V
Select All
Paragraph...
Text Style 3

v Hyphenate Text

Figure 1. Editing Options

« Click Undo to reverse the most recent action.
» Click Cut to remove selected text and copy it to the clipboard.
« Click Copy to copy the selected text to the clipboard.
* Click Paste to paste the clipboard text to the selected location.
« Click Select All to select the whole text from the chosen text box for editing.
« Click Paragraph to launch the Paragraph Options dialog box, which is explained in (figure 2)
below.
« Click Text Style to determine further options for the text style. They are as follows:
e Bold
e Italic
e Underline
e Superscript
e Subscript
e Clear Text Formatting
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e Make Current Text Format as Default
e Apply Default Text Format
e Select the Hyphenate Text option to automatically hyphenate text. This means that text will be
hyphenated automatically when it does not fit to the relevant margins.

r& Paragraph Options ﬁ

General

AIignment:[Le‘Ft -

I
! Indentation
|

Right: [CI pt :‘ lHanging v‘ ll'.'l pt :I

Spacing

Before: |0 pt :| Line spacing: Af:

After: 0 pt 2l [Muttiple - [100

1k

o | o )

Figure 2. Paragraph Options

¢ Use the Alignment menu to determine the alignment of the paragraph.

e Use the Indentation number boxes to determine the indentation from the left and right
margins.

e Use the Special and By menus to determine the Hanging options.

¢ Use the Spacing options to determine the line spacing.
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Read Out Loud Feature

Read Out Loud Feature

This feature of PDF-XChange Editor enables the software to "read out loud" text within documents.
The operating instructions are outlined below:

1. Open the document that contains the text.

2. Move to the Standard Toolbar and select the Select Text Tool.
3. Select the text to be read out loud.

4. Right-click the text.

5. Select Read Out Loud Selected Text.

6. The selected text will be read out loud according to the specifications determined here.[=)

7. Select Stop Reading to halt the process.
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Shell Extensions

Shell Extensions

PDF-XChange Editor features a windows shell extension. This means that thumbnails of PDF files are
displayed in Windows Explorer. When thumbnail mode is being used in Windows Explorer, thumbnails
of the first page of PDF documents and displayed instead of standard PDF document icons. This
happens when the active folder is set to view medium, large or extra-large icons.

iFilter

The shell extension includes a very powerful search tool - the PDF iFilter. This tool can be used to index
PDF documents with Microsoft iFilter indexing. This means that windows will locate search terms
through not only document names, but also text within documents, annotations, bookmarks, document
XMP information and files attached/embedded within documents. This process takes place
automatically when using the standard Windows search option.
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PDF-XChange Lite V6 User Manual

PDF-XChange Lite is the lite version of our best-selling software for the creation and virtual
printing of industry-standard PDF files - PDF-XChange Standard. It's compatible with files
from almost all Windows applications such as MS Word, Excel and AutoCAD. We have
greatly enhanced our software - it now features an optimized engine that significantly
increases the quality of conversion for images and image-based text characters. Converted
files are smaller in this version too - allowing for faster uploads/downloads, a reduction in
storage space and increased data retention - even at high levels of compression.

Use the Table of Contents on the left to browse the topics of this manual. Click topics to
expand them.

Click the icons above the chapter headings to search the following:
E Table of Contents

Keyword Index

E Search Topics

|(—
11]]
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8.1 Introduction

Introduction

Thank you for choosing PDF-XChange Lite V6.

We have added many features and improved many others from version five, but one thing
remains the same: PDF-XChange Lite creates highly-optimized PDF files from a wide range
of Windows software and is unmatched in its ability to combine high-level compression
with quality documentation that retains its original format.

PDF-XChange Lite installs as a virtual printer. Virtual printers operate in a different manner
from standard printers. Instead of printing documents on paper, a virtual printer generates a
fully-compatible, industry-standard, native PDF file. When suitable source material is used
these documents will feature searchable text, which greatly increases the efficiency of
searching, selecting and editing files.

Our software is very simple to use. Once it is installed as a printer on the local computer,
select the files to print virtually and click Print, as with a standard document. When
prompted to select a printer, select PDF-XChange Lite V6 and the file will be printed
virtually. There are several further options that determine the parameters of created
documents. For example, it is possible for new documents to retain the same name as the
document from which they were created, as well as include macros in document names.

PDF-XChange Lite requires no additional 'plug-ins' or software - it's ready to go out of the
box. However, we recommend installing another of our products, PDF-XChange Editor, for
the viewing and manipulation of files created using PDF-XChange Lite. It's completely free,
and they are designed to work in tandem with each other. A free download of PDF-
XChange Editor is available at the download page of our website, which is located here.

PDF-XChange Lite V6, PDF-XChange Editor and PDF-Tools are trademarks of Tracker
Software Products Ltd. AutoCAD is a trademark or registered trademark of Autodesk, Inc.
Windows is a trademark or registered trademark of Microsoft Inc. All other trademarks are
the property of their respective owners.
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If you have any queries or questions please don't hesitate to Contact Us - we aim to
respond to all communication within half an hour.
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8.2 Features Overview

Features Overview

PDF-XChange Lite is a reduced version of PDF-XChange Standard that contains only basic
features for use with virtual printing. It combines high quality conversion with optimized
compression to create beautiful documents that are surprisingly small in their file size. The
main features of PDF-XChange Lite are detailed below:

e Document Information options that support both basic and advanced settings,
including the option to add XMP Metadata.

e Embedding of Fonts to ensure viewing consistency. Chinese, Japanese and Korean
fonts are now also available.

e Enhanced Saving options that determine where files are saved and how they are
named. Macros have been introduced to increase workflow efficiency.

e Language options that support a wide range of languages.

e Paper Properties offer dynamic options for paper size, resolution, scaling and
output.
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8.3  PDF-XChange Lite Printer Settings

PDF-XChange Lite Printer Settings

PDF-XChange Lite features many customizable settings. These are accessible from the
printers list. Follow the steps below to adjust the settings:

1. Click the Windows Start Button.

2. Click Control Panel.

3. In the Control Panel dialog box, click Devices and Printers.

4.1n the Printers tab, point to the printer PDF-XChange Lite and right-click.

5. Select Printing Preferences from the menu options. The PDF-XChange Lite V6
Printing Preferences dialog box will open:
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= PDF-XChange Lite V6 Printing Preferences ﬁ
Settings | About | _
||:| Paper [7'] Paper Settings (7]

Custem forms Page Size
A Fonts @ Standard: |Ad4 v]
@ Document Info 210.0 x 297.0 mm E
Save Custom: 210.0 = 297.0 | [ mm -
in: 00 =
&% Languages Margin
Graphic
Resolution: 300 - Scaling: 100 =
Orientation: Al @ Portrait A | ) Landscape
Layout
Layout Type: | Standard ']
Sheet Size: | Auto ']
2100 297.0
0.0 = 0.0 : Center 210.0 x 2570 mm
210.0 “ea 2070 : f!\'a_uanced Printing Options
o || Mirror by X axis
100.0 = | Scalle To Fit [E] Mirror by ¥ axis

[ OK H Cancel | Apply

Figure 1. PDF-XChange Lite V6 Printing Preferences Dialog Box. Settings Tab Highlighted

6. Use the Settings tab highlighted in (figure 1) to select settings. All settings are
listed below. Click them to access further information:

° Paperm

e Custom Forms|e)
e Document Infols]
o Save[s|

° Languages@

About

The About tab can be used to access further information about the product, view help
pages, check for updates and register new serial keys/activation codes.
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Paper

Paper

The Paper Settings determine the properties of printed documents. They can be used to adjust the
size, orientation, margin and scaling factor of pages, as well as the DPI resolution of images within the
page. There are further settings to mount multiple original pages on a single PDF and change the print
order of pages from the document in question.

Please note that some programs, such as Microsoft Word, override the properties determined in the Paper Settings dialog box. This
is because they use values that are determined within their own parameters for these options and give those values priority over
other options.

Click Paper in the menu on the left of the main window to customize the Paper Settings.
The following dialog box will launch:

= PDF-XChange Lite V& Printing Preferences ﬁ
r —
Setlings | About |
[ Paper [”'] Paper Settings Q
Custem forms Page Size
A Fonts @ Standard: | A4 v]
& Docurnent Info 210.0 x 297.0 mm E
Save Custom: 2100 2 297.0 | | mm v
in: 0.0 =
&% Languages Margin =
Graphic
Resolution: 300 - Sealing: 100 =
Crientation: A_I @ Portrait A | | Landscape
Layout
Layout Type: | standard v
Sheet Size: Auto v]
e | 210.0 =l x| 297.0
0.0 : 0.0 : Center 210.0 x 257.0 mm
2100 e[ 207.0 : fhd_van(ed Printing Options
J — [T] Mireor by X axis
100.0 || scale To Fit

[ Mirror by ¥ axis

Figure 1. Paper Settings Dialog Box
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Page Size
There are four settings that determine the page size:

e Standard includes all those that are considered standardized sizes, such as those
used by the ISO and ANSI.

e Custom allows the user to enter custom dimensions up to a maximum of two
hundred inches.

¢ Units determine the units of measurement used when referring to the custom page
size. Millimeter is the default setting. Click the menu for further options.

e Margins is used to adjust the margin settings of the page. Values entered will affect
all margins. If greater control over margins is desired then documents should be
formatted using alternative software before they are used in conjunction with PDF-
XChange Lite.

Please note that the AutoCAD software is known for suffering bugs during printing, especially when it plots to virtual print drivers
such as PDF-XChange. If problems arise, especially in regard to portions of output exceeding the defined margin/page limits, we
recommend setting a margin of at least 3.2mm.

Graphic
There are three settings that determine the settings for graphics within the page:

e Resolution is measured in DPI (dots per inch). Enter the desired amount in the
Resolution menu. (Increasing DPI usually decreases the PDF file size).

e Scaling is used to adjust the original page size to match those of the converted
document. Scale documents up or down in size as required.

¢ Orientation is used to toggle between Portrait and Landscape.

Page Layout
There are three options that determine the page layout of documents:

e Standard is the default setting of one page per PDF page. See herel« for further
options.

e Booklet is intended for use with booklets and other similar documents. The page
layout facilitates "2-up pages” for booklet binding. See here[e)for further options.

e Multiple Pages Per Sheet is used when there is more than one document page per
PDF page. Permitted values for documents per page are 1,24,6,8,9 and 16. Select a
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value to see the layout in the preview window on the upper right. See hereles) for
further information.

Sheet Size
There are three options that determine the sheet size:

e Auto means the software sets the sheet size automatically.

e Custom allows the user to enter custom dimensions.

e Standard options allow the user to select standard dimensions, such as those used
by the ISO and ANSI.

When the desired settings have been selected, click Apply to apply changes. Click OK to
close the dialog box and return to the main window. Click Cancel to close the dialog box
and revert to previous settings.
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Standard Layout

Standard Layout

The Standard layout in PDF-XChange Lite is one document page per PDF page. When it is
selected in the Layout Type menu the following options are available:

sk PDF-XChange Lite V6 Printing Preferences [
Setlings | About | .
[ Paper [T Paper Settings Q
Custem forms Page Size
A Fonts @ standard: | A4 v]
@ Document Info 210.0x 297.0 mm E
Save Custom: | 2100 : 297.0 . |mm -
. a0 =
&% Languages Margin: =
Graphic
Resolution: 300 - Scaling: 100 =
Orientation: Al @ Portrait A | ) Landscape
Layout
Layout Type: | Standard ']
Sheet Size: Auto v]
;| 210.0 =l % | 2697.0
0.0 0.0 Center 210.0 x 257.0 mm
2100 e 2970 f!\c!u'an(ed Printing Options
o || Mirror by X axis
100.0 || Scale To Fit [E] Mirror by ¥ axis
ok || cancel || appy |

Figure 1. Paper Settings Dialog Box. Standard Options

The layout controls allow the user to determine the page size and positioning of page
contents within the document. There are three options in the Sheet Size menu:

e Auto means the software sets the sheet size automatically. The default size is
210mm x 297mm.

e Custom allows the user to enter custom dimensions.

e Standard options allow the user to select standard dimensions, such as those used
by the ISO and ANSI.
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The Scale To Fit box is checked by default. This means that the layout options selected will
scale to the page size. Clear the box to disable this option. It is then possible to use the
pointer to resize the page.

Custom

This option allows the user to enter custom dimensions to determine the page size. Enter
the desired dimensions in the Size boxes.

Standard

These options relate to standard sizes. Select the desired size from the menu. The document
dimensions will update automatically.

Position

The positioning of the document is centered by default as the Center check box is selected.
This also means that the document will remain centered when the page size is adjusted

manually. Clear the box to enter custom dimensions in the Position boxes. The page
position can then be set to anywhere within the page dimensions without being centered.
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Booklet Layout

Booklet Layout

The booklet option is intended for use when documents are printed to compose a booklet.
When it is selected in the Layout Type menu the following options are available:

deh PDF-XChange Lite V6 Printing Preferences [
Setlings | About | .
[ Paper [T Paper Settings Q
Custem forms Page Size
A Fonts @ standard: | A4 v]
@ Document Infe 2100 x 297.0 mm
Save Custom: | 2100 : 297.0 . |mm -
. a0 =

&% Languages Margin: =

Graphic

Resolution: 300 - Scaling: 100 =

Orientation: Al @ Portrait A | ) Landscape

Layout

Layout Type: lBoukIet ']

Sheet Size: Auto v]

;| 210.0 =l % | 2697.0
Eooklet Type: Brochure v‘ 420.0 x 2570 mm
4 Advanced Printing Options
) [ Mirrar by X axis
Gutter size: 127 = [ Mirror by Y axis

Figure 1. Paper Settings Dialog Box. Booklet Options

e The Sheet Size options are Auto, Custom and Standard:
¢ Auto means the software sets the sheet size automatically. The default size is
210mm x 297mm.

e Custom allows the user to enter custom dimensions.

e Standard options allow the user to select standard dimensions, such as those
used by the ISO and ANSI.

e The Page Per Sheet option determines how many pages feature on each sheet. Use
the menu to select the desired option. There are seven options that all feature
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different layouts. When an option is selected the layout will display in the preview
window.

e The Booklet Type menu determines the format of the booklet. There are two
options: Brochure and Book. Brochures are usually two or four pages in length and
fit on a single sheet. Books have significantly more pages than brochures and usually
feature double-sided printing. The manner in which sheets are folded to create the
book is determined using the Sheets in signature option.

e The Gutter size option determines the inner margin area between pages where
binding takes place. It is represented by the gray area in the preview window pane.
The default size is 12.7mm as this is the industry standard for binding.

When the desired settings have been selected, click Apply to apply changes. Click OK to
close the dialog box and return to the main window. Click Cancel to close the dialog box
and revert to previous settings.

PDF-XChange PDF-Tools V6 © 2016 Tracker Software Products



PDF-XChange Lite V6 User Manual

Multiple Pages per Sheet

Multiple Pages per Sheet

This option is intended for use when more than one document per PDF page is desired.
When it is selected in the Layout Type menu the following options are available:

ek PDF-XChange Lite V6 Printing Preferences [
Setlings | About | .
[ Paper [T Paper Settings Q
Custem forms Page Size
A Fonts @ standard: | A4 v]
@ Document Info 210.0x 297.0 mm ]
Save Custom: | 210.0 2 2970 | | mm - _
- o0 =

&% Languages Margin: =

Graphic

Resolution: 300 - Scaling: 100 =

Orientation: Al @ Portrait A | ) Landscape

Layout

Layout Type: ‘Mulliple Pages Per Sheet ']

Sheet Size: Auto v]

;| 210.0 =l % | 2697.0
Page Per Sheet: 210.0 x 237 0 mm
. Advanced Printing Options
[ Mirrar by X axis
Print Pages Borders 7] Mirror by ¥ axis

Lo J[ concel || apply |

Figure 1. Paper Settings Dialog Box. Multiple Pages Per Sheet Options

e The Sheet Size options are Auto, Custom and Standard:
¢ Auto means the software sets the sheet size automatically. The default size is
210mm x 297mm.
e Custom allows the user to enter custom dimensions.
e Standard options allow the user to select standard dimensions, such as those
used by the ISO and ANSI.
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e The Page Per Sheet option determines how many pages feature on each sheet. Use
the menu to select the desired option. There are seven options that feature different
layouts. When an option is selected the layout displays in the preview window.

e The Page Order menu determines the ordering of pages within the PDF document.
When there is one page in the document this option is disabled. When there are two
pages the options are either left to right or right to left. When there are four or
more pages there are four actions: Across From Left, Down from Left, Across
From Right and Down From Right.

e The Print Pages Borders box should be selected in order to print the page borders
or cleared to exclude them from printing.

When the desired settings have been selected, click Apply to apply changes. Click OK to

close the dialog box and return to the main window. Click Cancel to close the dialog box
and revert to previous settings.
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Custom Forms

Custom Forms

The Custom Forms settings facilitate the saving of custom form dimensions for subsequent
use. Click Custom Forms in the menu on the left of the main window to customize the
Custom forms settings. The following dialog box will launch:

d=h PDF-XChange Lite V6 Printing Preferences [

[ Settings IE
) Paper Custom forms settings Q
| Custom forms
A Fonts

@ Docurnent Info
Save

&% Languages

Form Name Size (mmj Size (inch)

Add...

Edit...

Remove

ok || cancel

Figure 1. Custom Forms Settings Dialog Box

When custom forms have been created the options to Edit and Remove them are enabled.
Click Add to add a new custom form. The Add/Edit Custom Form dialog box will open:
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Add/Edit Custom Form o
Custom Form Mame:
User Form|
Custom Form Size Dimensions Units
Width: 210.0 = {12.7, 5080.0) () Inch
Height: 297.0 = {12.7, 5080.0) @ Millimeter
Ok ] [ Cancel

Figure 2. Add/Edit Custom Form Dialog Box

Enter a name into the Custom Form Name text box to name the customized dimensions.
Enter the desired dimensions into the Width and Height boxes and select either Inch or
Millimeter as the unit of measurement. When the desired dimensions have been entered,
click OK to save settings. Click Cancel to end the process and close the dialog box.

When multiple custom forms have been created, select the desired custom form from the
list and click OK to launch it. Click Cancel to end the process and close the dialog box.
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Fonts

Fonts

The Fonts settings are used to edit the options for fonts. Click Fonts in the menu on the left
of the main window to customize the Font Embedding Options. The following dialog box

will launch:
s PDF-XChange Lite V6 Printing Preferences [
Setlings | About | .
) Paper /i Font Embedding Options Q
Custom forms | Embed All Used Fonts
|zﬂ Fonts \¥| Force Embed Protected Fonts
@ Document Info || Embed Extended Font/Character Info
Save (V| Embed a subset of fonts only, if percentage of characters used is less than: 100 2l %
&% Languages Available Fonts: [7] Atways Embed Fonts:
) ACaslonPro-Bold -
{) ACaslonPro-Balditalic
{) ACaslonPro-Italic x>
() ACaslonPro-Regular ==
) ACaslonPro-Semibold :I

() ACaslonPro-Semiboldltalic
() AdobeArabic-Bold
() AdobeArabic-Boldltalic
) AdobeArabic-Ttalic
{) Adobekrabic-Regular
() AdobeDevanagari-Bold
() AdobeDevanagari-Eolditalic
} AdobeDevanagari-ltalic

[7] Mever Embed Fonts:

() Arial ~
() Arial Bold

() Arial Bold Italic

»>
- () Arial Italic

() AdobeDevanagari-Regular X Cour!er
() AdobeFangsongstd-Regular - _E_E_"”"" B_‘" -

Figure 1. Font Embedding Options Dialog Box

As a general rule, common fonts such as Arial and and Courier should not be embedded
and uncommon fonts should be embedded. This is because it is likely that end-users will
already have common fonts available on their computers and thus their software will be
able to reproduce the material without the need to embed fonts, which requires memory
and increases the file size. This is not the case with uncommon fonts and that is why they
should be embedded. We recommend using common fonts as far as possible when creating
documentation in order to optimize the file size.
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e Select the Embed All Used Fonts box to embed all fonts. This increases the file size
but ensures the documentation can be viewed on any machine.

e Select the Force Embed Protected Fonts box to force the inclusion of protected
fonts in documents. Ensure the existing license permits the distribution of fonts and
file content as some fonts are not licensed for widespread distribution.

e Select the Embed Extended Font/Character Info box to embed extended fonts
and character information.

e Select the Embed a subset of fonts only, if percentage of characters used is less
than box to embed a subset of fonts when the percentage of the total fonts they
represent within the documentation is less than the percentage entered into the
adjacent box. This optimizes the file size, where possible, as it results in a subset of
fonts being saved with the file as opposed to the entire font character set. This
option is best used when the documentation created is intended only to be viewed,
as opposed to edited - because the latter case will probably require a complete
font character set.

If there is no intention to edit documents created using PDF-XChange Lite then it is
recommended to retain the default settings.

Available Fonts

The Available Fonts window displays all fonts available for embedding. Select fonts and
use the arrow icons to add them to either the Always Embed Fonts or Never Embed Fonts
windows. The most common fonts are included in the latter window by default.

When the desired settings have been selected, click Apply to apply changes. Click OK to
close the dialog box and return to the main window. Click Cancel to close the dialog box
and revert to previous settings.
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Document Info

Document Info

The Document Info settings are used to determine whether or not PDF information is
included with documents created in PDF-XChange Lite. Click Document Info in the menu
on the left of the main window to customize Document Information. The following dialog
box will launch:

= PDF-XChange Lite V6 Printing Preferences &J
' Settings ‘ﬁbout_
[ Paper & Doecument Information (7]

Custom forms /| Place Additional Information Into the Document

A Fonts [V/] Ask For Document Information On Printing Start
| @ Document Info (V] Add XMP Metadata to the Document
Save PDF Information
&% Languages Title:
Subject:
Auther
Keywords:
Creator:
Producer: PDF-XChange Printer Lite V6 (6.0 build 317 1) [Windows 7 Professional x64 (Build 7601: Ser

oc || cencel || o |

Figure 1. Document Information Dialog Box

e Select the Place Additional Information Into the Document box to enable further
options.

e Select the Ask For Document Information on Printing Start box to launch a
dialog box when PDFs are printed. Specified information can then be entered into
the relevant fields.
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e Select the Add XMP Metadata to the Document to add the (XMP) extension to
documents. The (XMP) extension is explained here.

e Enter the PDF information to include in the PDF Information fields: Title, Subject,
Author, Keywords, Creator and Producer.

When the desired settings have been selected, click Apply to apply changes. Click OK to
close the dialog box and return to the main window. Click Cancel to close the dialog box
and revert to previous settings.
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Save

Save

The Save settings in PDF-XChange Lite allow the user to specify the method through which
the software names and saves created files. Click Save in the menu on the left of the main
window to customize the Save Settings. The following dialog box will launch:

a=h PDF-XChange Lite V6 Printing Preferences [
Setlings | About |
) Paper {7 Save settings Q
Custem forms
Al Forts Save Options
@ Document Info [¥] Show “Save As... Dialog
| Save Path: ChUsers\Sean\Documents
&% Languages File Name: #[DocName] e

Example: Document.pdf

] Strip Path From Document Name

When File Exists: | Show Warning Dialog b

[¥] Run Application After Printing
@ Default Application for PDF files

Application: Browse... b

Figure 1. Save Settings Dialog Box

Save Options

e Select the Show 'Save As..."' Dialog box to view the Save As dialog box when files
are saved.

e Enter the desired path into the Path text box or click the Browse button to select a
folder manually.
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e Enter the desired filename into the File Name text box. The default name is the
document name. It is possible to add macros/« at this point.

e Select the Strip Path From Document Name box to strip the path from the
document name.

e There are six options in the When File Already Exists menu. These options
determine what happens when a file already exists with the same name as the file
currently being saved.

e Show Warning Dialog displays a warning message and prompts the user for
action to take.

e Always Overwrite means the new file overwrites the old file.

e Auto Number saves the new file with the same name as the old file but
appends it with a number.

¢ Merge with Existing (Append To) appends the new file to the end of the old
file.

¢ Merge with Existing (Insert Before) inserts the new file as the beginning of
the old file.

¢ Ask for new file name prompts the user to enter a new file name.

e Select the Run Application After Printing box to view printed PDFs using an
application:

e Select the Default Application for PDF files option button to use the default
program for viewing PDFs on the local computer.

e Select the Application option button to enter an application name into the
text box or use the Browse button to select an application manually.

e Enter a value in the Parameters text box.

When the desired settings have been selected, click Apply to apply changes. Click OK to
close the dialog box and return to the main window. Click Cancel to close the dialog box
and revert to previous settings.
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Document Macros

Document Macros

Macros are used in several of the settings within PDF-XChange Lite. 'Macro' is an
abbreviation of 'macroinstruction’ - a term in computer science for a rule or pattern that
specifies how an input sequence of characters should be mapped to a corresponding output
sequence. This means that complicated components of the output process can be reduced
in the input process, making the work involved both less intensive and less error-prone.

The macros available in PDF-XChange Lite are used when saving files. They are added in
square brackets after the file name that the user enters. All macros are detailed below.
Unless otherwise specified, macros add the same details as the macro name to the file
name:

Application Name

Document Name - see herele) for further options.
Document Path

Date - see here[s for further options.
e Year

Month

e Day

Time

e Hour

Minute

Seconds

Pages Count

e Computer Name

e User Name

e Environment Variable

See here for a technical explanation of how macros function.
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%[Docname], %[Date] and %[Time]

%[Docname], %[Date] and %[Time]

These macros have further options and require a more in-depth explanation:

%[Docname]

At first glance this macro appears simple - it should retain the document name as part of
the name used when files are saved. However, Microsoft defines the document name in a
complex manner, which makes the process complicated. The titrules.js javascript is included
in the software to solve this problem. This gives the software priority over other applications
when documents are being saved. The %[Docname] macro is determined by the
getDocumentName function in titrules.js, which takes the name used at the time of
printing.

Please note that modifying the titjules.js javascript is a complicated process that only experienced javascript programmers should
perform. If assistance is required then Contact Us - we aim to respond to all communication within half an hour.

%[Date]

The %[Date] macro can be expanded to include a date formatting string: %[Date:<date
formatting string>]. This can be used to further customize the manner in which the date is
formatted. Available options are detailed below:

e dd - the day of the month displayed in digits. Single-digit dates feature a zero
followed by the date.

e ddd - the day of the week displayed as a three-letter abbreviation.

dddd - the day of the week displayed in full.

M - the month displayed in digits.

MM - the month displayed in digits (as above, but single-digit months feature a
zero followed by the month).

MMM - the month displayed as a three-letter abbreviation.

MMMM - the month displayed in full.
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e yy - the year displayed as the last two digits. Single-digit years feature a zero
followed by the year.
e yyyy - the year displayed in full.

For example, the macro %[Date:<ddd, MMM, dd, yy>] creates the date formatting string:
"Wed, Aug 31, 94".

%[Time]

The %[Time] macro can be expanded to include a time formatting string: %[Time:<time
formatting string>]. This can be used to further customize the manner in which the time is
formatted. Available options are detailed below:

¢ h - hours displayed in digits with a 12-hour clock.

e hh - hours displayed in digits with a 12-hour clock. Single-digit hours feature a zero
followed by the hour.

¢ H - hours displayed in digits with a 24-hour clock.

e HH - hours displayed in digits with a 24-hour clock. Single-digit hours feature a zero
followed by the hour.

e m - minutes displayed in digits.
e mm - minutes displayed in digits. Single-digit minutes feature a zero followed by
the minute.

e s - seconds displayed in digits.
e ss - seconds displayed in digits. Single-digit seconds feature a zero followed by the
second.

e t - displays a single time marker string, such as A or P (to represent a.m. and p.m.).
e tt - displays a double time marker string, such as a.m. or p.m.

For example, the macro %[Time:<"hh,mm, ss, tt">] creates the time formatting string:
"11_29 40 PM".
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Languages

Languages

The Languages settings determine the language of the user interface in PDF-XChange Lite.
Click Languages in the menu on the left of the main window to change the language of the
interface. The following dialog box will launch:

p=n PDF-XChange Lite V& Printing Preferences ﬁ
Setlings | About |
) Paper &% Choose Interface Language Q
Custom forms (V] Use Users Regianal Settings
4@ Fonts Available Languages
.ﬁ' Document Info Standard Name Local Name =
Save English (US), built-in English (US), built-in
o Chinese (PRC) BRI
wp -anguages Czech Czech (CT)
German (Standard) Deutsch
Spanish (Traditional Sort) Espafiol
Finnish Suomi
French (Standard) French =
Frisian Frysk
talian Italian
Japanese B&E
Dutch (Standard) Nederlands
Polish Polski
Portuguese [Portugal) Portugués (FT)
Russian Pycckmi
Slovak Slovak (5K}
Swedish Svenska -
Set As Default

ok || cancel Apply

Figure 1. Choose Interface Language Dialog Box

The Use Users Regional Settings box is selected by default. This means that the language
of the regional setting is selected. Clear the box to select a different language from the
options displayed in the Available Languages window. Click the desired language to select
it. Then click the Set As Default button to set the selected language as the default
language.
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When the desired settings have been selected, click Apply to apply changes. Click OK to
close the dialog box and return to the main window. Click Cancel to close the dialog box
and revert to previous settings.
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PDF Saver

PDF Saver

The PDF Saver is a special feature of PDF-XChange Lite. It facilitates the combination of
multiple print jobs into a single PDF document. This has the additional benefit of making
faster the initial temporary file generation, which allows the user to continue to queue new
jobs prior to the final file assembly and generation.

The settings for the PDF Saver can be accessed using the windows start icon:

e Click the windows start icon 28] in the taskbar.

e Enter "pdfsaver" in the search bar. Under the Programs search results, click PDF-
XChange Lite V6 pdfSaver to open the PDF-XChange Lite V6: pdfSaver dialog
box:

¢ Select the Show Icon in System Tray box to display an icon the taskbar when PDF
Saver is open.

e Select the Show Printing Progress Window box to view the printing progress
window when documents are printed virtually.

e Select the Don't Remove Temporary Files box to retain temporary files after
printing documents.

e Select the Autounload pdfSaver after box to close the program after the amount
of seconds entered in the adjacent number box. This optimizes the use of memory,
especially on networks

e Enter a value for the Progress Window Opacity - this determines the transparency
of the progress window.

e Click the Hide button to minimize the window.
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