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1. Introduction
Introduction to PDF-Tools Version 4
Thank you for choosing PDF-Tools V4.x

PDF-Tools 4.x is an easy-to-use end-user wizard for creating or manipulating PDF format files produced by our own PDF-XChange PDF
creation tool or indeed any other product that generates Adobe-compliant PDF documents, including this one.

In version 4.0 of PDF-Tools we have added many features and improved many others - but one thing remains the same...

PDF-Tools 4.x is the most advanced PDF editor's available, and offers convenient features to optimize and manipulate PDF files in
ways that most other packages do not.

If you find the above not to be the case - we want to hear from you (Contact us) and we will do all we can to ensure that the PDF file
output remains faithful to the original formatting without compromising our goal - generating truly optimised PDF files for you to
distribute as you require.

With your purchase of PDF-Tools, your serial key is also valid for our PDF-XChange Viewer and unlocks all PRO features of the Viewer.
You can download and install the latest version of the Viewer from our website,

http://www.docu-track.com/product/pdf-xchange-viewer.

For more information on the specific features available please read this manual - or for a brief overview of the functions and features
available see the Features Page.

In addition to PDF-Tools we offer several other utilities - some dealing with the Adobe PDF format others dealing with image formats in
general - please see the 'Products' page of this help file for more detail's

PDF-XChange & PDF-Tools, are trademarks of Tracker Software Products Ltd. Adobe, Acrobat Reader, and the Acrobat Reader are
either registered trademarks or trademarks of Adobe Systems Incorporated in the United States and/or other countries. AutoCAD, is
a trademark or registered trademarks of Autodesk, Inc. Windows is a trademark or registered trademark of Microsoft Inc. All other
trademarks are the property of their respective owners.

1.1. PDF-Tools 4.x Features

PDF-Tools 4.x allows you to:
¢ Build PDF files from any combination of: Image Files, Digital image sources, such as scanners, Text files
e  Output to any PDF format from Acrobat 4 (PDF format 1.3) through Acrobat 7 (PDF format 1.6)
o Digitally Sign any PDF in a variety of ways.
o Select files or groups of files to process using Drag & Drop from Windows Explorer to the various File Selection lists.
e Create Bookmarks, Watermarks, and Thumbnails for PDF files that do not have them, or modify existing ones.
e Maintain Bookmarks when extracting or merging PDF documents

e Adjust PDF pages sizes, thus helping to assure a uniform look-and-feel to a generated PDF document.
e Extract and Merge whole PDF files, selected ranges of pages, or even individual pages from multiple PDF documents.
e Extract images embedded in PDF documents to a variety of image format files.

e  Optimize PDF files by removing unneeded named objects, adjusting fonts, and more optimally compressing streams within
the PDF document.

e Transmit PDF documents over the Internet using a variety of transmission protocols: SMTP, MAPI, FTP, and HTTP POST.
e File Name Macros help assure that earlier versions of the PDF are not accidentally overwritten at PDF generation time.

e Convert PDF Files to .RTF/.DOC/.TXT files.
e Convert selected text in PDF files to Hyperlinks.

e Use 128-bit AES Encryption to secure your PDF.

©2001-2010 TRACKER SOFTWARE PRODUCTS
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1.2. Version Release History
The Version Release History page for PDF-Tools can be found on our website here:

http://www.docu-track.com/PDFX history.html

1.3. FAQ's and Notes

FAQ's and useful tips

Please read this section of the PDF-Tools Help/Manual - even if you read no other - it will save you time and frustration as it is the
culmination of 1000's of user support requests - the most common of which are repeated again and again - to save them being asked
again, we have answered them here for all to see.

Before reporting a problem - please always ensure you have the latest release/build of the product to which you are entitled -
downloads are available from our Downloads Page - evaluation installations are installed live when installed to a licensed user with a
valid serial number.

Why am | getting a demo watermark on my PDF pages - | bought PDF-Tools, can | create a PDF without these 'BUY NOW images?
You still have the demo version installed - remove the demo version and install the live version

| bought PDF-Tools because | read in reviews that it created by far the most consistently small files from my source documents - but
the files sizes | am achieving are still very large - what's wrong ?

Common causes of large files are as follows:

You are embedding fonts in your files - try to use commonly used fonts that the viewer will have installed - then you will not need to
set the font embedding on.

Unless you need the 'ASCII' option set on (most do not) ensure this is set to OFF in the 'Compression’ settings TAB

You are including image files that cannot be optimized - try to ensure that the image files you use are already compressed using a
suitable file format such as GIF or PNG for color or a compressed TIFF for MONO etc and ensure you have a suitable compression
option set in the PDF-Tools 'Compression' and 'Graphics' TAB settings - and DO experiment with differing settings for best results.

| need to get support for some problems | am having, what should | should | do and how much does it cost?

We provide support FREE of charge via our web site and by email, to ensure you get the best service promptly from us we need the
following information from you - or we are unlikely to be able to help:

Make sure you already have the latest update installed - we fix many problems before users are even aware - please make sure you are
up to date with the latest versions to which you are entitled!

Check our Web forum for similar issues first : http://www.docu-track.com/forum/

Assuming you have the latest version installed - we need the following information as a minimum: Windows Operating System Version,
The Version of the software you are creating your document in, Your PDF-Tools Version (available from the PDF-Saver 'About' Window
(not PDF-Tools) and a complete description of the problem.

Also, most problems will require you send us 'ZIPPED' copies of the:

Original file you are trying to convert to PDF and the PDF file generated (if any) failure to zip the files before sending will result in them
being rejected by our email server and this will further delay attending to your problem.

Having established what is necessary from the above post your problem to our support forums at
http://www.docu-track.com/forum/index.php - with any ZIPPED files required and the information detailed above

More FAQ's are available from our Support forums and these are usually more up to date and timely!
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1.4. Installing/Registering

Once you have purchased your PDF-Tools copy, you will be provided with a serial number, we will either supply this direct or via one of
our International Distributors.

If you have Purchased PDF-Tools direct from our web site you should receive an email containing this and download information within
30 minutes or so of your purchase - but please be patient - this does get very busy at certain times of the day - if you have not received
this within 2 hours then please do contact us as it is most likely something has gone amiss. If you would like information on methods of
Payment this is available again from our web site.

When you install an evaluation copy of PDF-Tools all output is generated with 2 watermark stamps on each page signifying that the
PDF file was generated with a 'demo’ version - once you have purchased your 'live' copy you must enter the Serial number provided to
ensure that all future output is free of these evaluation watermarks. If you have not installed the demo version you should do so now
using the link in your Purchase confirmation or from:

PDF-Tools (includes demo version of PDF-Tools)
PDF-XChange Pro (includes live version of PDF-Tools - serial number required)

Then Unzip the download file and proceed to install the installation File(s), PDF-Tools installation will require a restart of your system
and if available will install the correct language file for your location.

If you do not have a utility to Unzip files - this can be acquired free from Winzip or Cnets Download.com

When you run the installer for the first time - you will be asked towards the end of the installation for your registration info and serial
number - which should be copy/pasted from your receipt (not typed - to avoid errors) as appropriate.

If you have already installed an evaluation version - start PDF-Tools and select the 'Preferences' button at the top of PDF-Tools.

Now select the 'Registration' option and enter the required information - please paste the entire serial number into the installer when requested -
manually typing can lead to errors in entry - for example a 'Zero' can easily be incorrectly transposed as a 'O' rather than '0'".

VERY IMPORTANT

Your registration code is unique to you or your company - we will be offering an FTP 'Automatic Update' option shortly form our web site to ensure
that you always have the very latest version available to you.

If you have purchased a single copy this will allow just one user to update their copy per serial number supplied - or if a multipack license - multiple
users will able to update for a single user serial number - based on the multipack option purchased.

Please keep your serial number safe and do not share with others - not only is this illegal - but we do record the number of times a serial number is
used to download updates and abuse is likely to lead to updates being disabled as an option for your serial number as a minimum.

We automatically disable serial numbers found on Web Sites offering free and illegal software and frequently trawl these sites for illegal copies and
serial numbers. Please help us safeguard the integrity of our products and ensure future development - theft of our tools deprives us of investment to
improve our products for the benefit of all of our clients.

1.5. Windows Versions Supported

Windows 32 and 64 Bit Versions supported 32 Bit Support

All Versions of PDF-Tools support Windows 95, 98, ME, NT, W2000, and XP. Further - Windows Terminal
Server and Citrix Metaframe are also supported. 64 Bit Support

Versions of PDF-Tools 4.0 and later also support Windows 64 Bit editions At this time we do not offer
versions for Unix or Linux etc.
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1.6. Starting PDF-Tools Wizard

Click on the Desktop or Quick Start icon to start the program. The Main Menu screen will appear:
s PDF -Tools 4.0 =13
"E Salect Tool E?Prafamnms... Q)Help

Pa
w‘& Please select the required option and select Start...

Create a New PDF Document F.ram: & ToolDecoridon

Create a New POF Document

7 Images . Tes
W &| Dinctly Convest images to PDFf) || Seiect and Converttet flesto POF From ImadEs
W i T _
= Sean Direet W Inages Selection List
@MFE@'MN&FDHH ol Inageis] Conversion Setup
& Setup POF
Add, Meodify or Extract content from an existing PDF Document; o Save Setup
Ui Bookmarks e, Split /Menge W Completing the Task
A Add ar Modify FDF Baslomarks & Splt or Marge POF flea to make 3 naw
; e fieis)
s 1 Edt Page/Conlent Seitings Simple Optimization of PDF{s)
“\ Change Fage size, Crop, Aotate. add Compress Fonts, Streams, Ramove
A Watermarks. ed?t Thumbnals. edc SR unused ohiects, etc
o4, Simple PDF Page Extraclion Wiy 7. BExtract imsges from PDF
Select & Bxtract Pages & Create anew | j Exdract Image from a FOF to an exdemal
' — | POF fie Image format

G

paf e Convert PDF te RTF/DOCS TXT ti._w. Add hyperink in PDF document
Ey Comvvert FDF to an eatemal bead fomnat .I 3_ Find texd/ Add Inyperink for the bead
5 (RTF/DOC with/without images, Plain .
Teat, ez}

Other Tools:

Email/Upload Files
Sefect & Send/Post fikes by e-Mal, FTP.

HTTP .. w Stant

At the top of the screen are three buttons:

e Select Tool. This button opens this menu of available Tools.
e Preferences... Offers a means to preset values to control the operation of each tool.
e Help. Activates Help for the application.

As you can see, there are many options for handling PDF files. They are discussed in detail in the later chapters of this document.
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1.7. A Note On Filename Macros

Macros are a powerful feature of the PDF-Tools 4.0 PDF generation system.

) tFracker

SOFTWARE PRODUCTS

Introduction a

Macros are replaceable text fields that may be embedded in the File Name of each Save Setup screen. By specifying such information
as file name, date and time information, and Auto numbering, an entire run generating multiple PDF's can be performed with no user

intervention past setting the parameters.

The Macro options as found in the Add Macros menu are:

Tool Mame:
[Fils Plame

Dnafzer (DO-MM-YYTY)
Diate (MM-DD-YYYY)
Dnalees (Y-PP-D0)
Yaar

Horith

Dy

Tirnes {HH-fi-55)
Time (hh-mrem-s5 AMPY )
Houwr

[y i)

Secord

At humber

Tool Name. The specific PDF-Tools 4.0 tool used to create the image. For example, the Images to PDF tool will appear as ImagesToPDF.

File Name. The first or only input image file name to appear in the Images List. This is the name portion only without folder or

extension.

Date. The full calendar date, in one of three formats:

e DD-MM-YYYY. E.g. January 21, 2008 appears as 21-01-2008.

e  MM-DD-YYYY. E.g. January 21, 2008 appears as 01-21-2008.

e  YY-MMM-DD. E.g. January 21, 2008 appears as 08-JAN-21.
Year. The four-digit year.
Month. The two-digit month, with leading zero if necessary.
Day. The two-digit day, with leading zero if necessary.
Time. The time in one of two formats:

e  HH-mm-ss. E.g. 2:55 PM appears as 14-55-00.

e  hh-mm-ss AM/PM. E.g. 2:55 PM appears as 02-55-00 PM.
Hour. The two-digit hour, with leading zero if necessary.
Minute. The two-digit minute, with leading zero if necessary.

Second. The two-digit second, with leading zero if necessary.

Auto Number. A number that is generated for each PDF created during the run, beginning with 01.
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2. Creating a New PDF

# PDF-Tools 4.0 |_- "_l:“?'

‘E Select Tool E’Prn‘hmm... @)HEIP

Al
g Please select the required option and select Start...

A # | Tool Description
FII"l::.:rnatn a New PDF Document From: i
= . ] Create a New POF Document
1 Images Veut From Images
Wy Dirmetly Corvest images to FDFi) \ ‘H:'l Select and Convert text fles to POF
Wi
b JTool process:
< Scan Dt B Frases Soctan L
bm&-ﬁm'kﬂuﬁwapwfh @ Imageis) Conversion Setup
. J o Setup POF
Add, Modify or Extract content from an existing PDF Document: o Save Setup
{5 Bookmarks e Split/Merge ) Completng the Task
Add or Modify PDF Boskomarks 4 Splt or Marge PDF files 1o make & new
: Edit Page/Condent Settings Simple Optimization of POF(s)
lt Changs Pags sre, Crop, Aotate. add Compeesa Fonts, Streams, Ramowe
1 Watermarks, edt Thumbrals, eic. MR- unased obiects, elc...
~—of Simple POF Page Exraction iy 7~ Extract images from PDF
%MEMPmamaeamw U » ' Exdract mage from a PDF to an exdemal
— ! FDFfile Image fomat

g7 v+ Convert PODF to RTF/DOCS TXT f & Add hyperdink in PDF document
% p Convert PDF to an sstemal ted fomat A
(RTF/DOC with/without Images. Plain
Teat, &)

Other Toals:

Email fUpload Files
Sedect & Send/Post fles by o-Mald, FTP,

HTTP ' Stant

There are three options to choose from for creating a new PDF. They are:
e Images: Create a new PDF from non-PDF image file(s)
e Scan Direct: Create a new PDF directly from scanned images(s)

e Text Documents: Create a new PDF from text file(s)
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2.1. From Image(s)
This tool allows you to generate one or more PDF documents from one or more image files, although not other PDF files.
When you first select this tool, the following area appears to the right of the main menu:
Teal Deseription
Create a New PDF Document
From Images
JToolprocess:
i Inages Ssisction List
n‘ Imageis) Comversion Setup
i S=up POF

@ Save Setup
) Completing the Task

&- Stant

This shows the steps that you will be led through to accomplish this task:

1. Images Selection List: Select the image(s) to be used to create the PDF(s). Note that you can set up the images to turn
individual images into one PDF, place each image in its own PDF, or separate a multi-page image into individual PDF page
files.

2. Image(s) Conversion Setup: Set parameters for page settings and image placement on the PDF pages.

3. Setup PDF: Determines PDF-specific information for creating the output PDF(s), including general information,
compression, graphical conversions, security, PDF information, and watermarks.

4. Save Setup: Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

5. Completing the Task: Generates the PDF according to the information supplied in the previous wizard pages and allows
the generated PDF to be sent to network recipients.

Images Selection List

Select the image(s) to be used to create the PDF(s). Note that you can set up the images to turn individual images into one PDF, place
each image in its own PDF, or separate a multi-page image into individual PDF page files.

N.B. This screen is compatible with the Windows Drag & Drop feature. You may drag image files from Windows Explorer or the
Desktop to this window and the images will be added to the list.
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## PDF -Tools 4.0 A=13

'E”Samﬂam

\‘-.'L_hl Create a New PDF Document From Images Fage Ranqs Selector Rotate { Flip Editor

Images Selection List

Please Add Images to the List, and you may specify Page Range(s) for each Preview Image
<5 tems>

T Tile Ext..! Location Size Page Range{sM

B8 POF Tools Codebeys List,pdf01 . C:\Documents a...

[5H] POF Tools Codekeys List.pdf0Z g C:\Documents an... 178648 Al Pages (1 total)
2] POF Tools Codekeys List.pdf03  jpg C:\Documents an... 237215 4 Pages (1 toral)
[ POF Tools Codekeys List pdfi4  jpg CADocuments sn... 393492 Al Pages (1 total)
() POF Tools Codekeys List.pdf0S  jpg CADocuments an... 365350 A1 Pages (1 total)

To the right of the list is the image file properties display area which displays a thumbnail of the image and the file properties.

The Rotate/Flip Selector button on the lower right corner of the image opens a screen to permit rotating or flipping the image as
necessary:

Edit Image - B
- N e 2 ose

VEHICLE ACTIVITY

10
12
20
22
40

See Rotate / Flip Editor for more information on this screen and its controls.
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Creating PDF from Image(s)

If the file is a multi-page image, a green button, the Page Range Selector, appears to the right of the image line which allows you to
select a range of pages to process.

Below the list are the menu options for this screen:

List Setup

List Setup %

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:

View F

St b

The View menu shows the following items

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order, and an up or down arrow appears beside the column name.

Add...

Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

add Files...

The options are:

e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.
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Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:

e Import... : Capturesimages from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up

Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down

Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...

Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.

Remove
Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Image(s) Conversion Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Image Rotate / Flip Editor
The Rotate / Flip Editor allows you to rotate and/or flip an image horizontally or vertically.

Horizontal Flip
Vertical Flip
Rotate Counterclockwise

Rotate Clockwise

E<® Imag

When first opened, the screen displays the image full-size. The scroll bars at the right and bottom edges will allow you to move the

image about to get the best view.
The buttons in the toolbar at the top of the screen control the image adjustments. These are basically self-explanatory.
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Image(s) Conversion Setup

This screen determines the "look" of the final PDF, including Page size and the layout of the images on each page.

The first tab on this page is Page Settings.This allow you to set page size, orientation and margins.

st PDF -Tools 4.0 (=13
ESahﬁTnul E’Prafamncas... g.’]-Halp
"'-._.' 3 I Create a New PDF Document From Images
Image(s) Conversion Setup
:;"j? age Seftings e
— Paper Size: Iy ~
Imageais) Layoul -
Rules Linéts: |Mlmeters
Width: [210.0 N I
Heigh: | 297.0 - |
Onentation
(%) Poetrak ) Landscaps
Margins
Left: 10 5 Top 10 -
Right: 10.0 & | Bottom: |00 =
-d Pravious b Mext d Cancel

The second tab on this page is Image(s) Conversion. This allows you to determine the layout of the individual pages, such as how many
images to place horizontally and vertically, and also how to generate the final PDF(s), whether one image to a page, or multiple page
files to individual PDF's.

N.B. The option to place "x" pages from a multi-page image into one PDF is not available here, but can be done by combining
individual page PDF's using the Split / Merge function.
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& Salact Tool

\L:;I Create a New PDF Document From Images

B?Prafamhces.._ 9) Halp

Creating PDF from Image(s)

=13

Images Layout Rulas for each Documeant page
J Page Seftings

Herizonital count: Herizontal space:
® pimage(s) Layout 2 s 20 (g M
¥4 Rules
Vertical count: Vertical space:
3 - X

Align for each Image in bounding rectangle

Huosizontal align: Vertical abgn:
Canber L Canber W

Fule for Indnadual Document creation

%) Al Pages bo Cne Dooument
{_) Separate each Page bo a dfferent Document
{_}Create a POF Document For Each Image File

Image(s) Conversion Setup

Tip! As you change the Horizontal or Vertical Count or Space values, the resulting layout is displayed in a

schematic form to the right. See image above for an example.

Horizontal count. The number of images to appear horizontally across the page.

Horizontal space. The amount of space between images, in mm.
Horizontal Align has the options:

o Left. Image is against the left edge of the space.

o Center. Image is centered in the space.

¢ Right. Image is against the right edge of the space.

o Fit. Image is fitted to the space, retaining its proportions.
Vertical count. The number of images to appear vertically down the page.
Vertical space. The amount of space between images, in mm.
Vertical Align has the options:

e Top. The image is against the top edge of the space.

e Center. The image is centered in the space.

e Bottom. The image is against the bottom edge of the space.

o Fit. The image is fitted to the space, retaining its proportions.
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Rule for Individual Document Creation determines how the images are handled:

e All Pages to One Document is the default. It places all pages of all images in the Image List into a single PDF.

e Separate each Page to a different Document places each generated PDF page into a separate PDF. Based on the Horizontal
and Vertical counts, more than one image may be placed on a page however.

e Separate each Image (and Multipaged) File to a different Document places each image to a separate single-page PDF
document. Multipage image files are split into individual single-page PDF files.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Images Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Setup PDF
Setup PDF determines the characteristics of the generated PDF files.
Click on the tabs to the left to open the specific topics.

Click These Tabs

Y -
F: PDF Specification
' General
[ Civersion 1.3
] Optimization O version 1.4
(=) Wersion 1.5
I ¥ersion 1.6
] Sacurity
When Decument Opened
] Information Page Layout: Srvle Page 5
] Advanced Page Mode: Shiwes Bookmearks w
o’ Full Sereen Pags Mode:

Viewer Praferences

[ Hide Tooker [[] cantra Document Window

] Hide e bar [] Display Document Titke in the Window Titke bar
[ Hide Diocurnant’s Wirdeow User Interface Elemants

[#] Riesize Document's Window to Fit the Size of the First Fage

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size
reduction, but if "overused" may result in unacceptable image quality. The precise settings on these tabs may have to
be determined by adjusting the values and generating sample output, and may not be acceptable for all applications.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Image(s) Conversion Setup screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen
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General Settings

The General tab selects the PDF Specification and Viewer preferences.

PDF Specification
:/!SE"E'TEI T et o
— {Civersion 1.3
! Compression @) version 1.4
Civersion 1.5
) ¥ersion 1.6
l Graphics
When Document Opened
l Sacurity Page Loyout: Single Page 7
l Information Page Mode: Show None w
Full Scrsen Page Mode:
! Advanced
Viewar Preferences
[ Hide Tookar [[] Centre Dooument Window
[l Hide Mer bar ] Display Document Tikle in the Window Tiths bar
[l Hide Document's Wirdow User IntesfFace Elements
[l resize Dooument's Window to Fit the Size of the First Page
PDF Specification

The Adobe PDF Specification for the generated PDF file(s). Care needs to be taken to assure that a specification is selected with the
end-viewer's reader in mind, as different reader versions, including Adobe's, do not handle all specifications. Version 1.4 is usually
considered "safe" but the resulting PDF's lack some features of later specifications.

When Document Opened

Determines the way the PDF is displayed when the user first opens it. The user can usually change this after opening if it is unsuitable
for them. Whether the document opens as described is also viewer-dependent, and some non-Adobe viewers ignore this.

Viewer Preferences

These checkboxes determine additional display options and are self-explanatory.
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Compression Settings

The Compression tab specifies the type and degree of compression to be applied to the resulting PDF.

Genaral
J General
[#] Compeess Graphics
:/f:cﬁ*uregg.an [#] Compress Text
e ] &SI Forrmat{Larger fils)
J Graphics High Color/Grayscale Images
! Sacurity B Compress Usng: Autes w
i)
JFEGCualty: |75 = 5
! Information
Indexed Images
] Advanced [#] Compress Lising: ko F.
Monochrome Images
[#] Compress Using: Auko I
JBIGZ Method: | spandard -

Compress Graphics

When checked, graphical images will be compressed inside the generated PDF. This is usually desirable to prevent "PDF bloat."
Compress Text

Uses LZW encoding to compress text blocks within the PDF. This is usually desirable to prevent "PDF bloat."

Ascii Format

Warning! Larger File! Uses "7-bit encoding" which can cause the generated PDF file(s) to enlarge significantly. This option is provided
because some older systems require files to be encoded in this fashion. Not recommended unless absolutely needed.

High Color/Grayscale Images

When the "Compress Using" checkbox is checked, this type of image will be compressed according to the drop box value. "Auto" will
usually result in the best compression overall. For JPEG images, the JPEG quality must be specified; the default is 75% which is a good
balance between compression size and image quality.

Indexed Images

When the "Compress Using" checkbox is checked, this type of image will be compressed according to the drop box value. "Auto" will
usually result in the best compression overall.

Monochrome Images

When the "Compress Using" checkbox is checked, this type of image will be compressed according to the drop box value. "Auto" will
usually result in the best compression overall.
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The Graphics tab controls global changes in image quality to be applied to all images. This can result in a large reduction in generated PDF file size.

Graphics Settings

Down-Sampling Images

J General
[ Drowmzample High Color/Grayscate Images:

J Compression

. [C] crowresampe tndesed Inages:
1'gijrcu:-I'uin:s,
[[] ovmsampls Monochsome Emages:
J Sacurity
J Infarmation Comversion mages
Corrert CoolorfGrayscale Imagas:
J Advanced O i

[licorovest Indesed Images:

Downsampling Images

When checked, reduces the resolution of the kind of image specified.
Conversion Images

When checked, converts the specified images as indicated.

N.B. Perhaps the most useful is converting of color images to grayscale, if the color information is not really needed.

Security Settings

The Security tab allows you to enable or disable PDF document security, you can enter user's and owner password for PDF document,
set encryption level and specify users' permission levels for the document in question.

[] cagrealty Sign a POF Sign Sebup...
[ Use FOF Sacurity

] General

] Compression Document Passwords

] i [JPassword Requied ko Open the Document:
:.f Sacurity [CPassword Required bo Change Permisgions and/or Passwords:
] [T VWhen Document Opened
] e Encryption Level: | 176kt AES (Acrchat 7.0 and above)

[CJEnsble Content Access Far the Visualy Impained
[ Alows Corterit Copying ard Extraction

Changes Alowed! | pone |
Prirtineg the DOCUment: | piek Alowed e
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Digitally Sign a PDF

Permits you to add a Digital Signature to a PDF. Click the Sign Setup... button to open the Digital Signature Setup dialog.

Use PDF Security
When checked, activates security settings for the generated PDF.
Document Passwords

Allows Owner and User passwords to be specified for the document. Owner passwords usually allow all options; User password usually
allows restricted access to the document.

When Document Opened
If the User password is specified, document access will be limited depending on the following options.

N.B. Not all viewers support all restrictions, and some non-Adobe readers may simply allow full access to the document irrespective
of the following settings.

Encryption Level Specifies the level of encryption to be used for the document. Valid values are:
e  40-Bit RC4. For Acrobat 3.x and 4.x compatibility.
e  128-Bit RC4. For Acrobat 5.x and above compatibility.
e  128-Bit AES. For Acrobat 7.0 compatibility.

Enable Content Access for the Visually Impaired Checking this allows Viewers to change their display to support visually-impaired
users.

Allow Content Copying and Extraction Checking this allows content to be selected, copied and extracted.
Changes Allowed

Printing the Document

Digital Signature Setup

This screen allows you to create, select and manage digital signatures from a variety of sources.

Digital Signature Setup @
. []1se Global Settings
g (®) Liss Syshem Stored Certificate
Signed by: | John varbestan v Sedect... Manage. .,

() Use Cestificate From File

Wiew Centificate, ,, Creabe Certficate..,

You may edit the settings of a Digital Signature to be applied to the document(s):

? iy Page |
:/fFlacerne.-n Specify Page and Reclangle JDhn ;
= Apphy to Page(-1 - to kst page): R o
-1 £ (2100 3 2970 mm) Verbeeten Loc
J Appearance L A Do 2
ueds: [vilmeters v
J Details -
Q_l\‘f‘aot From Left: Offset From Ikuml
a4 = s 2
Wickh: Haight:
|50.8 - 18,8 =
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You may edit the settings of a Digital Signature to be applied to the document(s):

Show Graphic:

John
Verbeeten: =«

Creating PDF from Image(s) a

Copbally signed by John
, o Trockar Sofwars

o

(b Graphic
(=) MHame
D:Imaqez

] Flacement

L]
,.,-fj Appearance

I Details
Show Text:
[#] b

[#]reason
[l Dakes

5] Dostirguishoesd Marn

[#]Location
[+] Labats

You may edit the settings of a Digital Signature to be applied to the document(s)

John

Fomarscn Fior Skgning:
.Immﬂu accuracy and inbegrity of th

] Placemert
] Appearance Leation:
LK
V4 —
v Detalls \ : ;
johnwdacu-track.com|

Verbeeten

You can create your own certificate if there is none. To create a new digital signature you should go to the Security Settings > Sign

Creating a Certificate
Setup.... In the Digital Signature Setup menu click the Create Certificate... button. This will open the following menu:

xl

Type the required personal information for your certificate.

Choose an option from the Key Algorithm menu. 2048-bit RSA offers more security than 1024-bit RSA, but 1024-bit RSA is more

universally compatible.

©2001-2010 TRACKER SOFTWARE PRODUCTS



=) troacker
» PDF-TOOIS V4'0'x @ SOFTWARE PRODUCTS

Information Settings

The Information tab supports those fields that are the standard PDF information fields that all readers support.

[#] Place Addtional Information Tribo the Document

] Stusial PDF Information
] Compression Thke: [ codmkes List
Subject: [
] Graphics =
Author:! Tracksr Software Products, Lkd,
] Security K e I
:/jinfunnahnn Creator: | Tracker's PUF-Tooks
] Advanced

Place Additional Information In to the Document

Check this checkbox to activate the rest of the fields for entering information. Unchecked and no info fields will be included.

Advanced Settings
The Advanced tab allows you to set up:

e Watermarks.

e Page Renumbering

Watemaks
] General
'] Watermarks may be specfied snd placed on the gentrated POF docurment pages
] Compression 5 [] Wakermarks (Lise Setup to Add/Modfy) Setup...
] Graphics Page ReMumbering
This opkicon wil allow you to sdd/replace page numbers

] Security )

[#] Use Page Refhumbering Setup...
] Infarmation

L
g’}‘ Ahanced
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Watermarks may be specified to be placed on the generated PDF document pages.

Watermarks

Watermarks List Setup

Use: Global Watermarks
Watermark List:
<2 mmng >

Preview Wabsrmark Harme Type &pply to P
Watemmad: 52

fd Watermark #1 Teut Watermark Al Pages
Ewatﬂnwt#z Image Wakenmark A Pages

< ¥
o
Use Global Watermarks
When checked, global watermarks will be used.
Watermark List
Displays the watermarks to be generated in the PDF.
The menu buttons for this tab are:
e Add Adds a new watermark to the table.

e Edit Edits an existing watermark.

e Move Up: Moves the selected watermark one step up in the watermark list. Note that if the selected watermark is already at
the top of the list, the button will be grayed out.

e Move Down: Moves the selected watermark one step down in the watermark list. Note that if the selected watermark is
already at the bottom of the list, the button will be grayed out.

* Remove. Deletes the specified watermark
When Add... or Edit... is selected, one of the following may be selected:

e Text Watermark.

e Image Watermarks.

©2001-2010 TRACKER SOFTWARE PRODUCTS



@ tracker

PDF-Tools v4.0.x \7/ SOFTWARE PRODUCTS

Placement Settings

Placement tab. Determines how the watermark will be displayed on the PDF pages. This applies to both Text and Image Watermarks,
although the example is for a Text Watermark.

l B I CIF® to Page

aners [#] s Background

. Retation: ] = |{-2a0° to S0%)

7 Placemant

— Opaciky: 1o (3%
Alignment
Horizankal: Cenbar -
Wartical: Contar o
Indentation:
Horizonkal: 0.0 ¥ Units
Vertical: 0.0 =] [Mlmeters B8

Fit to Page

Sets the watermark to be sized to fit on the page, based on its font and rotation settings.

As Background

When checked, other PDF text and images will overwrite the watermark. When Unchecked, the watermark will overwrite the PDF text
and images.

e Rotation. Determines the rotation of the watermark text. Zero degrees is horizontal.

e  Opacity. If the watermark is not as background, then this will determine what, if anything will show through the watermark.

Alignment

If Fit to Page is NOT checked, then this selection becomes active. It allows the placement of the watermark to be determined on the
page.

Indentation

If Fit to Page is NOT checked, then this selection becomes active. It specifies the indentation for the watermark from the left and top

edges of the PDF page.

Text Watermarks

Edit Existing Walermark...

Name{opiiona): | EETTENEER

1| J
h Tvpe: | Tedt Watermark <

Rpcly to: |l pages v (Exarmple: 1,3,5+12)
4 Type the Watermark text
:f j General e
! Tracker's FOF-Took
] Placament add & oo
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General Settings

Type the Watermark text

Enter the Text to be displayed as a watermark.
Add Macros

Clicking this button opens a menu of Macros that may be embedded in the text watermark

Dt (DD-MM-Y)

Diate (MI-DO-YYYY)
Daabe (YY-MEM-0O)

Year

Font

Click this button to open a font selection dialog for setting the Watermark's font. See example below:

Font rz|
g 'IF *¥ou may choose the desired Font:
fovia

You may also edit the Font settings

r Syl Size:
fjﬁppearance R =l s 3
Character Color: [(]As Outines
Spacing - v |
Arial
[s.4 Cancel

Scale:
] Appearance 100 7] %
:G}'Charader Spadng:
¥4 Spacing 0.0 =L
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Image Watermarks

Edit Existing Walermark...
a j) Mame{optiona): | ETETENTR
5 Type: | Image Watermark

Apply to: | 4l pages

:f}‘r‘enera Specify 2 Image Fil

I Placement

General Settings

tracker

SOFTWARE PRODUCTS

le name:

CH\Documerits and SettingslCraig €. RansomiMy Do
Browsa. ..

You may edit the appearance of the Image

Width: 100.0 & Uniks:
Milimebers
Height : 100.0 =
[#] Eemp aspect ratio
[#] Use transparent color: ¥

Image File Name. Use the Browse button to select an Image file to use.

Width. Horizontal size of image on page, in Units.
Height. Vertical size of image on page, in Units.

Units. Unit of measure of the image.

(Exampie: 1,3,5-12)

Keep Aspect Ratio. When checked, changing either Width or Height will change both dimensions of the image, in proportion.

Use Transparent Color. When checked, allows you to select a color from the drop box to right that will be rendered as transparent.

Page (Re) Numbering

Page (Re)Numbering is a powerful tool that allows you to number an unnumbered PDF, or renumber one that has been produced by

assembling pages from other PDF's.

Tip! Having two sets of page numbers (original and renumbered) can be confusing for the reader. One solution that works well is to
create a small opaque white graphic and use it as a Watermark to overlay the original number.

Tip! The Corrections button allows you to fine-tune the position of the number on the page.

Page ReMumbering Selup

[#]Use Global Settings
Position:
| Top of Page (Header)
w:
Right
ﬁxam:
|All Pages

3

w

Hhurber Formal (Example: — <PAGE>-- )i
<PAGE>

1

Start Number at: 1 £
Alzo you may change the positioning and

replacement correction settings for pags
rumbsers:

[#] show bumber on First Page

.{Emmla: I.,3..5=!2}

Add Maoros %

Fonk...

Corrections...

]

Prenviess for Page(S total): | 1 = |
(21000 x 297,10 mm)

Cancel
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When checked, saved settings will be used. They can then be modified as necessary.

Use Global Settings

Position

Selects Top of page (Heading) or Bottom of page (Footer). Note: the position of the page number is indicated by the small rectangle,
here shown in the upper right corner of the display.

Alignment

Selects Right, Center or Left.

Place to

Indicates which pages should be numbered.
Number Format

Indicates how the page number should be formatted, and displays both the format string and an example of how the number would
look on the page.

Add Macros

Clicking this opens the Macro menu

Dusbee (DO-R-YYYY)

Diste (MM-DO-YY)
Diate (Y-feird-00)
fear

Honth

Dy

Timne: (HH-mim-55)

Time: (hh=mm-s5 AMFM)
Hour

Mirute

Secord

Selecting a macro from the list will place it at the cursor position in the format string.
Font
This allows selecting and sizing the font to use for the Page Number display.

Clicking the Font button opens a Font selection dialog:

M “'ou may choose the desired Font

— B ~

You may also edit the Font settings

Shyfa: Siza:

L 4
fj-‘.ppc—arance Pl s 3
Character Color! [ Outlines
Spacing - g
Scale:
] Appearance e =
s
‘;}'Sh aracter Spacngt
¥ Spacing oo bt .5
[ o Cancel
|
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Corrections

Clicking this button opens the dialog box:

Page ReMumbering Corrections Selup El
Placenent Correction Linits: .hﬁnetg.rs Vl
Offsat Froen Right: Offzat from Top: Preview For Page(s toral): | | =

[100 = 5.0 = {210.0 % 297.0 mm)

Background Commaction

[“luse Corraction Rectangle
Choose Fill Color: w
(%) Place Automatically
(i Piace Exacthy on Page
Offset From Right: Offset from Top:
[ ] - [ =
Waiickth (10 - is auto): l‘hiqht(ﬂ-lsallo?:
0.0 T 0.0 -

Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please: specify the destination Folder:
Ciocuments and Settings|Craig E. Ransomby Docurments

] Pisce to & Source Folder(s) sutomaticaly

Destination File Name
Pleasa select a destination file name (ardfor specify ary nams orestion macnos):
<File Maies- <Year - <Month s aDay - cHour = <Minute > < Second >- <auto Number = Add Macres W

Viewer Run

[#] Wiew mach Documertt after creation

Destination Folder

Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection
dialog.

Destination File Name

Allows you to specify the name of the generated PDF. The Add Macros button can be used to add variable information to the PDF file
name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate PDF files. See A Note on File Name Macros for more information on file name macro capabilities.

Viewer Run
When checked, runs the system default PDF viewer to display the generated PDF.
At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Setup PDF screen.
e  Process: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Confirm File Replace Dialog
In the event that a problem occurs with saving one or more of the PDF files, the Confirm File Replace Dialog appears:
Confirm File Replace
*{ 5 The Folder 'CriDocuments and SettingsiCraig €, RansamiMy Documents|
already contains the File Tumimy . pdf:
Slze; 5521409 bytes (5.65 ME)
Modied: Monday, Jorwary 28, 2008, 11:39:07 FH

Crvewarita this File?
Yes Yes to Al L] Mo to Al Cancel

Wou may use the automatic Fils Naming ko
Save A5, generabe a unigue destination File Name: Aukomatic

This Dialog has several options:
e Yes. Overwrite this file ONLY. If other files may be overwritten, then this dialog may appear multiple times, once for each file.
® Yes to All. Give blanket approval to overwrite all named files.
e No. Does not overwrite the file, and processing proceeds to the next file.
e No to All. Will not overwrite any existing files. Note that some files may be lost.
e Cancel. Cancels the processing run and no more files are saved.

e Save As.... Allows you to select a file name to save this file to. If other files may be overwritten, then this dialog may appear
multiple times, once for each file.

e Automatic. Generates automatic unique names for generated PDF files.
Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task
List of Documients:

<1 bems>
Tikle: Ext... LLocation Sz Musdified AEET...
T-! Unitithed pedf CalDocument s an... 31404 29:01:2008 00004 ~-a---

Please select an option from those available below to continue

Email Upload Files
Sadact & Send/Post files by &-Mad, FTP, HTTP... -
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All of the PDF files generated during this run appear in the List of Documents. At this point you have several options you may take:
*  You may select any PDF and view it by clicking on the View... button.
e You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

Select & Send./Fost fles by e-Mal. FTP, HTTP...

i F| Edit Bookmarks
m Aad or Modéy POF Boskmars
{ spg.-,\.- Merge POF fles to make 2 new filels)

Eﬂ Maodify the pmperll-nd PDF pages within a file

Il‘hmgeFage size, Crop, Rolste, add Watemnars, ad

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the Save Setup screen.
e Next: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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2.2. Scan Direct

This tool takes images directly from an image source, such as a scanner or digital camera, and creates one or more PDF documents
from them.

When you first select this tool, the following area appears to the right of the main menu:

Tood Dascription

Create a Mew PDF Document
From Scan Direct

Tgol process:

@ Select Scan Scurce

D Images Selection List

@ Imagsis) Conversion Setup
@ Sewp POF

@ Save Sehio

@ Completing the Task

bstqn

This shows the steps that you will be led through to accomplish this task:

1. Select Scan Source. Selects the image import source such as a scanner or digital camera.

2. Images Selection List: Select the image(s) to be used to create the PDF(s). Note that you can set up the images to turn
individual images into one PDF, place each image in its own PDF, or separate a multi-page image into individual PDF page files.

3. Image(s) Conversion Setup: Set parameters for page settings and image placement on the PDF pages.

4. Setup PDF: Determines PDF-specific information for creating the output PDF(s), including general information, compression,
graphical conversions, security, PDF information, and watermarks.

5. Save Setup: Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

6. Completing the Task: Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.

Select Scan Source
This menu screen allows you to select the image import sources:

55 PDF-Tools 4.0 CE®
ESaIﬁc‘tTool B?Prefemncas.._ g)Hel_n

3 Create a New PDF Decument From Scan Direct

Select Scan Source

Please select the Scan source and start Scan process

Al Available Import Sources

Refreh
<o HP Officejet 5600 series TWAIN = WIA-HP Officejet 5600 series
Manufacturer: Hewlelt-Packard; Manufacturer: Hewlett-Packand:
Type: TWAIN: Type: TWAIN:

E HP Officejet 5600 seres
Marufaciurer, Hewleli-Packard;
Type: WIA;

il Previous b Mendt ﬂ Cancel
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You may select an import source by clicking on it in the screen.

If you do not see a source that you want to use, you may need to connect it or turn it on, then click the Refresh button to rebuild the
menu. You should then see the source.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Main Menu screen.

e Next: Activates the image import process, and then proceeds to the next step in the processing, in this case to Images
Selection List.

e Cancel: Cancels the operation and returns to the Main Menu screen.

Image Selection List

After image import, this screen will have a list of the scanned images. Note that you may add additional images to the list, or remove
images you don't want.

¥ PDF-Tools 4.0 E|@|E
T selact Tool sz feo )He
e ] oo references... J Ip

&

3 Create a New PDF Document From Scan Direct

Images Selechon List

Please Add Images to the List, and you may specify Fage Range(s) for each Preview Image
<Emply> L chone>
Title Ext... Liocation Size Page Range(s)
= tmp CADOCUME~1C, . 06670 All Pages (1 botal)
b tmp CDOCUME~1IC, ., 450325 All Pages (1 botal)

®

List Sstup % Add.... ¥ Impoet... ¥

q Pravious b Mext d Cancal

Note that you can set up the images to turn individual images into one PDF, place each image in its own PDF, or separate a multi-page
image into individual PDF page files.

N.B. This screen is compatible with the Windows Drag & Drop feature. You may drag image files from Windows Explorer or the
Desktop to this window and the images will be added to the list.

To the right of the list is the image display area which displays a thumbnail of the selected image in the list and the image properties
below the thumbnail.
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Below the list are the menu options for this screen:

List Setup

List Setup %

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:

View F

St b

The View menu shows the following items

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Creating PDF from Scan Direct

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order, and an up or down arrow appears beside the column name.

Add...

Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from

multiple locations.

The Down arrow opens a menu of Add options:

add Files...

The options are:

e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.
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Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:

e Import... : Capturesimages from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up

Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down

Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...

Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.
Remove

Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case to Select Scan Source.
e Next: Proceeds to the next step in the processing, in this case to Image(s) Conversion Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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This screen determines the "look" of the final PDF, including Page size and the layout of the images on each page.

The first tab on this page is Page Settings.This allow you to set page size, orientation and margins.

¥ PDF-Tools 4.0

I‘!#
P Select Tool

-.'7’_] Create a New PDF Document From Images

E’Prafamncas... QJHGIP

CBIX

Genaral

[
,',f"j? age Seftings

Imageais) Layoul
Rules Linits:

Paper Size:

Width:
Height:
Onentation
{%) Poetrak
Margins

Lt

Rlight:

10.0

0.0

Image(s) Conversion Setup
A4 W
| Millmeters b
[21000 =)
297.0 -

) Landscaps

= Top: 10,0 -

= | Bottom: [y =

e tvex

d Cancel

The second tab on this page is Image(s) Conversion. This allows you to determine the layout of the individual pages, such as how many
images to place horizontally and vertically, and also how to generate the final PDF(s), whether one image to a page, or multiple page

files to individual PDF's.

N.B. The option to place "x" pages from a multi-page image into one PDF is not available here, but can be done by combining
individual page PDF's using the Split / Merge function.
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¥ POF -Tools 4.0 r:|r|j|§|

ﬁ Salact Tool B?Prafamhces.._ Halp

&

\L:;I Create a New PDF Document From Images

Image(s) Conversion Setup

Images Layout Rulas for each Documeant page
J Page Seftings

Herizonital count: Herizontal space:
® pimage(s) Layout 2 s 20 (g M
¥4 Rules
Vertical count: Vertical space:
3 - X

Align for each Image in bounding rectangle

Huosizontal align: Vertical abgn:
Canber L Canber W

Fule for Indnadual Document creation

%) Al Pages bo Cne Dooument
{_) Separate each Page bo a dfferent Document
{_}Create a POF Document For Each Image File

4 Pravious b Meodt ﬂ Cancal

Tip! As you change the Horizontal or Vertical Count or Space values, the resulting layout is displayed in a
schematic form to the right. See image above for an example.

Horizontal count: The number of images to appear horizontally across the page.
Horizontal space: The amount of space between images, in mm.
Horizontal Align has the options:

o Left. Image is against the left edge of the space.

o Center. Image is centered in the space.

¢ Right. Image is against the right edge of the space.

o Fit. Image is fitted to the space, retaining its proportions.
Vertical count: The number of images to appear vertically down the page.
Vertical space: The amount of space between images, in mm.
Vertical Align: has the options:

e Top. The image is against the top edge of the space.

e Center. The image is centered in the space.

e Bottom. The image is against the bottom edge of the space.

o Fit. The image is fitted to the space, retaining its proportions.
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Rule for Individual Document Creation determines how the images are handled:
e All Pages to One Document is the default. It places all pages of all images in the Image List into a single PDF.

e Separate each Page to a different Document places each generated PDF page into a separate PDF. Based on the Horizontal
and Vertical counts, more than one image may be placed on a page however.

e Separate each Image (and Multipaged) File to a different Document places each image to a separate single-page PDF
document. Multipage image files are split into individual single-page PDF files.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Images Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Setup PDF

Setup PDF determines the characteristics of the generated PDF files. Click on the tabs to the left to open the specific topics.
Click These Tabs

A -
F: PDF Specification
*-’f General
= Civersion 1.3
] Optimization O version 1.4
(&) Version 1.5
I ¥ersion 1.6
] Sacurity
When Decument Opened
] Information Page Layout: Page 5
] Advanced Page Mode: Show Bookmarks w
A

Full Sereen Pags Mode:

Viewer Praferences

[ Hide Tooker [[] cantra Document Window

] Hide e bar [] Display Document Titke in the Window Titke bar
[ Hide Diocurnant’s Wirdeow User Interface Elemants

[#] Riesize Document's Window to Fit the Size of the First Fage

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size reduction, but if
"overused" may result in unacceptable image quality. The precise settings on these tabs may have to be determined by adjusting the
values and generating sample output, and may not be acceptable for all applications.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Images Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please specify the destination Folder:

CiiDoouments and Settings\Cralg E. Ransom|fy Doouments Browse...

[CIPtace to & Scurce Folder(s) sutomaticaly

Destination File Name
Plezoe select & destination file name (ard)or specify any name crestion macres):
<Fils Nafie 5-<Year - <Month - aDay s-<Hour > <Minute s < Second - <auto Number > Add Macros

Viewer Run

[#] Wiew each Document: after creation

L

Destination Folder

Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection

dialog.

Destination File Name

Allows you to specify the name of the generated PDF. The Add Macros button can be used to add variable information to the PDF file
name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate PDF files. See A Note on File Name Macros for more information on file name macro capabilities.

Viewer Run

When checked, runs the system default PDF viewer to display the generated PDF.

Confirm File Replace Dialog

In the event that a problem occurs with saving one or more of the PDF files, the Confirm File Replace Dialog appears:

Confirm File Replace
&5 The Folder ‘C:\Dncuments and SettingslCraig . RansamiMy Dotuments|
already contains the File Tunn. pdf:
Size: 59214009 bytes (5.65 ME)
ModFied: Monday, January 28, 2008, 11:33:07 PH

Oyt this file?
Yes Yes bo All Ho Mo to A Cancel

‘fiou may usa the subomatic Fils Maming to
Save A5 generate & unique destination Fie Name: Automatic

This Dialog has several options:

e Yes. Overwrite this file ONLY. If other files may be overwritten, then this dialog may appear multiple times, once for each file.

e Yes to All. Give blanket approval to overwrite all named files.
e No. Does not overwrite the file, and processing proceeds to the next file.
e No to All. Will not overwrite any existing files. Note that some files may be lost.

e Cancel. Cancels the processing run and no more files are saved.

e Save As.... Allows you to select a file name to save this file to. If other files may be overwritten, then this dialog may appear

multiple times, once for each file.

e Automatic. Generates automatic unique names for generated PDF files.
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When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task

Completing the Task
List of Documents:

<1 damsz
Tikle: | & | Locakion Sine Musdified AT,
Ti Uritithed pedf CaiDocument s an... 31404 Z9:01:2008 0004  ~ege=s

Please select an option from those available below to continue

Email Upload Files
Sadact & Send/Post files by &-Mad, FTP, HTTP... -

All of the PDF files generated during this run appear in the List of Documents. At this point you have several options you may take:
*  You may select any PDF and view it by clicking on the View... button.
e You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

Email fUpload Files
Select & Send./Fost fles by e-Mal. FTP, HTTP...

i 5 Edit Bookmarks
m A or Modéy POF Bookmarcs

: Splt or Marge PDF fles to make a new flels)
et

: Modify the properties of PODF pages within a file
Changs Page size, Crop, Rolste, add Watemnars, adi
v Thumbnads, etc.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the Save Setup screen.
e Next: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.
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2.3. From Text

This tool allows you to spool one or more Text file(s) to one or more PDF document(s). When you first select this tool, the following
area appears to the right of the main menu:

Tl Description

Create a New PDF Document
From Text

Tool process

) Text Flas Selection List
& Text Corversion Setup
i Setup PDF

i Save Setup

@ Compieting the Task

G‘éﬂm

This shows the steps that you will be led through to accomplish this task:

1. Text Files Selection List. Select and order the text documents to be converted to PDF(s).

2. Text Conversion Setup. Specify how the text documents will be placed in the PDF(s).

3. Setup PDF. Determines PDF-specific information for creating the output PDF(s), including general information, compression,
graphical conversions, security, PDF information, and watermarks.

4. Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

5. Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.

Text Files Selection List

Select the text file(s) to be used to create the PDF(s). Note that you can set up the files to turn individual files into one PDF, place each
file in its own PDF, or separate a multi-page text file into individual PDF page files.

451 PDF-Tools 4.0 FEX
:'!fsgbem Tool Gﬂpraferencas... gHelp

\'\ i.@i Create a New PDF Document From Text

Text Files Selection List

Please Add Text Files to the List Preview File:
<4 s <Hone>
T Tt Ext... Location Size Modfied Atk
@W_app:m bk C\Documents an... 17962 11:12:2007 11:00  -—-a—
() DoeDiag bt CHDOCLments an. . 4746 11:12:2007 11316 w=ames
(i emors bt Ci\Documents an. .. 22721 Z2:01:2008 2028 was-
@Pdrmlmmmuz bt CH\Documents an... 2366 06:10:2005 15:58 -

List Satup % Add... o 2 Remove

Previous Mext | Cancel
<l
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To the right of the list is the text file properties display area which displays the file properties.
Below the list are the menu options for this screen:

List Setup

List Setup %

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:

View F

St b

The View menu shows the following items

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order, and an up or down arrow appears beside the column name.

Add...

Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

add Files...

The options are:

e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.
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Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:

e Import... : Capturesimages from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up

Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down

Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...

Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.

Remove
Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Text Conversion Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Text Conversion Setup

Text Conversion Setup specifies how the text documents will be placed in the PDF(s).

Page Settings

This tab allows you to set page size, orientation and margins.

¥ PDF-Tools 4.0

.-rw
P Salact Toal

"-I-.Ihl Create a New PDF Document From Text

Creating PDF From Text a

:.-"’j Page Settings

J Text Conversion

Text Conversion Settings

Text Comversion Setup

General
PaperSize:  pg v
Units: | Midimeers V\_
Widkh: 210.0 -
Heigh: 297.0 =
Cnientation
() Postrait CJLandscape
Margins
Left: 100 F] Top: (o 5]
Right: wo 3| Battem: |00 a

b nex

This tab determines how the individual text files will be placed in the PDF document. You may columnize the text, select font and
spacing, specify how to identify paragraphs and how to indicate file breaks. URL's may be identified and made into hyperlinks in the

PDF document if desired.

l Page Sattings

[
‘_.-"jT?)ﬂ Conversion

Text Layout Rules for each Document page

Mumber of columns: Space betvesn columns:
1 £ 3.0

> men
-

3 1 Line betwesn
ol
Format of text
New Paragraph mode:
Each rewhne charscker sterts & new paragraph bt

[] o sy specify & Separstor Tag to be nserted
befiore the tect From each Fle:

[#] sk dateck LRL
Thaim Same Text Thm o Saspe Text The Font...
H Tanas
IEERIEE
Paragraph...
Define the Text/Page file to PDF nules
All Pages to O Docunent: hd
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At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Text Files Selection List screen.

e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Setup PDF
Setup PDF determines the characteristics of the generated PDF files. Click on the tabs to the left to open the specific topics.

Click these tabs

. PDF Specification
/fﬁe neral P
— Civersion 1.3
! Compression (&) version 1.4
CIVersion 1.5
I ¥ersion 1.6
l Graphics
When Document Opened
l Sacurity Page Layout: Single Page F
l Information Piage Mode: Show Hone v
Full Scresn Pags Mode:
J Advanced
Viewer Preferances
[ClHide Toobar [ centre Domment Window
] Hede Merws bar [ isplay Documant Tikle in the Window Tithe bar

[T Hide Document’s Window User Intesface Elements
[l resize Document's Window to Fit the Size of the First Pags

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size
reduction, but if "overused" may result in unacceptable image quality. The precise settings on these tabs may have to
be determined by adjusting the values and generating sample output, and may not be acceptable for all applications.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Text Conversion Setup screen.

e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please specify the destination folder:
C1\Doouments and SettingsiCralg E. RansomiPy Doourments

[[IPisce to & Source Folder(s) sutomaticaly
Destination File Name

Plazta celact & dactination file name (andfor specify sy name crestion macros):
<File Nane s-<Year - <Month - Dy - cHour > <Minube s < Second >- 2ot o Nurber = fudd Macros 1Y

Viewer Fun

[#] Whew each Document after creation
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Destination Folder

Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection
dialog.

Destination File Name

Allows you to specify the name of the generated PDF. The Add Macros button can be used to add variable information to the PDF file
name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate PDF files. See A Note on File Name Macros for more information on file name macro capabilities.

Viewer Run
When checked, runs the system default PDF viewer to display the generated PDF.
At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Setup PDF screen.
e  Process: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Confirm File Replace Dialog

In the event that a problem occurs with saving one or more of the PDF files, the Confirm File Replace Dialog appears:

Confirm File Replace

&5 The Folder ‘C:\Dncuments and SettingslCraig . RansamiMy Dotuments|
already contains the File Tunn. pdf:

Size: 59214009 bytes (5.65 ME)
ModFied: Monday, January 28, 2008, 11:33:07 PH

Oyt this file?
Yes Yes bo All Ho Mo to A Cancel

‘fiou may usa the subomatic Fils Maming to
Save &%, generate & unique destination File Hame: Aukiomatic

This Dialog has several options:
e Yes. Overwrite this file ONLY. If other files may be overwritten, then this dialog may appear multiple times, once for each file.
e Yes to All. Give blanket approval to overwrite all named files.
e No. Does not overwrite the file, and processing proceeds to the next file.
e No to All. Will not overwrite any existing files. Note that some files may be lost.
e Cancel. Cancels the processing run and no more files are saved.

e Save As.... Allows you to select a file name to save this file to. If other files may be overwritten, then this dialog may appear
multiple times, once for each file.

e Automatic. Generates automatic unique names for generated PDF files.

©2001-2010 TRACKER SOFTWARE PRODUCTS



E) tracker
» PDF-Tools v4.0.x @_) SOFTWARE PRODUCTS
Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task
List of Documents:

<1 damsz
Tikle: | & | Locakion Sine Musdified AT,
Ti Uritithed pedf CaiDocument s an... 31404 Z9:01:2008 0004  ~ege=s

Please select an option from those available below to continue

Email Upload Files
Sadact & Send/Post files by &-Mad, FTP, HTTP... -

All of the PDF files generated during this run appear in the List of Documents. At this point you have several options you may take:
*  You may select any PDF and view it by clicking on the View... button.
e You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

Email fUpload Files
Select & Send./Fost fles by e-Mal. FTP, HTTP...

i 5 Edit Bookmarks
m A or Modéy POF Bookmarcs

: Splt or Marge PDF fles to make a new flels)
et

: Modify the properties of PODF pages within a file
Changs Page size, Crop, Rolste, add Watemnars, adi
v Thumbnads, etc.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the Save Setup screen.
e Next: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.
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3. Add, Modify or Extract Content from existing PDF Documents

These tools allow you to work with existing PDF documents, to add, change, delete, or extract content in various ways.

# PDF-Tools 4.0 r:"ﬁ“?i
‘E Salect Todl B’Prmmms... gHalp

Al
@i& Please select the required option and select Start...

# | Tool Description
Create a New PDF Document

Create a New PDF Document From:

Imacpes “ Texd
(g | Drectly Conves images to POFs) | Setect and Converttent ies o POF e
Jool process:
Sean Direct o Iages Selection List
33«1-::&.-5@ images to a POF fie o Imagels) Conversion Setup
& Setup POF
Add, Modify or Extract content from an existing PDF Document; 'q o) Save Setup
% Bookmarks e Split Merge ) Completing the Task
. Add or Modify PDF Boolomarks 4 Splt or Merge PDF files 1o make a new
J Jr# fibeis)
Edit Page/Contert Settings Simple Optimization of POF(s)
1’\ mﬁmmsmﬂ%ﬁmm Compeess Fonts, Streams, Aemowe
Watermarks. edl Thumbnals. ec unised obsects, et
. Simple PDF Page Exdraclion i re  Extracl images from PDF
Sedect 4 Bxtract Pages § Create a new f 4 Edract Image from a PDF to an edemal
FDF fie Image format
i Convert PDF to _RTFS.DOCY TET Add hyperink: in PDF document
Convert FDF to an extemal teod fomat Find besd/ Add Frypesrink for the bead
(RTF/DOC wih/without Images, Plain il _}
Teat efe)
Other Tools:
Email /Upload Files
$g|-'|$=t 4 Send/Fost fikes by o-Mal, FTP. 9 -
H -
L 4

The available tools are:

e  Bookmarks (Outlines). Adds, changes, or removes Bookmarks (also called Outlines) for the PDF document.

e Edit Page/Content Settings. Changes page size; crops; rotates; adds, changes or removes thumbnails

e Simple PDF Page Extraction. Extracts pages from a PDF and places them in a new PDF.

e Convert PDF to .RTF/.DOC/.TXT. Converts PDF to external text formats. Note that PDF images may be included in RTF and
DOC files if desired.

e Split / Merge. Split a PDF into two or more PDF(s), or merge multiple PDF's into a single file.

e Simple Optimization of PDF(s). Compress fonts and streams, remove unused objects,

e  Extract Images from PDF. Extract images contained within PDF pages to image files. Note that this does NOT convert PDF
pages into images!

e Add Hyperlinks in PDF Documents. Converts specified text strings in PDF documents to hyperlinks.
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3.1. Bookmarks (Outlines)

The Bookmarks tool allows you to create or modify an index for the PDF document which appears to the left of the document in the
viewer.

When you first select this tool, the following area appears to the right of the main menu:
Tool Degcripkion
Edit Bookmarks
Tool process:
i@ Open POF Fie
@ Preview and Edi the Bockmarks
Tree

& Setup POF
i Szve Setup
@ Completing the Task

w Start

This shows the steps that you will be led through to accomplish this task:
1. Open PDF File. Select the PDF file to process.

2. Preview and Edit the Bookmarks Tree.

3. Setup PDF. Determines PDF-specific information for creating the output PDF(s), including general information, optimizations,
security, PDF information, and watermarks.

4. Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

5. Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.

Open PDF File

This step selects and opens the PDF file to process.

¥ PDF-Tools 4.0

W select Tool E}P ofe
‘l-i!. & [e]4] I MEnces.

&_ Edit Bookmarks

Open POF File

Flease specify the required FDF file to open

Enter the required fie name:

&

—.-'—/ CHDocuments and Settings|Craig E. Ransaml My DocumnentsiPDF Tools Bookmarks. pdf

» Preview Document

d Praviaus b Next
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Enter the Required Name. Enter the fully-qualified oath name of the PDF file to open. Use the Browse button to open a File Dialog to
permit selecting the PDF file to process.

Preview Document. Click here to see the document properties:

B:z40s 1+ hagp— Pane Selector
Selected Page
Thurnbnail
~Document Properties
o —— - P Doacument
~ Specific Properties
Pages Cout 5 FIOReTEs
Version 15
Tis Codakeys List
Author
Subject Codekeys as of 8/18/2005
Creator
Pk i PRF-¥hanae kenm 35 dl v ™

N.B. This does NOT open the selected PDF in the PDF Viewer.
At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Preview and Edit the Bookmarks Tree.
e  Cancel: Cancels the operation and returns to the Main Menu screen.

Preview and Edit the Bookmarks Tree

This step displays the Bookmark as a Tree and allows you to modify it as desired.

¥ PDF -Tools 4.0 =B
:'iﬂfsﬁmmam Baprafamms._ Q)Halp

ti’_ Edit Bookmarks

Preview and Edit the Bookmarks Tree
You may add/edit this Document's Bookmarks and reposition them using drag&drop
C:\Documents and Seftings"Craig E. Ransom'\My Documents'PDF Tools Bookmarks pdf
Destination View and Properties

Find... Add Edit... Deleste Generate..,
<WEHICLE ACTIITY >\
£ VEHICLE ACTMITY Teoe: Gotoa Pags
Page Mumber: 1
E EQUIPMENT CATEGORY Wigw Mode: Fit Page
T AXLE CONFIGURATION
= SYSTEMCODE

SYSTEMCODE

il Pravious b Met ﬁ Cancal
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At the top of the tree are four menu buttons:

Find....
Opens the Find Bookmark dialog:

Find Bookmark...

Please type all or part of the bookmark title

S EQUIPMENT CATEGOR
o i Qu 1

Type all or part of the desired Bookmark text and click Find Next to locate the first/next occurrence of it.

Add
Opens the Add New Bookmark dialog:

i ] Please, type the title text for this Bookmark
L | blew Bookmark
Also, you may adit the appearance and the destination type for this Bookmark
[ Typee: rP-oqe\lieﬂ |
,_.-f’j Destination = y
- Page Number: 1 = | of 5(210.0 257.0 mm)
I AppEarance Liratss .mm L ]
Yiew Mode: Fit Fage |
i
i
L4 Cancel

Enter the text for the new bookmark in the field at the top of the page.
The Destination tab determines the kind and display properties of the Bookmark.

If the Type is Page View, then the following variant tab is displayed. Page number must be specified. In addition the View Mode
determines what additional information must be supplied to condition the page.

Tee:  [page View vy
:ffﬂesnn ation i
s Pags Numbser: 1 & of 5(200.0%297.0 mm)
J Appearance Uraks: F"ir-:tm “
Vs Moda: .Ft Page v.
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If the Type is Web Link, then the following variant tab is displayed.

- Types b Lk 3
1',.4 Destination L

URL: | http:ifwww. docu-trsck com
] Appearance

The desired URL is entered in the URL field.
The Appearance tab allows you to adjust the style of the Bookmark and the color.
Styla: R,eqj.u 'v.

ck: [

] Destination

:fjﬁnﬁpearance

Edit
Clicking this button after selecting an existing Bookmark opens the Edit Existing Bookmark dialog.

Edit Existing Bookmark...

ii ] Pleaze, type the title text for this Bookmark
[B/cHicLE ACTIVITY!

Alsa, you may adit the appearance and the destination type for this Bookmark

™ Type: Page View
,_.f’jl:!emm atign
— Page Number: 1 = of 5(210.0 257.0 mm)
] SRR RIS ks Mlmeters v
Wiz Mode: Fit Fage w

The fields on this dialog are identical to the Add New Bookmark dialog.
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Delete
Displays a confirmation message box. If you click Yes in that message box, the selected Bookmark will be deleted.
At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Open PDF File screen.
e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Setup PDF
Setup PDF determines the characteristics of the generated PDF files.
Click on the tabs to the left to open the specific topics.

Click These Tabs

A e
F: PDF Specification
*-’f General
= Civersion 1.3
] Optimization ) Version 1.4
(&) Version 1.5
I Wersion 1.6
] Security
When Decument Opened
] Information Page Layout: Single Page -
] Advanced Page Mode: Shiw Bookmarks b
e A

Full Sereen Pags Mode:

Viewer Praferences

[ Hide Tooker [[] cantra Document Window

] Hide e bar [] Display Document Titke in the Window Titke bar
[ Hide Diocurnant’s Wirdeow User Interface Elemants

[#] Riesize Document's Window to Fit the Size of the First Fage

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size
reduction, but if "overused" may result in unacceptable image quality. The precise settings on these tabs may have
to be determined by adjusting the values and generating sample output, and may not be acceptable for all
applications.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Preview and Edit the Bookmarks Tree screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Optimization

The Optimization tab specifies what optimizations will be used.

You may specify the write optimization options
J General
{5 Full Ciptiniz ation
f:-n‘.unl-_'a'.lnn {2 Cusstioen Opimization:
J Saecurity
! Information
j Advanced

Full Optimization if selected, then all three optimizations will be performed.
Custom Optimization if selected, then the user can select which of the three optimizations to perform:

e  Optimize Fonts. Optimizes fonts within a PDF document and removes font duplication. Additionally attempts to merge similar
fonts into s single font entry where possible. Strongly recommended after merging 2 or more files or copying/adding pages to
an existing file etc.

e Optimize Streams Compression. Optimizes the compression applied in all streams (the binary data stored within a PDF
document). This operation may reduce file size significantly on files where such optimization has not previously been applied.
This operation compresses streams which are not compressed and checks the existing compression for streams and applies
more efficient compression where possible.

¢ Remove all Named Objects which are not used. Optimizes a PDF document by removing all named objects.

Named objects/destinations - are unnecessary, but commonly used for convenience by PDF writers. This is often the cause of
bloated PDF file sizes. This function safely removes such objects from a file and may significantly reduce file size.

Save Setup
Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please specify the destination folder:
Ca\Doouments and SettingsiCraig E. Ransomihy Doouments Browse...

[[IPisce to & Source Folder(s) sutomaticaly
Destination File Name

Plazta celact & dactination file name (andfor specify sy name crestion macros):
<Fila Nane - <Year - <Months- cDay > cHour > <Minute > <Sacend - <iuko Nurmber s fudd Macros g

Viewer Fun

Wiew each Document after creation
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Destination Folder

Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection
dialog.

Destination File Name

Allows you to specify the name of the generated PDF. The Add Macros button can be used to add variable information to the PDF file
name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate PDF files. See A Note on File Name Macros for more information on file name macro capabilities.

Viewer Run

When checked, runs the system default PDF viewer to display the generated PDF.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Setup PDF screen.
e Process: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task

List of Documents

<1 temss
Title Ext.us Location Size Modified AL
i Unititled pdf C:\Doouments an... 31404 29:01:2008 00004 —a-==

Please select an option from those available below to continue

Email/Upload Files
Salact & Send/Past fies by a-Mad, FTP, HTTP_. v

All of the PDF files generated during this run appear in the List of Documents. At this point you have several options you may take:
®  You may select any PDF and view it by clicking on the View... button.
e  You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

|’€'

=

Email/Upload Files
Salect & Send,/Fost fles by &-Mal_ FTP, HTTP...

4y Edt Boclonarks
t[i Acd ox Modéy PDF Boskmatks
o Spit or Menge PIOF fles to make a new file(s)

Change Page size, Crop, Rotate, add Watermarks, edi
Thumbnais, ete

et
Sﬁ Modify the properties of PDF pages within a file
2

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Save Setup screen.
e Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
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e  Finish: Returns to the Main Menu screen.

©2001-2010 TRACKER SOFTWARE PRODUCTS



=)
m PDF-Tools v4.0.x @ tr‘a(;l—{er

»” SOFTWARE PRODUCTS

3.2. Edit Page Content Settings

This tool allows you to alter the page size settings and generate thumbnails for one or more pages of a selected PDF.

When you first select this tool, the following area appears to the right of the main menu:

Tool Description

Modify the properies of PDF
pages within a file

Tool process:

@ Open FOF Rl

& Pogels) Sehp

& Setup PDF

@ Seve Sehp

@ Complating the Task

b Stan

This shows the steps that you will be led through to accomplish this task:
1. Open PDF File. Select the PDF file to process.
2. Page(s) Setup. Set page size and thumbnail settings.

3. Setup PDF. Determines PDF-specific information for creating the output PDF(s), including general information, optimizations,
security, PDF information, and watermarks.

4. Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

5. Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients

Open PDF File

This step selects and opens the PDF file to process.

¢ PDF -Tools 4.0 [9]i=1e3)
ESathool &Prsfe:ancas.._ g)Hslp

Eﬁ Modify the properties of PDF pages within a file

Open POF File

Please specify the required PDF file to open

. Enter the required file name:
'_'-j Cr\Documents ard Sethings|Craig E. Rarsomiiy Documents\POF Tools Codebeys List,pdf

» Preview Document

4 Previous b Mext u Cancel
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Enter the fully-qualified oath name of the PDF file to open. Use the Browse button to open a File Dialog to permit selecting the PDF file
to process.

Enter the Required Name

Preview Document

Click here to see the document properties:

23405  pag— Page Selectar

___Selected Page
Thurmhbnail

o — Document

~ Specific Froperties

Pages Count 5

Version 15

Titha Codekeys List

Father

Subject Codekeys as of B/18/2006

Creator

Prrict inar PRF-Xhanae ficnmdS dl vy >

N.B. this does NOT open the selected PDF in the PDF viewer.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Page(s) Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Page(s) Setup
This step allows changing the page size and crop box settings, and generates Thumbnails as desired. One use for this is to set a
uniform page size in a PDF that has been created piecemeal out of multiple PDF's with differing page sizes.

The Pages tab controls the resizing of selected PDF pages.

OF'8 The Pages List: Fage(s) Preview and Setup:
‘_G’ 3ges o5 1 selactads &1
4

] umenats "W

Urits: Millmeters vl o lﬂ-ﬂ :-:
width: 00 3 Right: | z10.0 3
Select Pages: Height: [ 286.1 - Topi  |z86d 3
| Cusskern v Reset % poive o vl Bottom: (0.0 3
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It displays icons for all the pages in the document. Page selection may be done in two ways:

1. By clicking on the page icons in the Pages List display. Clicking on a selected page will highlight only that page; to select more
than one page by this method press and hold the Ctrl key while clicking the second or subsequent pages.

2. By using the Select Pages drop box at the bottom of the page. This drop box has the following selections:
e Custom. The default option, this implies that you will be selecting page(s) in the Pages List display.
o All. Selects ALL pages to be resized.
e Odd. Selects odd-numbered pages to be resized.
e Even. Selects even-numbered pages to be resized.
® Ranges. Opens a dialog box to allow you to enter page ranges:

Edit the Page Range(s)

Flease specify the Page range(s) requirad

3
ﬂ Enter the Page numbers andfor Page rangs(s) separabed by commeas.
For ecosmple: 1,3,5-12:

1,35

When a page is selected, the page dimensions are displayed, and the page and crop box sizing are shown under the display.

N.B. The coordinate system used is the PDF system, where the origin is the lower left corner, and the vertical dimension increases as you
move UP the page.

The Reset button reset the screen and removes the new formatting. The drop arrow opens a menu with the following choices:

Reset Sedechad
Reser Al

e Reset All. The default, this resets all page parameters. Selected pages remain selected.

e Reset Selected. This resets only the values for the selected pages, which remain selected after the reset.

The page settings are at the lower right under the page size display:

Paper Size: This drop box allows you to select a standard paper size from a list. The last entry in the list is Custom Size, if you want to
set your own page dimensions for oddly-sized documents.

Units: Selects the units of measurement for the page size:
e Inches. Shows the page and crop box sizes in inches and fractions.
e Millimeters. Shows the page and crop box sizes in millimeters and fractions.

e Points. Shows the page and crop box sizes in points and fractions. This is a standard printing measurement. There are 72
points to the inch.

Width: The horizontal width of the page in the specified Units.
Height: The vertical height of the page in the specified Units.

Rotate: This drop box allows you to rotate the page to adjust for page orientation -"landscape" vs. "portrait" or inverted pages. The
rotations are all based on right angles: 0, 90, 180, 270.

e 0- maintain current orientation.
e 90 - rotate page clockwise.
e 180 - invert page.

e 270 - rotate page counter-clockwise.
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The Thumbnails tab controls the generation and removal of Thumbnails for selected PDF pages.

] The Thumbnails{preview) List
Pages
1 2 5 4

:/jThum bnails

S
Resst W
Fomans Lo

The pages are displayed in the Thumbnails (Preview) List and may be selected by using the mouse. If multiple pages need to be
selected, use the Ctrl key when clicking on the second or subsequent thumbnail.

Generate....
Clicking this button generates thumbnails for the selected pages. The drop arrow opens a menu:

N.B. This feature is not active in this release of PDF-Tools 4.0!

Generste for Selected
Generate For Al

e Generate for Selected is the default action for this button, and generates thumbnails for the selected pages.
e Generate for All generates thumbnails for all PDF pages.
Edit...

Allows you to select an image to use as the thumbnail for a single selected page. This button is disabled if two or more pages are
selected.

Edit Thumbnail for Page #1...
'__1 Please specify the Image File name to set as the preview page
i |
| CoADoeuments and Sestings\Craig £, Ransom|My Dacuments]| .

[¥] Scale Tnage(s) When genersting the Documert
[#] Mainksin Inage propeetions

e Browse Opens an Open File dialog to select the image file to use for this page.

e Scale Image(s) when generating the document When checked, scales the image to make it a thumbnail. Otherwise, the image
may be cropped.

e Maintain Image Proportions Maintains the image proportions, filling the unused space as necessary to keep the proper
aspect ratio
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Reset
Resets the Thumbnails for selected page(s) to their original condition. The drop arrow opens a menu:
e Reset Page. Resets the Thumbnails for the selected page(s).
e Reset All. Resets the Thumbnails for all pages.
Remove
Removes the Thumbnails for for selected page(s). The drop arrow opens a menu:
* Remove Selected. Removes Thumbnails from the selected pages. Pressing the Delete key performs the same function.
e Remove All. Removes Thumbnails from all pages. Pressing [Ctrl]+[Delete] performs the same function.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Open PDF File screen.
e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Setup PDF
Setup PDF determines the characteristics of the generated PDF files.
Click on the tabs to the left to open specific topics.

Click These Tabs

B o
F: PDF Specification
' General
= O version 1.3
] Optimization {)Wersion 1.4
(=) Wersion 1.5
I ¥ersion 1.6
] Security
When Decument Opened
] Information Page Layout: Sirvgle Page w
] Advanced Page Mode: Show Bookmearks w
r

Full Sereen Pags Mode:

Viewer Praferences

[ Hide Tooker [[] cantra Document Window

] Hide e bar [] Display Document Titke in the Window Titke bar
[ Hide Diocurnant’s Wirdeow User Interface Elemants

[#] Riesize Document's Window to Fit the Size of the First Fage

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size
reduction, but if "overused" may result in unacceptable image quality. The precise settings on these tabs may have to
be determined by adjusting the values and generating sample output, and may not be acceptable for all applications.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Page(s) Setup screen.

e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please specify the destination folder:
Cr\Doouments and Settings\Craig E. Ransomibhy Doourments

[ Fince to & Source Folder(s) sutomaticaly
Destination File Name

Plaasa salact & dastination fils name (andjor specify ary name crestion macros):
<Fibe Marne - <Year = <Month - <Dy - <Hour = <Minute > <Second - <Auto Number =

Viewer Run

Wiew each Document after creation

Add, Modify or Extract Content

Add Macres 7]

Destination Folder

Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection

dialog.

Destination File Name

Allows you to specify the name of the generated PDF. The Add Macros button can be used to add variable information to the PDF file
name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate PDF files. See A Note on File Name Macros for more information on file name macro capabilities.

Viewer Run

When checked, runs the system default PDF viewer to display the generated PDF.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Setup PDF screen.

e Process: Proceeds to the next step in the processing, in this case to Completing the Task.

e Cancel: Cancels the operation and returns to the Main Menu screen.

Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this

screen.

Completing the Task
List of Documents
<1 demss
Title:
& Unittled

Siza Mosdified
31404 29:01:2003 00:04  —a---

Ext...
C:\Doouments an...

Please select an option from those available below to continue

Email/Upload Files
Selact & Send/Post files by a-Mad, FTP, HTTP...

AHr...
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All of the PDF files generated during this run appear in the List of Documents. At this point you have several options you may take:
*  You may select any PDF and view it by clicking on the View... button.
e  You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

I»‘

=

Email/Upload Files
Salect & Send,/Fost fles by &-Mal_ FTP, HTTP...

4y Edt Boclonarks
t[i Acd ox Modéy PDF Boskmatks
o Spit or Menge PIOF fles to make a new file(s)

Change Page size, Crop, Rotate, add Watermarks, edi
Thumbnais, ete

ot
Sﬁ Modify the properties of PDF pages within a file
2

At the bottom of the screen are the wizard navigation buttons:
e  Previous: Returns to the previous screen, in this case the Save Setup screen.
e  Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.

3.3. Simple PDF Page Extraction

This tool allows you to extract pages form PDF files and arrange them as you see fit into one or more target PDF file(s).

When you first select this tool, the following area appears to the right of the main menu:

Tool Desription

Simple PDF Page Extraction

Toolprocess:

@ Open POF Fie

@ Select Pages for Extraction

@ Preview and Edt the Documents
List

@ Setup POF
@ Save Setup
@ Completing the Task

w Start

This shows the steps that you will be led through to accomplish this task:
1. Open PDF File. Select the PDF file to process.

2. Select Pages for Extraction This step allows you to enter page ranges for extraction from the specified document.

3. Preview and Edit the Documents List This step displays a list of PDF documents to be generated, and allows you to drag and
drop pages to get the page desired order.

4. Setup PDF. Determines PDF-specific information for creating the output PDF(s), including general information, optimizations,
security, PDF information, and watermarks.

5. Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

6. Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.
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Open the PDF File

This step selects and opens the PDF file to process.
¥ PDF -Toals 4.0 EEXK

%Sahﬁhol G?Prmram:as... @mm

‘g F‘ Modify the properties of PDF pages within a file

Open PDF File

Please specify the required PDF file to open

\ Erter the required Fle name:
’:_/ CH\Docunents and SettingsiCraig E. RansomlMy Docurnents\PDF Tools Codekeys List, pdf

» Previews Document:

vd Previous b INext d Cancel

Enter the Required Name. Enter the fully-qualified oath name of the PDF file to open. Use the Browse button to open a File Dialog to
permit selecting the PDF file to process.

Preview Document. Click here to see the document properties:

B:z:405 i+ pgp— Page Selector
Selected Page
Thurmbrnail
~Document Properties
o —— - E Dacument
= Specilic Froperties
Pages Count 5
Version 15
Tita Codskeys List
Autiher
Subject Codekeys as of E18/2008
Creator
Prevch inmr PNF- X hanae kenen 15 v

N.B. this does NOT open the selected PDF in the PDF viewer.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Select Pages for Extraction.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Select Pages for Extraction
This step allows you to enter page ranges for extraction from the specified document.

¥ Praview Document
C:\Documents and Settings'(Crasg E. Ransom" My Documents'PD...

Please specify the required Pages for Extraction

Al Pages w

“\ﬂ Audditicnadlhy, you gy snber the page numbers sndfor page ranges separated by
= commas; for examphe: 1,3,5-12

Selct the required pages grouping action from those below:
Flace each Page irte a Separate Document -

[] Inchude Merged bockmarks in output FOF

Selected 5 paga(s) total

Preview Document
This opens a list of the PDF properties, but does not actually open the PDF in a viewer:

[+ ENENENE 1+ fagp— Pane Selectar
Selected Page
Thurnbnail
Document Properties
e - F Document
~ Specific Properties
Pages Count 5
Version 15
Tithe Codakoeys List
Auther
Subject Codskeys as of 8/18/2006
Creator
Pt i PIF-X hanne feenm 15 dl w3 ¥

Please Specify the Pages for Extraction
This drop list allows you to select which pages to extract. Most are self-explanatory:

e All Pages. Selects the entire document. This is the starting default.

First Page. Selects only the first page. This is useful for extracting a summary page if one exists.
e Last Page. Selects only the last page. This is useful for extracting a totals page if one exists.

e 0Odd Pages. Selects only odd-numbered pages. The first PDF page is considered to be Page 1. This is often useful if preparing a
PDF for two-sided printing to hardcopy.

e Even Pages. Selects only even-numbered pages. The first PDF page is considered to be Page 1. This is often useful if preparing
a PDF for two-sided printing to hardcopy.

e Page Range(s). This list item allows you to specify page ranges to extract in the entry field; by page number, or a range of
pages separated by a dash (minus sign), and separated by commas, e.g. 1, 3-5,11-21,23,25.
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Place All Extracted Pages into One Document
When checked, ALL the selected pages will be placed in ONE PDF; otherwise each page will be placed in a separate PDF file.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Open PDF File screen.
e Next: Proceeds to the next step in the processing, in this case to Preview and Edit the Documents List.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Preview and Edit the Documents List

This step displays a list of PDF documents to be generated, and allows you to drag and drop pages to get the desired page order.
%t PDF -Tools 4.0 EEX
ESehﬁTnnl B?Prefemm:as... Q)Help

S

y '#* Simple PDF Page Extraction

"

Preview and Edit the Documents List
You may edit Documents by moving, copying, removing or re-ordering Pages using drag&drop
4 documentis) total

v 2L cpocument #1=

5 ! I
" '.‘-.-:'I

T
UL 2Docwment £3=

= =
POF "
7 S wDocument 24>
I\
by
|
4
o
- 3 2 Docament £5=

When you first enter this screen, all the proposed PDF document(s) to be generated will be listed. Double-clicking on any PDF will open
a drop list beneath it showing the page)s) to be assigned to that PDF, marked with the PDF number (#1 in the above example) and the
original document page number. You may then use Drag & Drop to move pages around between files, consolidate PDF files by dragging
pages between them, or split a PDF into multiple new PDF's by dragging a page out of its page list and onto the list background.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Select Pages for Extraction screen.
e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Setup PDF
Setup PDF determines the characteristics of the generated PDF files.
Click on the tabs to the left to open the specific topics.

Click these tabs

POF Specification
:/!Snaﬂeral REPRE! o
= (i Wersion 1.3
l Compression ) Version 1.4
Civersion 1.5
I ¥ersion 1.6
J Graphics
When Document Openead
J Sacurity e e St Pago
J Information ERm e Show Hone
Full Scresn Pags Mode:
J Advancad
o Viewar Praferences
[CHide Tookar
[ Hide Merws bar

[C]Hide Document's Wirdow User Interface Elements
[ Riesize Document's Window to Fit the Size of the First Pages

[] Centre Document Window
[ Cisplay Document Title in the Window Titks bar

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size
reduction, but if "overused" may result in unacceptable image quality. The precise settings on these tabs may
have to be determined by adjusting the values and generating sample output, and may not be acceptable for all

applications.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Preview and Edit the Documents List screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please spedify the destination folder:
. Ci\Documents and SettingsiCraig E. Ransomify Doournents

] Place to & Source Folder(s) sutomaticaly
Destination File Name

Pleass seleck & destination fils name {andfor specify any nams orestion macros):
<Fiba Nafme - <Year »-<Monkh - <Day >- cHour > <Minube > < Second - <buto Nuember =

Viewer Run

[] views mach Document after creation

AddMacres ¥

©2001-2010 TRACKER SOFTWARE PRODUCTS




/A F‘PI_I—{QF‘ Add, Modify or Extract Content

SOFTWARE PRODUCTS

=1

Destination Folder
Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection
dialog.

Destination File Name

Allows you to specify the name of the generated PDF. The Add Macros button can be used to add variable information to the PDF file
name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate PDF files. See A Note on File Name Macros for more information on file name macro capabilities.

Viewer Run
When checked, runs the system default PDF viewer to display the generated PDF.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Setup PDF screen.
e  Process: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task

List of Documents

<1 items:
Title Ext... Location Size Mosdifiesd AT,
8 Urtitled pedf Ci\Doouments an... 31404 29:01:2003 00:04 —-a--

Please select an aption from those available below to continue

Email /Upload Files
Select L Send/Post files by o Mad, FTP. HTTP... v

All of the PDF files generated during this run appear in the List of Documents. At this point you have several options you may take:
*  You may select any PDF and view it by clicking on the View... button.
e  You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

I»‘

=

Email/Upload Files
Salect & Send,/Fost fles by &-Mal_ FTP, HTTP...

5 Edit Bookmarks.
t[i‘ Acd ox Modéy PDF Boskmatks

o Spit or Menge PIOF fles to make a new file(s)

ot
5 Modify the properties of PDF pages within a file
ﬂ Change Page size, Crop, Rotate, add Watermarks, edi
2] | Thumbnaie, ete

-

At the bottom of the screen are the wizard navigation buttons:
e  Previous: Returns to the previous screen, in this case the Save Setup screen.
e  Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.

©2001-2010 TRACKER SOFTWARE PRODUCTS




@\
D PDF-Tools v4.0.x \Q} tracker

>~ SOFTWARE PRODUCTS

3.4. Convert PDF to DOC/RTF/TXT

Convert PDF to DOC/RTF/TXT converts a PDF file to a MS-Word .DOC file, Rich Text Format .RTF file, or a Text .TXT file.

N.B. This function only works on PDF files that contain extractable text! "Flattened" PDF files where the pages are entirely images,
or PDF files produced from scanned images cannot be converted in this fashion, and you will have to extract the page images and
then process them through an OCR interpreter to extract the text information.

When you first select this tool, the following area appears to the right of the main menu:

Tood Description
Conven PDF to
RTF/DOC/TXT
Tool process:
) Documsnis Selection List
& Select Method 1o Group Beracted
Ted
D Save Setup
W Compieting the Task

r' Stant

This shows the steps that you will be led through to accomplish this task:

1. Documents Selection List Select the PDF file(s) to convert to DOC, RTF or TXT file(s), and sets page ranges for each PDF file.

2. Select Method to Group Extracted Text This step allows you to enter page ranges for extraction from the specified document.

3. Save Setup Determines how the PDF will be named, and where it will be stored after generation. File naming includes a macro
capability for allowing file names to be generated with date and time information encoded in them.

4. Completing the Task Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.
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Documents Selection List

The Documents Selection List allows you to select the PDF file(s) to convert to DOC, RTF or TXT file(s), and sets page ranges for each
PDF file.

s PDF -Togls 4.0 (=113
’Estamnnl @aprmmms... @)tHer

Ei}) Convert PDF to .RTF/.DOCLTXT

Documents Selection List

Please Add Documents to the List, and you may specify Page Range{s) for each Preview Document
e ChDocuments and Settings'\Craig E. Ransa...
e
4 ]
T Thle Ext... Logation Size Page Range(s) n o = :

1 POF Tools Codekerys List it C\Documents an, ., 4115 All Pages (Stotal) B

 Docamment Properties

¥ Common i
+ Specific
Pagea Count 5
Wersion 15
Title Codaloeys List
Fauthor
Subject Codekeys as of 271
Creator
List Setup % add.. @ Savehs.. | Remove W Pocoss POF-kThanoes Visw ™

The Documents List allows you to view the PDF properties and also to select range(s) of pages. When you select a document in the list,
the properties are displayed to the right of the list, and a green button appears at the end of the list item.

When you click the green button, the Edit the Document's Page Range(s) dialog appears:

Edit the Document’s Page Range(s) @
=, C:\ADocuments and Settings\Craig E. Ransom\My Documents\PDF Tools
jj|| Codekeys Listpdi
\:h- Please specify the Page range(s) required
{318l 5 page(s)

(CrCuskom: Enter the pags rumbers andfor page rangeds) separated by commas;
For excample: 1,3,5-12

You can select All pages, or select Custom which allows you to specify page ranges to extract in the entry field; by page number, or a
range of pages separated by a dash (minus sign), and separated by commas, e.g. 1, 3-5,11-21,23,25.

©2001-2010 TRACKER SOFTWARE PRODUCTS



PDF-Tools v4.0.x

At the bottom of the Documents List are the menu buttons:

List Setup

List Setup %

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:
View F

St b

The View menu shows the following items

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order, and an up or down arrow appears beside the column name.

Add...

Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

add Files...

The options are:
e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.
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Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:
e Import... : Captures images from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up

Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down

Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...

Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.

Remove
Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Select Method to Group Extracted Text screen.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Select Method to Group Extracted Text

The Select Method to Group Extracted Text step determines how the extracted text will be grouped into the output files.

The options are:

One Document to One File
Each PDF's converted text is written to a separate file. This is useful when batch-converting a large number of files, and the text form

¥ PDF-Tools 4.0

r‘!ﬁ} -
Pl Selact Tool i Prefarancas...

E}) Convert PDF to .RTFL.DOC/TXT

Select Method to Group Extracted Text

Please specify the Grouping Action required for the Extracted Text

3 . Selack the required action From those below:
g (=10ne Documentt to One File
() Separate each Page to a Different File
() 8l Documents ko One Fils

et

Selected 5 page(s) tatal

d Previous b Mext

each document must be identified.

Separate each Page to a Different File

Each page of the PDF's converted text is written to a separate file. This is more useful when the relationship of converted text to
original page must be identified.

All Documents to One File

Bulk extraction of all text from multiple PDF files is made.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Documents Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup screen.

e Cancel: Cancels the operation and returns to the Main Menu screen.
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Save Setup
Save Setup specifies the file and folder settings for the generated Text Document.

Destination Setup
Destination Setup allows you to specify filename and destination folder settings.

Save Setup

'/H stinafion Setup Destination Folder

Please spedify the destination folder:

Text Save Type
J s Ci\Usersireception'\Documents Browss, .

Setup
Place to a Source Folder(s) automaticaly

Jestination File Name
Piease select a destination file name (and/or specfy any name creation macros):

Add Macros ¥

- ar B
Viewer Rur

| View each Document after creation

Destination Folder
Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection
dialog.

Destination File Name

Allows you to specify the name of the generated text document. The Add Macros button can be used to add variable information to
the file name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate DOC/RTF/TXT files. See A Note on File Name Macros for more information on file name macro
capabilities.

Viewer Run
When checked, runs the system default Text Document viewer to display the generated Text Document.

Text Save Type Setup
Text Save Type Setup settings allow you to set what file type, text and image options you would like in the resulting text document.
Save Setup
ou may specify the Save Type for all Extracted Text
] Destination Setup - . e
S\ draw o » Save as Type:
v] _J b lfﬂ [Rich Text Format (*.rtf) -
Text Cotions
Include Space:
o=
| Incude Images in Format:
9 Auto
JPEG Advanced...
PNG

©2001-2010 TRACKER SOFTWARE PRODUCTS



=) Fr e
PDF-Tools v4.0.x N\ SOFTWARE PRODUCTS

Save as Type
You can save to any of the following text document file types:
e RTF: Rich Text Format (*.rtf) Supports images
e DOC: Microsoft Word Document (*.doc) Supports images
e  TXT: Plain Text (*.txt) Text Only, Does not support images.
-RTF and .DOC Settings

Text Options
Include Space has the following options:
¢ None. No space will be included.
e Auto(Proprtional). Proportional space will be included.
o Single. Single space will be included.
Image Settings
Include Images in Format
It has the following options:
e Auto. Automatically chooses the format of the images.
e JPEG. Includes the images in the given format only.
e PNG. Includes the images in the given format only.
Advanced Image Insertion Setup
Clicking the Advanced... button opens the Image Insertion Setup menu. It has the following options:
e Downsample High Color/Grayscale Images. Applies downsampling options for high color and grayscale images.
e Downsample Indexed Images. Applies downsampling options for indexed images.
e Downsample Monochrome Images. Applies downsampling options for monochrome images.
e Convert High Color/Grayscale images. Applies conversion options for high color and grayscale images.
e Convert Indexed Images. Applies conversion options for indexed images.
.TXT Settings
Text Options
Include Space has the following options:
¢ None. No space will be included.
e Auto(Proprtional). Proportional space will be included.
o Single. Single space will be included.

Text Encoding has the following options:

e Unicode
e Windows
e MS-DOS

e Other Encoding

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Select Method to Group Extracted Text screen.
e Next: Proceeds to the next step in the processing, in this case to Completing the Task screen.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task
List of Documents:

<1 demsz
Title: Ext... LLocation Sz Mosdified AT,
T-?;. Unititled pdf Ca\Documents an... 31404 29:01:2008 0004 —-a---

Please select an option from those available below to continue

Email/Upload Files
Sedact & Send/Post files by a-Mad, FTP, HTTP... -

All of the documents generated during this run appear in the List of Documents. At this point you have several options you may take:
*  You may select any document and view it by clicking on the View... button.
e You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

{ Salect & Send,/Fost fles by &-Mal_ FTP, HTTP...

=
"'1-a Edit Bookmarks.
m Add or Modfy PDF Bookmarks

2 Split or Merge PIOF fles to make a new file(s)
o

~ Modify the properties of PDF pages within a file

; Change Page size, Crop, Ratate, add Wiatermars, ad2
[ 12 Thumbnads, ete.

-

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Save Setup screen.
e Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.
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Split / Merge

This tool allows you to split and merge PDF files. It is a bit more complex than the Simple PDF Page Extraction, as it is allows you to
process pages from several PDF files.

When you first select this tool, the following area appears to the right of the main menu:

Toal Description
SplitMerge

Toolprocess:
@ Documents Selection List

@ Sslect Method to Group Pages in
Target Fie

@ Preview and Edi the Documents
List

@ Setup POF
@ Save Sawp
@ Completing the Task

w Start

This shows the steps that you will be led through to accomplish this task:

1.

Document Selection List. This step selects the PDF files to be used for the Split/Merge operation, and sets the selected page
ranges for each file.

Select Method to Group Pages in Target File This step allows you to select how you want the pages to be distributed in the
final PDF document(s).

Preview and Edit the Documents List This step displays a list of PDF documents to be generated, and allows you to drag and
drop pages to get the page desired order.

Setup PDF. Determines PDF-specific information for creating the output PDF(s), including general information, optimizations,
security, PDF information, and watermarks.

Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.

Documents Selection List

This step selects the PDF file(s) to be used for the Split/Merge operation, orders the file(s), and sets the selected page ranges for each

file.

<
¥ Salact Tool Preferences.. Hel
& %2 Qe
. splitMerge
ﬁ;
Documents Selection List
Please Add Documents to the List, and you may specify Page Range(s) for each Preview Document
C\Documents and Settings'\Craig E. Ransa._..
<2 teene >
© The Ext... Location Size Pagerangets) | ILZI3TATS hid
::.' FOF Tools Bookmarks CDocurments an... F567 Al Pages (5 bokal) E.
8l POF Tools Codekeys List paf CHDooUENEs &N, 115 Al Pages (5 tokal)
= Document Properties
¥ Common -~
- Specific
Fages Count 5
Version 15
Tle Ciadebeys List
Author
Subjject Codekeys as.of 8/1..
Creator 3
List Sstup % Add... W Dowin Save AS... Remove % Podiesr PRIF-Khanas bne

*I Previous b MNext ﬂ Cancel
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The Documents List allows you to view the PDF properties and also to select range(s) of pages. When you select a document in the list,
the properties are displayed to the right of the list, and a green button appears at the end of the list item.

When you click the green button, the Edit the Document's Page Range(s) dialog appears:

Edit the Document’s Page Range(s) Ej
= CADocuments and Settings\Craig E. Ranzom\My Documents\PDF Tools
ﬁ Codekeys Lizt pdf
Please specify the Page range(s) required

(%) A: 5 pags(s)

(CCustom: Eniber the page numbers andfor page range(s) separated by commas;
For excample: 1,3,5-12

You can select All pages, or select Custom which allows you to specify page ranges to extract in the entry field; by page number, or a
range of pages separated by a dash (minus sign), and separated by commas, e.g. 1, 3-5,11-21,23,25.

At the bottom of the Documents List are the menu buttons:

List Setup

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:
Yiew F

St b

The View menu shows the following items

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order and an up or down arrow appears beside the column name.
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Add...
Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

Add Files...

The options are:
e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.

Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:
e Import... : Captures images from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up
Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down
Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...
Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.

Remove

Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Select Method to Group Pages in Target File screen.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Select Method to Group Pages in Target File

This step allows you to select how you want the pages to be distributed in the final PDF document(s).

¥ PDF -Tools 4.0 =3
ﬁSahﬁTnul B?F'rafemncgs... 9/] Help

/" splitMerge
G soimerg

o

Select Method to Group Pages in Target File

Please specify the Grouping Action required for the Pages created
? j‘" S Seldect the required action from those below:
...zi () Al Pages o O Dooument:
= (D Separate each Page bo a dfferent Document
(11 Pages to One Document in Reverse Order
() Custom Pagas Grouping
[v] Include Merged bookmarks in output PDE

Selected 10 page(s) total
d Previous b Mext d Cancel

There are 4 Grouping Actions available:

e All Pages to One Document. All of the selected pages from all files are written into a single PDF file. The order of pages is file
order then range order within file.

e Separate each Page to a different Document. Every selected page is written to its own PDF file.
e All Pages to One Document in Reverse Order. As All Pages to One Document, but the final order is reversed.

e Custom Pages Grouping. The most flexible, this allows you to distribute the selected pages as you see fit.

Include Merged Bookmarks in output PDF
Checking this checkbox will cause all bookmarks for the selected pages from each document to be assembled into a bookmark tree for
the output document(s).

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Documents Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Preview and Edit the Documents List.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Preview and Edit the Documents List

This step displays a list of PDF documents to be generated, and allows you to drag and drop pages to get the desired page order.

#¢ PDF -Tools 4.0 i=1(e3
E&al‘aﬁ Tool Prefarances. @)Hﬂlp

' SplitMerge
74
Preview and Edit the Documents List

You may edit Documents by moving, copying, removing or re-ordening Pages using drag&drop
3 document i) total

" "ll"ﬂ <Document 1=

~u
F
3
F
L.:‘_J.
F
-

When you double-click on any PDF in the Preview and Edit the Documents List, the document opens to show a schematic
representation of the pages assigned to it. Each page icon has the PDF # at the top and the PDF page number inside it.

You may then use Drag & Drop to move pages around within or between PDF file(s) by clicking on a page or group of pages to select
them.

e If you move all of the pages out of one document, that document vanishes from the list.

e If you want to start a new document, drag page(s) out of their document(s) and onto the list background. A new document
will be started.

When you are satisfied, click the Next button to proceed to the next step.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Select Method to Group Pages in Target File screen.
e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Setup PDF

Setup PDF determines the characteristics of the generated PDF files. Click on the tabs to the left to open the specific topics.

Click these tabs

-

L] POF Specification

\_(’jﬂe neral

= O version 1,3
(&) ¥ersion 1.4
Civersion 1.5

Civersion 1.6

l Compression

J Graphics
When Document Openad

j Sacurity e e —rre 2

J Information Espas: Shaw Hone ¥
Full Screen Page Mode:

j Avanced

b

Viewer Preferences
[ Hade Tookar [] centre Document ‘Window
[ Hide Merw bar [] Cisplay Drocument Tithe in the Window Tiths bar

[CHide Document's Window User Inkerface Elements
[Iresize Document's Window to Fit the Size of the First Page

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size
reduction, but if "overused" may result in unacceptable image quality. The precise settings on these tabs may have to
be determined by adjusting the values and generating sample output, and may not be acceptable for all applications.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Preview and Edit the Documents List screen.

e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen. Save

Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please spedify the destination folder:
. Ci\Documents and SettingsiCraig E. Ransomify Doournents . Browse...

] Place to & Source Folder(s) sutomaticaly

Destination File Name
Pleass seleck & destination fils name {andfor specify any nams orestion macros):
<File Name - <Yoar - CMonth - Dy - cHour > <Minube s <Second - <iuto Rumber = Bdd Macres &

Viewer Run

[] views mach Document after creation
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Destination Folder
Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection
dialog.

Destination File Name

Allows you to specify the name of the generated text document. The Add Macros button can be used to add variable information to
the file name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate DOC/RTF/TXT files. See A Note on File Name Macros for more information on file name macro
capabilities.

Viewer Run
When checked, runs the system default Text Document viewer to display the generated Text Document.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Setup PDF screen.
e Process: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task
List of Documents
<] gz
Title Ext... Location Size Mosdiiesd ALET...
) Untitied pedf CaiDocuments an... FIA04 29:01:2008 00:04  ~-a=-

Please select an option from those available below to continue

Email/Upload Files
Selact L Send Foet files by a-Mad, FTP_ HTTP.. v

All of the documents generated during this run appear in the List of Documents. At this point you have several options you may take:
®  You may select any document and view it by clicking on the View... button.
e  You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

Email Upload Files
Select 8 Send/Post fies by e-Mal. FTP, HTTP...

[i%; Ed* Boolomarics
tb‘_‘ Add or Modéy POF Bookmarks

Py Split/Merge
e Spik or Menge POF fles to make a new filsls)
./
et
5 Modify the properties of PDF pages within a file
Change Page site, Crop, Rotate, add Watemarks, ad2
| Thumbnads, atc

At the bottom of the screen are the wizard navigation buttons:
e  Previous: Returns to the previous screen, in this case the Save Setup screen.
e  Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.
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3.6. Simple Optimization of PDF(s)

This tool performs up to three optimizations on an existing PDF file that may materially redu
quality.

When you first select this tool, the following area appears to the right of the main menu:
Tood Description

Simple Optimization of PDF(s)

Tool process:

@ Documents Selection List
&) POF(s) Optimization Setup
& Setup POF

& Save Sep

i@ Complating the Task

w Start

This shows the steps that you will be led through to accomplish this task:

Simple PDF Optimization a

ce the size of it without affecting PDF

1. Document Selection List. This step selects the PDF files to be used for the Split/Merge operation, and sets the selected page

ranges for each file.

2. PDF(s) Optimization Setup. This step selects the optimizations to be applied to the PDF

3. Setup PDF. Determines PDF-specific information for creating the output PDF(s), includ
security, PDF information, and watermarks.

(s) in the Documents Selection List.

ing general information, optimizations,

4. Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a

macro capability for allowing file names to be generated with date and time informatio

n encoded in them.

5. Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the

generated PDF to be sent to network recipients.

Documents Selection List

This step selects the PDF files to be used for the Optimization operation, and sets the selected page ranges for each file.

¥ PDF-Tools 4.0

<
P! Salact Tool E’P:afemmas...

& Simple Optimization of PDF(s)

(=113
ngelp

Documents Selection List

Please Add Documents to the List Preview Do
<1 e
4
T Tile Ext... Location Size: Modified A n N

£ POF Tools Codahwys List f Ci\Dooumants ... 115 1072007 13159 =g

¢ Commeon
~ Specific
Pages Count

Tithe

Creator
List Setup 3 Add... Save As... Remove | P

C\Documents and Settings'Craig E. Ranso...

cument

g ik

wDocument Propesties
-~

5
15
Cosdedays List

Codekeys asof 2/7...
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The Documents List allows you to view the PDF properties and also to select range(s) of pages. When you select a document in the list,
the properties are displayed to the right of the list, and a green button appears at the end of the list item.

Edit the Document’s Page Range(s) ﬁ]
=y C:\Documents and Settings\Craig E. Ransom\My Documents\FDF Tools
ﬂ Codekeys Listpd
Please specify the Page range(s) required

() A: 5 page(s)

(1 Cuskeen: Enter the pags rumbers andfor page range(s) separated by commas;
For eccample: 1,3,5-12

You can select All pages, or select Custom which allows you to specify page ranges to extract in the entry field; by page number, or a
range of pages separated by a dash (minus sign), and separated by commas, e.g. 1, 3-5,11-21,23,25.

At the bottom of the Documents List are the menu buttons:

List Setup

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:
Yiew F

St b

The View menu shows the following items

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order and an up or down arrow appears beside the column name.
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Add...
Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

Add Files...

The options are:
e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.

Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:
e Import... : Captures images from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up
Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down
Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...
Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.
Remove

Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to PDF(s) Optimization Setup screen.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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PDF(s) Optimization Setup

This step selects the optimizations to be applied to the PDF(s) in the Documents Selection List.

#5 PDF-Tools 4.0 =13

<L - .
& Salect Tool E’thmn:as... Qf;Halp

& Simple Optimization of PDF(s)

PDF(s) Optimization Setup

You may specify the wiite oplimization options

2 () Full Oplinization
(2 Cushom Cptimization:

d Previous b Mext ﬁ Cancel

The Write Optimization options are:

Full Optimization
If selected, then all three optimizations will be performed.

Custom Optimization
If is selected, then the user can select which of the three optimizations to perform:

e  Optimize Fonts. Optimizes fonts within a PDF document and removes font duplication. Additionally attempts to merge similar
fonts into s single font entry where possible. Strongly recommended after merging 2 or more files or copying/adding pages to
an existing file etc.

e Optimize Streams Compression. Optimizes the compression applied in all streams (the binary data stored within a PDF
document). This operation may reduce file size significantly on files where such optimization has not previously been applied.
This operation compresses streams which are not compressed and checks the existing compression for streams and applies
more efficient compression where possible.

e Remove all Named Objects which are not used. Optimizes a PDF document by removing all named objects. Named
objects/destinations - are unnecessary, but commonly used for convenience by PDF writers. This is often the cause of bloated
PDF file sizes. This function safely removes such objects from a file and may significantly reduce file size.

At the bottom of the screen are the wizard navigation buttons:
e Previous: Returns to the previous screen, in this case the Documents Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Setup PDF.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Setup PDF
Setup PDF determines the characteristics of the generated PDF files.
Click on the tabs to the left to open the specific topics.

Click these tabs

~
POF Specification
:Xjﬂewral L o
p— i Wersion 1.3
l Compression () ¥ersion 1.4
Civersion 1.5
Civersion 1.6
J Graphics
When Document Openad
j Sacurity e e —rre 2
J Information i Showt Hone i
Full Scresn Pages Mode:
j Advanced
o Viewer Preferences
[ Hade Tookar [ Centre Document ‘Window
[ Hide Merw bar [] Cisplay Drocument Tithe in the Window Tiths bar

[CHide Document's Window User Inkerface Elements
[Iresize Document's Window to Fit the Size of the First Page

N.B. If used judiciously, the Compression and Graphics tabs options can result in good generated PDF file size
reduction, but if "overused" may result in unacceptable image quality. The precise settings on these tabs may have to
be determined by adjusting the values and generating sample output, and may not be acceptable for all applications.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the PDF(s) Optimization Setup screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen. Save

Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please spedify the destination folder:
. Ci\Documents and SettingsiCraig E. Ransomify Doournents . Browse...

] Place to & Source Folder(s) sutomaticaly

Destination File Name
Pleass seleck & destination fils name {andfor specify any nams orestion macros):
<Fiba Nafme - <Year »-<Monkh - <Day >- cHour > <Minube > < Second - <buto Nuember = Be4d Macres g

Viewer Run

[] views mach Document after creation

©2001-2010 TRACKER SOFTWARE PRODUCTS



@) tracker

PDF-Tools v4.0.x A\ ®” SOFTWARE PRODUCTS

Destination Folder
Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection
dialog.

Destination File Name

Allows you to specify the name of the generated text document. The Add Macros button can be used to add variable information to
the file name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate DOC/RTF/TXT files. See A Note on File Name Macros for more information on file name macro
capabilities.

Viewer Run
When checked, runs the system default Text Document viewer to display the generated Text Document.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Setup PDF screen.
e Process: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task
List of Documents
<1 Rams>
Title EXL... Location Size Mosdified AL
7 Urititled pdf C:\Dooumants an... 31404 29:01:2008 00:04 =g

Please select an option from those available below to continue

Email /Upload Files
Saelect & Send/Post files by e-Mad, FTP, HTTP. v

All of the documents generated during this run appear in the List of Documents. At this point you have several options you may take:
*  You may select any document and view it by clicking on the View... button.
¢  You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

Email Upload Files
Select 8 Send/Post fies by e-Mal. FTP, HTTP...

[i%; Ed* Boolomarics
tb‘_‘ Add or Modéy POF Bookmarks

Priry Split./Merge

e Spik or Menge POF fles to make a new filsls)
./

et

5 Modify the properties of PDF pages within a file
Change Page site, Crop, Rotate, add Watemarks, ad2
| Thumbnads, atc

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Save Setup screen.
e Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.
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This tool extracts images contained within PDF pages to image files.

3.7. Extract Images from PDF

Note that this does NOT convert PDF pages into images!
When you first select this tool, the following area appears to the right of the main menu:

Tl Description
Extract Images from PDF

Tool process:

i@ Documents Selaction List

'Gmua&umpﬁmmfw
Irages

@ Szve Saup
@ Completing the Task

w Start

This shows the steps that you will be led through to accomplish this task:

1. Document Selection List. This step selects the PDF files to be used for the Split/Merge operation, and sets the selected page
ranges for each file.

2. Choose a Grouping Action for Images. This step selects the way in which the images extracted from the PDF(s) will be stored.

3. Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

4. Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.

Documents Selection List

This step selects the PDF files to be used for the Image Extraction operation, and sets the selected page ranges for each file.

vt PDF -Tools 4.0 EE®
<\ 3
& Salact Tool B’Prabamncas._ QHelp

\ﬁ Simple Optimization of PDF(s)

Documents Selection List

Please Add Documents to the List Preview Document:

1 hemss C\Documents and Settings'Craig E. Ranso...

T The Ext... Location Size Modéied A : EAEICIE v

£ POF Tools Codahwys List pf Ci\Dooumants ... 115 1072007 13159 =g

wDocument Propesties
¢ Commeon -~
- Specific
Pages Count L
Version 15
Tithe: Cosdedays List
Authos
£ » Subject Codekceys asof 2/1..
Creator
Lst Setup ¥ add... ¥ Save ds... Remove | Prhiosr PIF-AChanas View ¥

-d Previous b MNext “ Cancel
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The Documents List allows you to view the PDF properties and also to select range(s) of pages. When you select a document in the list,
the properties are displayed to the right of the list, and a green button appears at the end of the list item.

Edit the Document’s Page Range(s) E]
=y C:\Documents and Settings\Craig E. Ransom\My Documents\FDF Tools
Codekeys Liztpdf
‘:h- Please specify the Page range(s) required
(3) 40: 5 pagelz)

(1 Cuskeen: Enter the pags rumbers andfor page range(s) separated by commas;
For eccample: 1,3,5-12

You can select All pages, or select Custom which allows you to specify page ranges to extract in the entry field; by page number, or a
range of pages separated by a dash (minus sign), and separated by commas, e.g. 1, 3-5,11-21,23,25.

At the bottom of the Documents List are the menu buttons:

List Setup

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:
Yiew F

St b

The View menu shows the following items

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order and an up or down arrow appears beside the column name.
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Add...
Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

Add Files...

The options are:
e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.

Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:
e Import... : Captures images from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up
Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down
Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...
Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.
Remove

Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Choose a Grouping Action for Images screen.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Choose a Grouping Action for Images

This step selects the way in which the images extracted from the PDF(s) will be stored.

¥t PDF -Tools 4.0 =1
& Selact Taol E#Prarmencas.._ ngelp

)(‘” ./ Extractimages from PDF

Choose a Grouping Action for Images

} Found 32 Images Total
Lo
Flease, specify the Grouping Action for Images
Select the required action from those below:
Each Image to & Separshe Fila w
[Jin Reversa Order

[] Re-build the Dataflmages skoned within the file so that the saved Fils data makches that which i viewed on soreen (e, Rokated files
re-2ave Imags be match the Rotation Argle depleved in the POF fils).

i] Previous b Mext ﬁ Cancel

Select the required action for those below
e Each Image to a Separate File.
e All Images from One Page to One Multipage File.
e All Images from One Document to One Multipage Image File.

e All Images to One Multipage File.

In Reverse Order
Checking this checkbox reverses the order in which the images are stored.

Re-build the Data/Images....
Self-explanatory if you read the entire caption.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Documents Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Save Setup
This step specifies the file name and image file types to save the images to.
N.B. Only one single-page and one multi-page format can be selected.
There are two tabs on this screen:

e Destination Setup

e Images Save Type Setup
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Destination Setup Tab

Destination Setup allows you to specify filename and destination folder settings.

;1.}[\- stination Setup Destination Folder
Please spedify the destination folder:

Images Save Type

Setup C:\sers'yeception\Documents Browse...

Place to a Source Folder(s) automatically
Destination File Name
Please selact a destination file name (and for specify any name creation macros):
Add Macros ¥

awer Run

| view each Document after creation

Destination Folder
Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection

dialog.

Destination File Name

Allows you to specify the name of the generated text document. The Add Macros button can be used to add variable information to
the file name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate DOC/RTF/TXT files. See A Note on File Name Macros for more information on file name macro

capabilities.

Viewer Run
When checked, runs the system default Text Document viewer to display the generated Text Document.

Image Save Type Setup Tab

This tab allows you to set image type and specifications for saving Single-page and Multi-page image files.

j o You may specify the Save Type for all Exiracted Images
Singhe-page Image(s]) bype: Teulti-page Imageds) bype:
1Jk-n3qes Save Type i EE
Y& Selup BMP - Windows Bitmap b TIFE - Tag Image File Format "
[+] st Format {recommended) [w] st Fosmak: {recomimended)
Image bype 32 ([ True-Color) Image: byps 32 (True-Color with Alpha) &
Alpha [ Compression LZW (Lemmpel-Tre B Weldh)
Grayscale [ Use Predickor e
bt | G DRl k]
¥-DPl k-] T-DRl 96
Thasmbana ]
Tiths
Description w

Note that the list boxes allow you to set each individual specification as necessary. A familiarity with image type formats is necessary to
effectively use this tab.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Choose a Grouping Action for Images screen.
e Next: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task
List of Documents:

<1 Rams>
Title: Ext... Location Size Moxdified ALtF..
T-eg Uirititded pedf CHyDooumants an... 31404 29:01:2005 00004 wogee

Please select an option from those available below to continue

Email /Upload Files
Select & Send/Post files by a-Mad, FTP, HTTP... v

All of the documents generated during this run appear in the List of Documents. At this point you have several options you may take:
®  You may select any document and view it by clicking on the View... button.
e  You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

A Email/Upload Files
| Select 8 Send/Post fies by e-Mal. FTP, HTTP...

=
"lva Edit Bookmarks
& Add or Modéy POF Bookmarks

ef  Spit or Merge PDF fles to make a new filels)
e

5 Modify the properties of PDF pages within a file
Change Page site, Crep, Rotate, add Watemnades, ad2
! Thumbnads, etc.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Save Setup screen.
e  Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.
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3.8. Add Hyperlink in PDF Document

This tool converts specified text strings into active hyperlinks within the PDF document.
Toal Deseription
Add hyperlink in PDF document
Toolprocass:
& Documents Sslackion List
D Setup texd search.typedink
@ Setup POF

o Seve Setup
& Completing the Task

w Stant

This shows the steps that you will be led through to accomplish this task:

5. Document Selection List. This step selects the PDF files to be used for the Split/Merge operation, and sets the selected page
ranges for each file.

6. Setup Text Search/Hyperlink. This step specifies the text strings to be converted to hyperlinks, and the corresponding
hyperlink to activate when the converted text string is clicked,

7. Save Setup. Determines how the PDF will be named, and where it will be stored after generation. File naming includes a
macro capability for allowing file names to be generated with date and time information encoded in them.

8. Completing the Task. Generates the PDF according to the information supplied in the previous wizard pages and allows the
generated PDF to be sent to network recipients.

Documents Selection List

This step selects the PDF files to be used for the operation, and sets the selected page ranges for each file.

vt PDF -Tools 4.0 =113
ESathuul E’Pmﬂemmas._ Q)HEIF-

t"’f*‘.,:}_\ Add hyperlink in PDF document

Documents Selection List
Please specify the required Files to process Preview Document:
1 R C\Documents and Settings"Craig E. Ranso..

T Tide Ext... Location Size Fage Range{s) nz e

Ci\Doouments an... 9115 AlPages (Stotal) B

= Diocument Propesties

+ Comman ~
* Specilic

Pages Count 5

Version 1.5

Titks Codabieys List

Futhor

Subsect Codekeys as of 2/1...

Creator

List Setup % Add... ¥ Save A5, Remove % Perwch icae PIVF-XChanns View

*l Previous b et ﬂ Cancal
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The Documents List allows you to view the PDF properties and also to select range(s) of pages. When you select a document in the list,
the properties are displayed to the right of the list, and a green button appears at the end of the list item.

Edit the Document’s Page Range(s) E]
=y C:\Documents and Settings\Craig E. Ransom\My Documents\FDF Tools
Codekeys Liztpdf
‘:h- Please specify the Page range(s) required
(3) 40: 5 pagelz)

(1 Cuskeen: Enter the pags rumbers andfor page range(s) separated by commas;
For eccample: 1,3,5-12

You can select All pages, or select Custom which allows you to specify page ranges to extract in the entry field; by page number, or a
range of pages separated by a dash (minus sign), and separated by commas, e.g. 1, 3-5,11-21,23,25.

At the bottom of the Documents List are the menu buttons:

List Setup

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:
Yiew F

St b

The View menu shows the following items

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

v by Titk
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order and an up or down arrow appears beside the column name.
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Add...
Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

Add Files...

The options are:
e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.

Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:
e Import... : Captures images from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up
Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down
Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...
Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.
Remove

Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Setup Text Search/Hyperlink screen.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Setup Text Search/Hyperlink

Setup Text Search/Hyperlink specifies the text strings to be converted to hyperlinks, and the corresponding hyperlink to activate
when the converted text string is clicked.

¥ PDF-Tools 4.0 =13
S select Tool L prete }Hel
4!-!' & ol ! relanences. 9) p

B Add hyperlink in PDF document

Setup text search/hyperink
Add the text to locate and set the required hypedink and properties to be embedded

1 feene>
Taxt to Search Hyperiink to Insert
Codebrys Listing bkt ffesees, docu-track.com] Add

1 The search s Case
Sereitive

d Previous b MNext d Cancel

The screen displays a list of all text to search for and the corresponding hyperlink to insert at that string.

In the final document, the string remains but is made clickable to activate the specified hyperlink. In the above example, all
occurrences of Codekeys Listing will be converted to links to http:// www.docu-track.com/. The link will look like: Codekeys Listing

There are three buttons to edit the list:
Add
When clicked, opens the following dialog:

Add Text to Search

X

Text
Hyperink:

Link wisuslzation
N

Width: 1.00 = | points

[C]on't display the lnk.
[l Eont print the ink

e Text. Enter the text string to search for.

e Hyperlink. Enter the corresponding link

e  Color. The color to make the text hyperlink.

e  Width. Width of the rectangle border around the link.

e Don't display the link. Do not display the link in a viewer.

e Don't print the link. Do not print the link to a printer
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Edit
Select an existing Text/Link pair and click this to change the values. Note that this is identical to the Add dialog above.

Remove

Select an existing Text/Link pair and click this to remove that pair.

The search is Case-Sensitive When checked, the text searches are case-sensitive.
At the bottom of the screen are the wizard navigation buttons:

e Previous: Returns to the previous screen, in this case the Documents Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Save Setup.
e Cancel: Cancels the operation and returns to the Main Menu screen.

Save Setup

Save Setup specifies the file and folder settings for the generated PDF.

Destination Folder
Please spedify the destination folder:
Ci\Documents and SettingsiCraig E. Ransomify Doournents Browse...

[ risce to & Source Folder(s) sutomatically
Destination File Name

Pleass seleck & destination fils name {andfor specify any nams orestion macros):
Fibe Manme - <Year - <Monkh - aDuy - <Hour >-<Minute > <Seoond - <auto Nuembers > Add Macres %

Viewer Run

[] views mach Document after creation

Destination Folder
Allows you to specify the folder in which the generated PDF will be placed. The Browse button beside the field opens a Folder Selection

dialog.

Destination File Name

Allows you to specify the name of the generated text document. The Add Macros button can be used to add variable information to
the file name, such as image file name, date and time fields, and auto-numbering capability, which may be necessary when splitting a
multipage image file into separate DOC/RTF/TXT files. See A Note on File Name Macros for more information on file name macro
capabilities.

Viewer Run
When checked, runs the system default Text Document viewer to display the generated Text Document.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Setup Text Search/Hyperlink screen.
e  Process: Proceeds to the next step in the processing, in this case to Completing the Task.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Completing the Task

When you click on the Process button at the bottom of the Save Setup screen, the PDF files are generated and you arrive at this
screen.

Completing the Task
List of Documents:

<1 Rams>
Title: Ext... Location Size Moxdified ALtF..
T-eg Uirititded pedf CHyDooumants an... 31404 29:01:2005 00004 wogee

Please select an option from those available below to continue

Email /Upload Files
Select & Send/Post files by a-Mad, FTP, HTTP... v

All of the documents generated during this run appear in the List of Documents. At this point you have several options you may take:
®  You may select any document and view it by clicking on the View... button.
e  You may click the Email/Upload Files option if you wish to transmit the generated file(s) to another location.

e If you click the Down arrow button to the right of the Email/Upload Files option, you will open a list of all the items in the
Add, Modify or Extract Content from an existing PDF Documents menu:

A Email/Upload Files
| Select 8 Send/Post fies by e-Mal. FTP, HTTP...

=
"lva Edit Bookmarks
& Add or Modéy POF Bookmarks

ef  Spit or Merge PDF fles to make a new filels)
e

5 Modify the properties of PDF pages within a file
Change Page site, Crep, Rotate, add Watemnades, ad2
! Thumbnads, etc.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Save Setup screen.
e  Process: Proceeds to the next step in the processing, in this case to Email / Upload Files.
e  Finish: Returns to the Main Menu screen.
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4. Other Tools

4.1. Email/Upload Files

This tool allows you to transmit PDF documents and other files over the Internet using a variety of transmission protocols: SMTP,
MAPI, FTP, and HTTP POST.

When you first select this tool, the following area appears to the right of the main menu:
Tool Description

EmaillUpload Files

Tool process:

) Fles Selection List
@ 5end Setp

@ Send Status...

w Stan

This shows the steps that you will be led through to accomplish this task:

1. File Selection List. Allows you to select files to be transmitted. There is an option to import images from a digital image source
for transmission.

2. Send Setup. This step sets up the kind of transmission to be used and allows you to enter the appropriate parameters to
control the transmission process.

3. Send Status. Reports the status of the transmission.
File Selection List

This tool allows you to select files to be transmitted. There is an option to import images from a digital image source for transmission.

N.B. This screen is compatible with the Windows Drag & Drop feature. You may drag image files from Windows Explorer or the
Desktop to this window and the images will be added to the list.

¥ PDF -Tools 4.0

ﬁsmanm

9 EmaillUpload Files
Files Selection List

Please specify the required Files to send Preview File:
CADiocuments and Settings'\Craig E. Ranso...

G?Pmﬁarences_

<2 ez
T Tite Ext... Location Size Fhodifed Atk

i POF Tools Codekays List pdf Ci\Documents an... 9115 107:2007 13:59 =-a-==

Dimensiana. 19841268
1
]
Channels 3
1
1
T

niad ol (Fhen )

d Cancel
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To the right of the list is the preview file properties display area which displays the file properties.
Below the list are the menu options for this screen:

List Setup

List Setup %

Allows you to select viewing and sorting options for the image list.
Clicking this button displays the following menu:
View F

St b

The View menu shows the following items

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

These options are toggles that show/hide the indicated columns in the image list.

The Sort menu shows the following options:

by Tithe
by Extension
by Location
by Full File: Mame:
by Size
by Time: Stamp
by Attributes

Selecting the sort order immediately sorts the image list by the selected column. Selecting it again reverses the order of the
sort. A checkbox appears by the selected sort order and an up or down arrow appears beside the column name.

Add...

Opens a dialog box to allow selecting one or more images to add to the list. This button may be used repeatedly to select images from
multiple locations.

The Down arrow opens a menu of Add options:

add Files...

The options are:
e Add Files... : Opens the same dialog box as clicking the main Add... button.

e Add Folder... : Allows you to add all the images in a selected folder.
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Import...
Activates the image import process.

The Down arrow opens a menu of Import options.

Start Impart....

Sebact the Import Source #

The options are:
e Import... : Captures images from a digital source, such as a scanner.

e Select the Import Source: Allows you to select from a list of available digital image sources.
This must be done before clicking on Import...

Move Up
Move the selected image one step up in the image list. Note that if the selected image is already at the top of the list, the button will
be grayed out.

Move Down
Move the selected image one step down in the image list. Note that if the selected image is already at the bottom of the list, the
button will be grayed out.

Save As...
Allows a selected image in the image list to be saved in another format. Note that several options beyond the simple change of format
are available, including Change to Gray, Filter, Resolution etc.

N.B. Saving the file does NOT cause the list to point at the newly-saved file, unless the file name is the same.

Remove

Removes the selected file from the image list.

N.B. Multiple files can be selected by using the Ctrl or Shift keys along with the mouse or arrow keys. All the selected files will be
removed from the list but not physically deleted. Note that the Move buttons are disabled if two or more files are selected.

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Main Menu screen.
e Next: Proceeds to the next step in the processing, in this case to Send Setup screen.
e Cancel: Cancels the operation and returns to the Main Menu screen.
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Send Setup

This step sets up the kind of transmission to be used and allows you to enter the appropriate parameters to control the transmission
process.

Method of Sending Files
This drop box determines how the file(s) will be transmitted:

e lLaunch default e-Mail client

e Send through default e-Mail client
e Send directly through SMTP

e Uploadto FTP Server

e Uploadto HTTP Server

Launch Default e-Mail Client
Opens the default email client with the E-Mail Properties data inserted into the email and the files as attachments.

#@ PDF-Tools 4.0 ClrElE

%Sahﬂ Teal @? Praferances.. @)Halp

g EmaillUpload Files

Please choose a Method of Sending Files:
ﬂ Launch Defeuk &-Mad Clhert v/

E-Mail Properties

Send Setup

Fram:z salesfdocu-track. com

Ta: operations@docu-tradk. oo
i

Subject: Test Fles

Conkent: Tessk files enclosed

-‘d‘ Pravious b Send.. & Cancel

When this option is selected, the E-Mail Properties entries become active. At least the From, To, and Subject must be filled in.
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Send through default e-Mail client
Sends the e-Mail through the default email client with the E-Mail Properties data inserted into the email and the files as attachments.

45 PDF-Tools 4.0 (=113

gSehﬁTaal @thmnﬁas_ @Hﬂ'p

9 EmaillUpload Files

Flease cheose a Method of Sending Files:
3—" [ San Theough Defas &-Mai Clsnt v
l—-u-l

E-Mail Properties

Send Setup

From: [ salesdacu-track.com

Ta: operations@docu-track com
Cr:

Suibgects Test Fles

Conkent: Tesk files enclosed

] Previous o sena. & cancel

When this option is selected, the E-Mail Properties entries become active. At least the From, To, and Subject must be filled in.

Send Directly through SMTP Server
Bypasses the e-Mail client and sends the e-Mail directly through SMTP with the E-Mail Properties data inserted into the email and the

files as attachments. For this option you must know the SMTP server information for your server.

# PDF-Tools 4.0 |:|[E||Y
o
& Seleci Tool @thmn‘:as_ @Hﬁ]p

9 EmaillUpload Files

Send Setup

Please choose a Method of Sending Files:

ﬁ—l [Snd Directly Threwgh SMTP Server v
l_-u-l

E-Mail Prepertias

From: [ sslesdacu-track.com

Ta: operaticns@docu-track. comm

e

Subject: Test Fles

Conbent: Test files endosed

SMTP Properies

Server: mal. docutrack.com v Poet: [ 25

[ server mequires Authentication

d Pravious b Send... d Cancel

When this option is selected, the E-Mail Properties entries become active. At least the From, To, and Subject must be filled in.

In addition, the SMTP properties must be filled in.
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Upload to FTP Server
Uploads files using FTP protocol. You must provide FTP server properties to send files this way.

¥ PDF-Tools 4.0

ESehﬂTnul B?Pmlerem:es._ Q)Help

Q EmaillUpload Files

Please choose a Method of Sending Files:
Sg—. Uplosd b FTP Server v
.

FTP Server Propedies

Send Setup

Sanver:
Fort: 21
Lier:

Passward:

[use Passive Mode

] Previous g sena. & cancel

For FTP transmission, the Server name, and User ID and Password must be provided.
Checking Passive Mode may be necessary in some cases to improve transmission speed.

Upload to HTTP Server
Uploads files using HTTP POST syntax. You must provide HTTP server properties to send files this way.

¥ PDF -Tools 4.0 =113
A r
ﬁSehﬁTcal Preﬁerem:es._ y)Help
9 Email/Upload Files
Send Setup
Please choose a Methed of Sending Files:
ﬁy—é Uplesd b HTTE Server |
|—-|.--l
HTTF Semver Fropedies
URL:
Part: &0
Ler:
Password:
HTTP Fiald Marma:

Proxy Properties

Proncy Type: Use [E Settings w

Previous o Sond.. &4 Cancel
<o

When selected, the HTTP server settings must be entered. The Proxy Properties must be provided if necessary.
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At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the File Selection List screen.
e Next: Proceeds to the next step in the processing, in this case to Send Status....
e Cancel: Cancels the operation and returns to the Main Menu screen.

Send Status

This step tracks the transmission process and reports it to you.

=0 x|
;‘ﬁl Select Tool G) Preferances... q_j Help
6 EmaillUpload Files
Send Status. .
Sendlng Files
@ Eno: [Dperating system] Dperating system 1

l\J Prenious ‘ Cancal

At the bottom of the screen are the wizard navigation buttons:

e  Previous: Returns to the previous screen, in this case the Send Setup screen.
e Next: Proceeds to the next step in the processing, in this case to Main Menu.
e  Cancel: Cancels the operation and returns to the Main Menu screen.
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5. Preferences

There are two tabs on this screen:
e Interface Language Selection allows you to select the language to be used.
e  About PDF-Tools 4.0 displays information about the PDF-Tools 4.x program, and allows you to enter your registration code.

5.1. Interface Language Selection

This allows you to select the language to be used.

Preferences...
= [C]uee users Regional Sattings
‘/)"Lan;uages
R You may choose the preferred intedface language
I on Language Mame Lang ID
sDefault Language:
Czech (ed 05
Danish OA05
Englizh Dxd05
Firmish (Al
Feench el Ol
Geman (407
[usch hed13
Polish 415
Ricenarian (hed 18
Russian (13
Sparizh Y
Swedish Ced1d
Ulkeainian hed 22

Clase

Simply select the desired language from the list.
Please Note this is not an exhaustive list of available languages available.

5.2. About PDF-Tools 4.0

This tab displays information about the PDF-Tools 4.x program, and allows you to enter your registration code.

PDF-Tools

I Languages fer Migrosalt Vindaws™ 20000FVists

wersion: 4.0.0 Build 0141

Product Licenced Ta:
Tlédﬂcku Jobin, Tracker Scftware Products,
Produck 10: 577-7E57168-£800

Registration Code, .,

m—

| Tracker Software Produets Lid.

Publizhers of fine Imaging, PDF Creation and Decument

TManagement Tools For Scftware Users and Devedopers,

woftey ke ta |
Copyright i) 2004-2008 by Tracker Software Products Lod.

All rights resered.

The Registration Code button allows you enter your registration code after purchase if you have already run the installer and wish to
enable an already installed Version - simply copy/paste your serial number from your receipt in to the Registration field for the serial
number as appropriate.

The Buy Online... button allows you to purchase PDF-Tools 4.x on line.
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6. Tracker Software Products

Who are we and what do we do?

We at Tracker Software Products take great pride in the software products we create and distribute. We sell our products directly, via
Distributors, Resellers and OEM partners - in some cases with our products and larger partners these products are sold under different
labels and names than those we sell directly, this is to allow our partners to build a following for their own brand and protect their
future.

However - no matter how our products reach you, we want you to experience the best results possible - please do contact us if for any
reason you are dissatisfied or have a suggestion how we can improve our product offerings.

You may also be interested in related products available from us - in the following brief topics you will find details of how to contact us,
request support and summary details of the products available from us for both 'End Users' and Software Development tools for other
Software developers to utilize in their product offerings.

Please do contact us if you cannot find the information you require within this manual/help file.

6.1. Contact Us

North/South America, Australia, Asia:

Tracker Software Products (Canada) Ltd
PO Box 79

Chemainus. BC

VOR 1KO

Canada

Sales/Admin only
Tel: +1(250) 324-1621
Fax : +1 (250) 324-1623

European Office:

Tracker Software Products Ltd
7 Beech Gardens

Crawley Down, RH10 4JB
Sussex, United Kingdom

VAT No: GB702613671

Sales/Admin only
Tel: +44 (0)20 8555 1122
Fax: +001 250-324-1623

Our Web Site: http://www.docu-track.com

We also have offices and representatives in several other locations including: United States, France, Germany and Ukraine - in some
instances after an initial contact with our UK office you may be referred to one of these locations if appropriate.

We recommend you use our user forums at http://www.docu-track.com/forum/index.php and scan the existing library of questions
and answers, if you don't find a suitable response then feel free to post your own - all questions receive an answer within 1 business
day at worst!

If for any reason you have difficulty linking to the forum or feel it is inappropriate for your needs then please support@tracker-
software.com, we regret we cannot answer support requests via telephone without a valid support contract. The number above is
answered by administration staff who are not trained to assist with technical problems.

To Contact us for Sales/Administration related issues:

sales@tracker-software.com - End User, Developer and OEM.

admin@tracker-software.com

All this information and a good deal more is available via our web site and the links provided.

©2001-2010 TRACKER SOFTWARE PRODUCTS


http://www.docu-track.com/
http://www.docu-track.com/forum/index.php
mailto:support@tracker-software.com
mailto:support@tracker-software.com
mailto:sales@tracker-software.com
mailto:admin@tracker-software.com

PDF-Tools v4.0.x S SOFTWARE PRODUCTS

Magazine reviews and press requests.

We are keen to assist in any way possible - please contact our sales department for any information or help you may require.

This help file was created with an unregistered evaluation copy of Help & Manual. © EC Software. All rights reserved. This message will
not appear if you compile this help file with the registered version of Help & Manual.

6.2. Products

Our Products
Products Offered By Tracker Software Products Updates Can be downloaded from our Web site.

Passwords and serial numbers are changed from time to time in an attempt to thwart unauthorized use of pirated software and
passwords.

End User/Retail Products

You can Purchase Direct from our web site and be using any of our products the same day!

PDF-XChange - Create fully native Adobe compatible PDF Files from virtually any Windows 32/64 Bit software application.
PDF-Tools - Create and manipulate Adobe PDF Files and batch Convert Images to PDF Files and more...

PDF-XChange Viewer - Upgrade your Acrobat PDF Viewer to the Free and extended PDF viewer offered by Tracker and improve your
PDF experience!

TIFF-XChange - Create industry standard TIFF files in CCIT Grp 3/4 and unpacked formats from virtually any Windows 32 Bit software
application.

Raster-XChange - Create Raster Image Files from Windows application.
Software Developers SDK's and other Products - all SDK's offer Royalty Free Distribution of the 'End User' components.

You can Purchase Developer SDK's from our web site and be using any of our products the same day!

PDF-XChange - Create fully native Adobe compatible PDF Files from your application output.

PDF-XChange Viewer - Display and manipulate Adobe compatible PDF Files from your application output.

PDF-Tools - Create and manipulate Adobe PDF Files and batch Convert Images to PDF Files and more...

TIFF-XChange - Create industry standard TIFF files in CCIT Grp 3/4 and unpacked formats from your application output.
Image-XChange SDK - Print, Convert, Scan and View Imaging formats!

Raster-XChange - Create Raster Image Files from your application output.

Licensing restrictions apply to SDK's, the essential limitations being that you may not create products for Developer Tools for use by
others, distribute any SDK components not essential to end user use or provide functionality that is not in keeping with our licensing
terms.

Trial Versions

All of our products are available as fully functional evaluation downloads for you to try before you buy - usually printing a demo
watermark/stamp to differentiate between output created with the evaluation or licensed versions. We recommend that all users test
the product they wish to buy first - thus ensuring you only buy once you are 100% happy the product meets your needs.

Trial versions are available from our web site: For more details visit our web site or contact us by email.
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