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FOXIT CORPORATION LICENSE AGREEMENT FOR DESKTOP

SOFTWARE APPLICATIONS

IMPORTANT-READ CAREFULLY: This Foxit Corporation ("Foxit") License Agreement ("License" or
"Agreement") is a legal agreement between You (either an individual or an entity, who will be
referred to in this License as "You" or "Your") and Foxit for the use of desktop software
applications, and which may include associated media, printed materials, and other components
and software modules including but not limited to drivers ("Product"). The Product also includes
any software updates and upgrades that Foxit may provide to You or make available to You, or
that You obtain after the date You obtain Your initial copy of the Product, to the extent that such
items are not accompanied by a separate license agreement or terms of use. BY INSTALLING,
COPYING, DOWNLOADING, ACCESSING OR OTHERWISE USING THE PRODUCT, YOU AGREE TO BE
BOUND BY THE TERMS OF THIS FOXIT LICENSE AGREEMENT. IF YOU DO NOT AGREE TO THE
TERMS OF THIS AGREEMENT YOU HAVE NO RIGHTS TO THE PRODUCT AND SHOULD NOT INSTALL,
COPY, DOWNLOAD, ACCESS OR USE THE PRODUCT.

The Product is protected by copyright laws as well as other intellectual property laws. The
Product is licensed and not sold.

1. GRANT OF LICENSE. Foxit grants You a non-exclusive, nontransferable license to install and use

the Product subject to all the terms and conditions set forth here within.

1.1. Single-Use Perpetual License. You may permit a single authorized end user to install the
Product on a single computer for use by that end user only. Remote access to the paid product
(Foxit PhantomPDF, RMS and DocuSign feature in Foxit Reader) is not permitted without the

express written consent of Foxit.

1.2. Single-Use Term License. Same usage terms as the Single-Use Perpetual License. The period
of use is limited to a fixed duration at which the time the Product must be deinstalled from the

computer unless the license is renewed for an additional period of time.

2. ADDITIONAL LIMITATIONS. You may not reverse engineer, decompile, or disassemble the
Product, except and only to the extent that it is expressly permitted by applicable law
notwithstanding this limitation. You may not rent, lease, lend or transfer the Product, or host the
Product for third parties without the express written consent of Foxit. The Product is licensed as a
single integral product; its component parts may not be separated for use on more than one
computer. The Product may include copy protection technology to prevent the unauthorized
copying of the Product or may require original media for use of the Product on the computer. It is
illegal to make unauthorized copies of the Product or to circumvent any copy protection
technology included in the Product. The software may not be resold either by You or a third party
customer without the prior written permission of Foxit. All rights not expressly granted to You are
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retained by Foxit.

3. Third Party Software. The Product may contain third party software that Foxit can grant
sublicense to use or in the case of the Microsoft Corporation AD RMS Client Foxit grants a limited
use license, all which is protected by copyright law and other applicable laws.

3.1. RMS Plug-in Limitations. Organization users of the Product will be required to pay the AD
RMS encryption and decryption fee both. Please contact sales@foxitsoftware.com for further

information.

3.2. DocuSign Limitations. Organizations having 200 or more registered DocuSign users of the
Product will be required to pay the Maintenance Fee for each Product for which Maintenance is
desired and as further described in Section 5.4 below. Please contact sales@foxitsoftware.com

for further information.

4. EDUCATIONAL USE. If the Product You have received with this Agreement is an Educational
Software Bundle (where the Product is received by virtue of Your participation in a Foxit program
designed for educational or research institutions, or is provided by Foxit to You under some other
arrangement), You are not entitled to use the Product unless You are an employee or student of
such educational institution. Educational Software Products may be used for educational and
research purposes only. Commercial and general production use of Educational Software
Products are specifically prohibited. The Product is provided under a Single-Use Term License as
described above. You may install one copy of the Product on one desktop computer in a
designated computer used for educational purposes under Your license agreement. Your
Educational license is granted for a period of one year, unless stated otherwise, from when the
Product license keys are made available to You. Your Educational license entitles You to email and
telephone support for up to two designated employees and product upgrades during the term of
Your license. You grant Foxit the right to use material created under such license for marketing
and advertising purposes.

5. SUPPORT, MAINTENANCE, AND UPGRADE PROTECTION TERMS AND CONDITIONS.

5.1. Term of Maintenance. Foxit agrees to provide Maintenance (as defined herein) to You
pursuant to the terms and conditions set forth herein provided that You pay the Maintenance Fee
for each Product for which Maintenance is desired and as further described in Section 5.4 below.
Maintenance will be provided for a period of one year, unless otherwise agreed to by the parties
in writing, from the date of purchase of the Product (the “Initial Support and Maintenance
Term”), and with renewals, annually from the expiration date of the prior Support and
Maintenance Term. Failure to renew annual maintenance may result in You having to purchase a
new license in order to receive future versions of software and associated ongoing support and
maintenance.

5.1.1. Maintenance Services. In exchange for the Maintenance Fee, Foxit agrees to provide to You
during the term of this Agreement support and maintenance (collectively "Maintenance") as

3


mailto:sales@foxitsoftware.com
mailto:sales@foxitsoftware.com

Foxit PhantomPDF

User Manual
follows:

5.1.1.1. Support: Foxit will provide email and telephone support to You for current versions of the
Product. Foxit will investigate all of Your questions and problems promptly. You agree to provide
adequate information to Foxit to assist in the investigation and to confirm that any problems have
been resolved. Foxit does not provide guaranteed response time but will make good faith effort
to answer emails and voice mails within twenty-four (24) hours or less during weekdays,
excluding holidays.

5.1.1.2. Maintenance: Foxit will supply to You, at no additional charge, any improvements or
modifications to the Product that Foxit makes generally available as a minor release such as: 2.1,
2.2, 2.3 etc. Any such improvements or modifications shall become part of the Product for all
purposes of this Agreement.

5.1.1.3. You acknowledge and agree that the Maintenance to be provided by Foxit hereunder is
limited to the most current version of the Product and the immediately preceding version.

5.2. Term of Upgrade Protection. Foxit agrees to provide Upgrade Protection (as defined herein)
to You pursuant to the terms and conditions set forth herein provided that You pay the Upgrade
Protection Fee for each Product for which Upgrade Protection is desired and as further described
in Section 4.4 below. Upgrade Protection will be provided for a period of one year, unless
otherwise agreed to by the parties in writing, from the date of purchase of the Product (the
“Initial Upgrade Protection Term”), and with renewals, annually from the expiration date of the
prior Upgrade Protection Term. Failure to renew annual Upgrade Protection may result in You
having to purchase a new license in order to receive future versions of software and associated
ongoing Upgrade Protection.

5.2.1. Upgrade Protection Services. In exchange for the Upgrade Protection Fee, Foxit agrees to
provide to You during the term of this Agreement Upgrade Protection (collectively "Upgrade
Protection") as follows:

5.2.1.1. Support: Foxit will provide email and telephone support to You for current versions of the
Product. Foxit will investigate all of Your questions and problems promptly. You agree to provide
adequate information to Foxit to assist in the investigation and to confirm that any problems have
been resolved. Foxit does not provide guaranteed response time but will make good faith effort
to answer emails and voice mails within twenty-four (24) hours or less during weekdays,
excluding holidays.

5.2.1.2. Maintenance: Foxit will supply to You, at no additional charge, any improvements,
upgrade, or modifications to the Product that Foxit makes generally available. Any such
improvements, upgrades, or modifications shall become part of the Product for all purposes of
this Agreement.

5.2.1.3. You acknowledge and agree that the Upgrade Protection Services to be provided by Foxit
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hereunder is limited to the most current version of the Product and the immediately preceding
version.

5.3. Exclusions. Foxit’s obligation to provide Support is contingent upon proper use of the Product
and full compliance with this Agreement. Moreover, Foxit shall be under no obligation to provide
Support should such services be required due to (a) failure to operate the Product within the
systems requirements provided for the Product (b) any modification or attempted modification of
the Product by You or any third party or (C) Your failure or refusal to implement Product changes
recommended by Foxit.

5.4. Consideration. In payment of the Support, Maintenance and Upgrade Protection services to
be provided by Foxit hereunder, You shall pay Foxit, or its authorized agent, the applicable fee for
the Initial Support, Maintenance and Upgrade Protection Term as indicated on the related invoice,
receipt, purchase order, or other ordering document ("Support, Maintenance and Upgrade
Protection Fee"). At the end of the Initial Support, Maintenance and Upgrade Protection Term, or
any subsequent Support, Maintenance and Upgrade Protection Term, You may renew
participation in Support, Maintenance and Upgrade Protection services for additional annual
term(s) provided You (a) are current on all payments due to Foxit and (b) pay Foxit, or its
authorized agent, the applicable renewal fee, which Foxit, or its authorized agent, shall invoice
prior to the end of the preceding term, unless terminated by You at least 30 days prior to the
expiration of the then current Support, Maintenance and Upgrade Protection Term. The Support,
Maintenance and Upgrade Protection Fee for renewal shall be equal to the Support,
Maintenance and Upgrade Protection Fee for the immediate preceding annual term plus an
increase by a percentage not to exceed the Consumer Price Index (CPIl), as published by the U.S.
Department of Labor. In addition, Support, Maintenance and Upgrade Protection shall be
discontinued for any and all subsequent Support, Maintenance and Upgrade Protection Terms for
which You fail to pay Foxit the invoice within ten (10) days after the prior Support, Maintenance
and Upgrade Protection expiration date.

5.5. Exceptions. For use of the Product or a Beta Software Product, only the Maintenance
Services and Exclusions paragraphs of this section apply. For use of the Product under
Educational Use terms, the Maintenance Services and Exclusion paragraphs apply as long as You
pay for the maintenance period defined under Your Single-Use Term License.

6. PAYMENT TERMS. Unless explicitly set forth in this Agreement, all fees and other amounts due
under this Agreement are non-cancelable and non-refundable. Unless otherwise agreed to by the
parties, You shall pay all fees or amounts within 30 days of the date of the invoice. A late fee shall
be charged on any overdue amounts and any other fees and expenses not paid as provided under
this Agreement at the rate of one and one-half percent (1%%) per month, or the highest rate
allowable under applicable law, whichever is less, commencing with the date payment was due.

7. TAXES. The fees and all other amounts due as set forth in this Agreement are net amounts to
be received by Foxit, exclusive of all taxes, duties, and assessments, including without limitation
all sales, withholding, VAT, excise, ad valorem, and use taxes (collectively, the “Taxes”), and are
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not subject to offset or reduction because of any Taxes incurred by You or otherwise due as a
result of this Agreement. You shall be responsible for and shall pay directly, any and all Taxes
relating to the performance of this Agreement, provided that this paragraph shall not apply to
taxes based solely on Foxit’s income.

8. CONSENT TO USE OF DATA.

8.1. The software (main application and plug-ins) may contact server periodically to check for
software updates and vulnerability fixes. Foxit guarantees that it will not search or upload any
user information.

8.2. You agree that Foxit and its affiliates may collect and use information You provide as a part of
any such support services related to the Product. Foxit agrees not to use this information in a
form that personally identifies You. Foxit maintains user login information under which Foxit may
collect your Foxit product login email only. Collection of this information occurs in accordance
with the Foxit Privacy Policy.

9. INTELLECTUAL PROPERTY RIGHTS. Subject to the license grant hereunder, all right, title and
interest in and to the Product, the accompanying printed materials, and any copies of the Product
are owned by Foxit and its licensors.

10. EXPORT RESTRICTIONS. You acknowledge that Product is of U.S. origin. You agree to comply
with all applicable foreign, federal, state and local laws and regulations governing Your use of the
Product. Without limiting the foregoing, in the event that this Agreement permits export of the
Product outside the U.S., You shall be solely responsible for compliance with all applicable U.S.
export laws, rules, and regulations. The Product is subject to the U.S. Export Administration
Regulations and other U.S. law, and may not be exported or re-exported to certain countries
(currently Cuba, Iran, Libya, North Korea, Sudan and Syria) or to persons or entities prohibited
from receiving U.S. exports (including those (a) on the Bureau of Industry and Security Denied
Parties List or Entity List, (b) on the Office of Foreign Assets Control list of Specially Designated
Nationals and Blocked Persons, and (c) involved with missile technology or nuclear, chemical or
biological weapons).

11. WARRANTY

11.1. Warranty. Foxit warrants that for a period of 90 days from the date of delivery (“Warranty
Period”), under normal use, the Product will perform substantially in conformance with the
specifications published in the Documentation. During such period, and as the sole obligation of
Foxit and Your sole remedy under the warranty in this Section, if You provide written notice of
Foxit’s failure to comply with the above warranty, Foxit will use reasonable commercial efforts to
correct such nonconformity in the Product as in accordance with the terms of the Maintenance
and Support Policy. In addition, if Foxit determines it is not commercially reasonable to correct
the nonconformity, Foxit may elect to terminate the license to such Product, upon which
termination Licensee will promptly return to Foxit all such copies of such Product. Upon receipt
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of the Product from Licensee, Foxit will return to Licensee all license fees (and any unused
support fees) paid to Foxit by You for such Product. This warranty set forth above does not apply
to, and Foxit shall have no obligation with respect to, any non-conformity arising as a result of (i)
use of the Product other than as specified under this Agreement and the related Documentation;
(i) any modification or alteration of the Product performed other than by Foxit or its agents, or
(iii) transfer of the Product to any computer system other than the ones on which Product is
authorized to be installed, except as permitted in this Agreement.

11.2. Disclaimer. Other than the warranty set forth in Section 11.1 above, and to the maximum
extent permitted by applicable law, Foxit, its authorized resellers and their subsidiaries provides
the Product and any support services related to the Product ("Support Services") AS IS AND WITH
ALL FAULTS, and hereby disclaim all other warranties and conditions, either express, implied or
statutory, including, but not limited to, any implied warranties, duties or conditions of
merchantability, of fitness for a particular purpose, of accuracy or completeness of responses, of
results, of workmanlike effort, of lack of viruses, and of lack of negligence, all with regard to the
Product, and the provision of or failure to provide support services.

12. LIMIT OF LIABILITY AND EXCLUSION OF INCIDENTAL, CONSEQUENTIAL AND CERTAIN OTHER
DAMAGES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO EVENT SHALL
FOXIT, ITS AUTHORIZED RESELLERS OR THEIR SUBSIDIARIES BE LIABLE FOR ANY SPECIAL,
INCIDENTAL, INDIRECT, PUNITIVE OR CONSEQUENTIAL DAMAGES WHATSOEVER (INCLUDING,
BUT NOT LIMITED TO, DAMAGES FOR LOSS OF PROFITS OR CONFIDENTIAL OR OTHER
INFORMATION, FOR BUSINESS INTERRUPTION, FOR PERSONAL INJURY, FOR LOSS OF PRIVACY,
FOR FAILURE TO MEET ANY DUTY INCLUDING OF GOOD FAITH OR OF REASONABLE CARE, FOR
NEGLIGENCE, AND FOR ANY OTHER PECUNIARY OR OTHER LOSS WHATSOEVER) ARISING OUT OF
OR IN ANY WAY RELATED TO THE USE OF OR INABILITY TO USE THE PRODUCT, THE PROVISION OF
OR FAILURE TO PROVIDE SUPPORT SERVICES, OR OTHERWISE UNDER OR IN CONNECTION WITH
ANY PROVISION OF THIS LICENSE, EVEN IN THE EVENT OF THE FAULT, TORT (INCLUDING
NEGLIGENCE), STRICT LIABILITY, BREACH OF CONTRACT OR BREACH OF WARRANTY OF FOXIT,
EVEN IF FOXIT HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES.

12.1. LIMITATION OF LIABILITY AND REMEDIES. Notwithstanding any damages that You might
incur for any reason whatsoever (including, without limitation, all damages referenced above and
all direct or general damages), the entire liability of Foxit, its resellers and their subsidiaries under
any provision of this License and Your exclusive remedy for all of the foregoing shall be limited to
the amount actually paid by You for the Product. The foregoing limitations, exclusions and
disclaimers shall apply to the maximum extent permitted by applicable law, even if any remedy
fails its essential purpose.

12.2. NOTICE TO U.S. GOVERNMENT END USERS

12.3. For contracts with agencies of the Department of Defense, the Government’s rights in: (1)
commercial computer software and commercial computer software documentation shall be
governed, pursuant to 48 C.F.R. 227.7201 through 227.7202-4, by Foxit’s standard commercial
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license(s) for the respective product(s); (2) software and software documentation other than
commercial computer software and commercial computer software documentation shall be
governed by 48 C.F.R. 252.227-7014; (3) technical data for commercial items other than software
or software documentation shall be governed by 48 C.F.R. 252.227-7015(b); and (4) technical
data for non-commercial items other than software or software documentation shall be
governed by 48 C.F.R. 252.227-7013.

12.4. For contracts with U.S. Government agencies other than the Department of Defense
agencies, the Government’s rights in: (1) commercial computer software and commercial
computer software documentation shall be governed, pursuant to 48 C.F.R. 2.101 and 12.212, by
Foxit’s standard commercial license(s) for the respective product(s); (2) software and software
documentation other than commercial computer software and commercial computer software
documentation shall be governed by 48 C.F.R. 52.227-14, Alternative Ill; and (3) technical data
other than software and software documentation shall be governed by 48 C.F.R. 52.227-14

including, where applicable Alternatives | or Il.

13. GENERAL. This Agreement will be governed by and construed in accordance with the laws of
the State of California excluding that body of laws known as conflicts of law. The United Nations
Convention on Contracts for the International Sale of Goods will not apply. Any legal action or
proceeding arising under this Agreement will be brought exclusively in the federal or state courts
located in San Jose, California and the parties hereby irrevocably consent to the personal
jurisdiction and venue therein. You may not assign this Agreement or any right or interest
hereunder, by operation of law or otherwise, without Foxit’s express prior written consent. Any
attempt to assign this Agreement, without such consent, will be null and of no effect. Subject to
the foregoing, this Agreement will bind and inure to the benefit of each party's successors and
permitted assigns. Except as expressly set forth in this Agreement, the exercise by either party of
any of its remedies under this Agreement will be without prejudice to its other remedies under
this Agreement or otherwise. If for any reason a court of competent jurisdiction finds any
provision of this Agreement invalid or unenforceable, that provision of the Agreement will be
enforced to the maximum extent permissible and the other provisions of this Agreement will
remain in full force and effect. All notices or approvals required or permitted under this
Agreement will be in writing and delivered by confirmed facsimile transmission, by overnight
delivery services, or by certified mail, and in each instance will be deemed given upon receipt. All
notices or approvals will be sent to the addresses set forth in the applicable ordering document
or invoice or to such other address as may be specified by either party to the other in accordance
with this section. Neither party will be responsible for any failure or delay in its performance
under this Agreement (except for any payment obligations) due to causes beyond its reasonable
control, including, but not limited to, labor disputes, strikes, lockouts, shortages of or inability to
obtain labor, energy or supplies, war, terrorism, riot, or acts of God. The failure by either party to
enforce any provision of this Agreement will not constitute a waiver of future enforcement of
that or any other provision. This Agreement, including Foxit’s support and maintenance services
terms constitutes the entire and exclusive agreement between the parties concerning its subject
matter and supersedes all prior written and oral understandings and agreements between the
parties regarding its subject matter. The terms and conditions contained in any customer

8



Foxit PhantomPDF
User Manual
purchase order or other ordering document that are inconsistent with or in addition to the terms
and conditions of this Agreement are hereby rejected by Foxit and will be deemed null and of no
effect.

14. COMPLIANCE WITH LICENSES. If You are a business, company or organization, You agree that
upon request from Foxit or its authorized representative You will within thirty (30) days fully
document and certify that use of any and all Foxit Products at the time of the request is in
conformity with Your valid licenses from Foxit.

15. DISCONTINUING OR MODIFYING SERVICES. You acknowledge that Foxit has the right to
discontinue the manufacture and development of any of the Product and the support for that
Product, in its sole discretion at any time, including the distribution of older Product versions,
provided that Foxit agrees not to discontinue the support for that Product during the current
annual term of this Agreement, subject to the termination provisions herein. Notwithstanding
the foregoing, if Foxit discontinues the manufacture and support for a particular Product, Support
for any remaining Products covered by this Agreement shall not be adversely affected. Foxit
reserves the right to alter the Support, in its sole discretion but in no event shall such alterations
result in: (a) diminished support from the level of support set forth herein; (b) materially
diminished obligations for Foxit; or (c) Your materially diminished rights.

16. Should You have any questions concerning this License, or if You desire to contact Foxit for
any reason, please call (510) 438-9090.
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Chapter 1 — Introduction

PhantomPDF Overview

Welcome to Foxit PhantomPDF™- Business Ready PDF! Award-winning Foxit PhantomPDF
provides the right features at the right price, allowing you to produce great looking PDF
document and forms quickly, affordably, and securely. Foxit PhantomPDF comes in two editions:
Foxit PhantomPDF Standard to fit the small and medium sized businesses, and Foxit
PhantomPDF Business to fit the large enterprises.

Foxit PhantomPDF Standard

Foxit PhantomPDF Standard enables businesses to create, edit, and secure reliable PDF
documents quickly, easily, and at a cost you can afford.

J XFA Form Filling
J Direct Editing
o Read out Loud

. Robust Document Security

o Form Fields
e  Optical Character Recognition(OCR)

. Export PDF to Image

. Industry Validation

. PDF Optimizer
o SharePoint Service

. DocuSign

Foxit PhantomPDF Business

Foxit PhantomPDF Business provides business the security that ensures regulatory compliance
and corporate governance of their important documents and archives and to ensure documents
don’t change after they are approved. It stands up to the demands of large enterprises but
lightweight enough to easily deploy to thousands of users without exhausting
resources. Supports the right features at the right price with the quality and support you expect
from an enterprise solution.

The Foxit PhantomPDF Business Advanced PDF Editor provides experienced PDF authors with
unique editing capabilities to generate great looking PDF documents.

o Redaction
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. Document Certification

. XFA Form Filling
. Bates Number

. Read out Loud
. Microsoft_ Active Directorv® Rights Management Service Protector and Policy Manager

. High Compression
. Advanced PDF Editor
e  SharePoint Service

. DocuSign

About the User Manual

This user manual covers all features included in these two editions.

Quick Installation Guide

To get installation, registration, uninstallation and update instructions step by step, please refer
to Foxit PhantomPDF Quick Installation Guide 1 .

Note: Please go to FILE > Preferences > Trust Manager to disable the safe reading mode first, and

then double click File Attachment icon :1 to open the attached Quick Installation Guide.
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Quick Installation Guide

This section gives you an overview of Foxit PhantomPDF, including installation, activation,
uninstallation and update.

Installing Foxit PhantomPDF

System Requirements

Operating Systems

e  Microsoft Windows® XP Home, Professional, or Tablet PC Edition with Service Pack 2 or 3
(32-bit & 64-bit).

e  Windows Vista Home Basic, Home Premium, Business, Ultimate, or Enterprise with or
without Service Pack 1 (32-bit & 64-bit).

e  Windows 7 (32-bit & 64-bit).

e Windows 8 (32-bit & 64-bit)

e  Microsoft Office® 2003 or later version (required for some PDF creation features).

e  For users utilizing the Active Directory Rights Management Service and SharePoint
integration capability, Windows 7 or Windows Vista with Service Pack2 (SP2) is required.

Recommended Minimum Hardware for Better Performance

e 1.3 GHz or faster processor.

e 512 MB RAM (Recommended: 1 GB RAM or greater).
e 1G of available hard drive space.

e 1024*768 screen resolution.

How to Install

The installer format of Foxit PhantomPDF is MSI. Please download the installer to your computer,

and then do the following (Using Business Edition as example):

1. Double click the “FoxitPhantomPDF_Business_enu_Setup.msi” file, and you will see the

setup wizard pop up. Click Next button to continue.





ﬁ Foxit PhantomPDF Business Setup (=] = S

:i | ';?lﬂt:) Welcome to the Foxit
FDE PD?=|:I“ °T phantomPDF Business Setup

Wizard
The Setup Wizard will install Foxit PhantomPDF

Business on your computer. Click Mext to continue or
Cancel to exitthe Setup Wizard.

Business
Ready

PDF

Version: 6.1.0.918

| Back [ Mext ] [ Cancel ]

2. This program is protected by copyright law and you have to accept the License Agreement
to proceed. Check the | accept the terms in the License Agreement item to continue.

‘ﬁ Foxit PhantomPDF Business Setup =l

End-User License Agreement
Please read the following license agreement carefully

FOXIT CORPORATION LICENSE AGREEMENT FOR DESKTOP il
SOFTWARE APPLICATIONS U

IMPORTANT-READ CAREFULLY: This Foxit Corporation ("Foxit")
License Agreement ("License" or "Agreement") is a legal
agreement between You (either an individual or an entity, who will
be referred to in this License as "You" or "Your") and Foxit for the
use of desktop software applications, and which may include

associated media, printed materials, and other components and

-

[¥]1 accept the terms in the License Agreement

Back || Net | [ Cancel

3. There are two setup types for you in this step. You can also change the installation directory
or keep the default settings.
Typical — installs all features by default but requires more disk space.
Custom — Allow users to choose which program features will be installed





"_@ Foxit PhantomPDF Business Setup

Choose Setup Type
Choose the setup type that best suits your needs

@ Typical All program features will be installed. Requires the most disk space.
Recommended for most users.

() Custom  Allows users to choose which program features will be installed.

Install Foxit PhantomPDF Business to:

C:h"Frogram FileshFoxit Softwara' Change ... |

Back ][ Install ] [ Cancel ]

For Typical Setup, just click Install. For Custom Setup, do the following:

A) Click on “Browse” to change the installation directory of the PDF Viewer plug-in. Click
Next to go on.

B) Click “Disk Usage” to check the disk space available for the selected features.
C) Check the options you want to install and click “Next” to continue.

4 Foxit PhantomPDF Business Setup [E=NEEN X ]

Custom Setup

Select the way you want features to be installed.

Click the icons in the tree below to change the way features will be installed.

PDF Viewer Foxit PhantomPDF PDF Viewer
=3 ~| Foxit PhantomPDF Creator

Elv| Foxit PhantomPDF Advance
=3 ~| Shell Extensions ) )
E’"l Foxit POF IFilter This feature requires 312MB on

; your hard drive. thas 5 of 5
=9~ Printto Evernote subfeatures selected. The

subfeatures require 212MB on
4| n | b your hard drive.

Location: C-\Program Files\Foxit Software\Foxit PhantomPDF\

Reset ][ Disk Usage ][ Back ][ MNext ” Cancel ]

D) Select the additional tasks you would like the Setup to perform then click “Install” to
start the installation.





ﬁ Foxit PhantomPDF Business Setup

Select Additional Tasks
ch additional tasks should be performed?

Selectthe additional tasks you would like Setup to perform while installing the
Foxit PhantomPDF Business, then click "Install” to start installation.

Create Desktop lcons
Create a Start Menu folder

Set Foxit PhantomPDF as the default PDF viewer(Windows 8 users
need to make the selection after install)

Show PDF files in browsers [i:

[T]Install as the default system printer I

[ Back ][ Install ] [Cancel

5.  When the process is complete, a message tells you that Foxit PhantomPDF is installed. You
can choose to check the Launch Foxit PhantomPDF item to run the application right now.
Click Finish to complete the installation.

'_'5.‘ Fouit PhantomPDF Business Setup - - e
,_l | l;?‘xit:’ Completed the Foxit
EDE PD%Q °M  phantomPDF Business Setup
Wizard

Click the Finish button to exit the Setup Wizard.

BUSII'IESS Launch Foxit PhantomPDF Business
Ready PDF IFilter-Deskiop has been successfully installed
on your system. Please referto the User Manual to
PDF see how to rebuild your index to be able to use

Windows Search to search for PDF files.

Back Finish Cancel

Command-line Installation

You can also use the command-line to install the application:

msiexec /Option <Required Parameter> [Optional Parameter] [PROPERTY=PropertyValue]

For detailed information on msiexec.exe options, required parameters, and optional

parameters, type “msiexec” on the command line or visit Microsoft TechNet Help Center.





Public Properties of the Foxit PhantomPDF MSI Installation Package

Foxit PhantomPDF installation properties expand the standard MSI public properties, giving
administrators flexible control over the installation of the application.

For the complete list of standard public properties please refer to:
<http://msdn.microsoft.com/en-gb/library/aa370905(VS.85).aspx>

The Foxit PhantomPDF properties are:

ADDLOCAL <list of features> The value of the ADDLOCAL property is a comma delimited list
of features which the installation of Foxit PhantomPDF will
make available locally. Foxit PhantomPDF installer defines the
following features:

FX_PDFVIEWER - Foxit PDF Viewer and its components;

FX_FIREFOXPLUGIN - Plugin which is used for opening PDF files
in Mozilla Firefox, Opera, Safari, and Chrome browsers. This
feature requires FX_PDFVIEWER to be installed.

FX_RMSEXT - Shell extension which is used for protecting PDF
documents with Active Directory Rights Management Service
(AD RMS) from right click menu. This feature requires
FX_PDFVIEWER to be installed.

FX_EALS - A module which is used for displaying Eastern Asian
Languages. Eastern Asian Languages can't be displayed properly
without it. This feature requires FX_PDFVIEWER to be installed.

FX_SPELLCHECK - Spell check tool which is used for searching
misspelled words in typewriter or form filler mode and
suggesting the correct spellings. This feature requires
FX_PDFVIEWER to be installed.

FX_PDFA - This module is used for verifying compliance with
PDF/A-1a and PDF/A-1b. This feature requires FX_PDFVIEWER
to be installed.

FX_OCR - A module which is used for making scanned or
image-based PDF documents to be selectable and searchable.
This feature requires FX_PDFVIEWER to be installed.

FX_CREATOR - Foxit PhantomPDF Creator installs a virtual
printer on your system. You can use Creator to convert any
printable documents into high-quality PDFs conveniently and
efficiently. This feature requires FX_PDFVIEWER to be installed.

FX_CONVERTEXT - Shell extension which is used for converting
PDF or combining supported files from right click menu. This





INSTALLLOCATION

MAKEDEFAULT

VIEW_IN_BROWSER

DESKTOP_SHORTCUT

STARTMENU_SHORTCUT

SETDEFAULTPRINTER

LAUNCHCHECKDEFAULT

AUTO_UPDATE

KEYPATH

Command-line Examples:

feature requires FX_CREATOR to be installed.

FX_CREATORWORDADDIN - MS word toolbar add-in to create
PDFs by just one click. This feature requires FX_CREATOR to be
installed.

FX_CREATOREXCELADDIN - MS Excel toolbar add-in to create
PDFs by just one click. This feature requires FX_CREATOR to be
installed.

FX_CREATORPPTADDIN - MS PPT toolbar add-in to create PDFs
by just one click. This feature requires FX_CREATOR to be
installed.

FX_EDITOR - A real editor for PDF files. This feature requires
FX_PDFVIEWER to be installed.

FX_SE - A Plugin for Windows Explorer and Windows shell.
These extensions allow viewing PDF thumbnails in Windows
Explorer, previewing PDF files in Windows Vista and Office 2007.
This feature requires FX_PDFVIEWER to be installed.

Specifies the folder location of the product installed.

Default value of "1", Foxit PhantomPDF will be set as the
default application for opening PDF files.

Default value of "1", Foxit PhantomPDF will be configured to
open PDF files inside browsers.

Default value of "1", installer will place a shortcut for the
installed application on Desktop.

Default value of "1", installer will create program menu group
for the installed application and its components.

Default value of "1", installer will install Foxit PhantomPDF

Printer and set it as the system’s default printer.
Default value of "1", Foxit PhantomPDF will check if Foxit

PhantomPDF is the default reader when it’s launched.

Default value of "1", Foxit PhantomPDF will check for updates
automatically.

Specifies a license key file and save it to the PhantomPDF
installation folder.

1. Silently install the application (no user interaction) to folder "C:\Program Files\Foxit Software":

msiexec /i "Foxit PhantomPDF.msi" /quiet INSTALLLOCATION="C:\Program Files\ Foxit

Software "





2. Install Foxit PDF Viewer and Firefox Plugin only:
msiexec /i "Foxit PhantomPDF.msi" /quiet ADDLOCAL="FX_PDFVIEWER, FX_FIREFOXPLUGIN"
3. Use the license key file saved in disk C to activate the application when running the setup.

msiexec /i "Foxit PhantomPDF.msi" KEYPATH="C:\fpmkey.txt"

Activating Foxit PhantomPDF

1. After launching Foxit PhantomPDF, you can activate it from Help > Activation.

Select Activation, the activation wizard pops up. If you have already purchased a license for
Foxit PhantomPDF, click Activate to activate the application. If not, you can click Buy to
purchase Foxit PhantomPDF from Foxit website.

E Foxit PhantomPDF Activation X

Welcome to use Foxit® PhantomPDF™

Thank you for your interest in Foxit
PhantomPDF, You have 30 days remaining in
|| your trial period.

To purchase a license for Foxit PhantomPDF,
please visit the Foxit website.

| htto:iwww . foxitsoftware. com/shopping/

If you have already purchased a license, 30
please click Activate.

| [ Acwate | | Buy | [ continue Tral |

2. After you click Activate, the box will prompt you to input the code of the registration key.
You can also activate later from Help > Activation when you run the Foxit PhantomPDF. Then
click Next to continue.





B¥ Foxit PhantomPDF Activation (e S

Enter registration code

Please input your registration key code below. Alternatively, you can activate
it later by navigating to "Help -> Activation”.
You must be connected to the Internet when activating.

3. Type Licensee information in the licensee field as the example below. Then click Activate

Now to activate.

E Foxit PhantomPDF Activation

Welcome to activate

Please fill in the Licensee Field below to finish your activation.It will be
displayed in Help->About like the example.
You will need to connect to the Internet.

Licensee:

Example:
Edition:Standard/Business

Version:6.0.2

Copyright©2005-2013FoxitCorporation, All Rights Reserved.
Licensed to:Licensee Name

S Nzxox

< Back ] ’ Activate Now ] ’ Cancel

4. If you activate successfully, a message box will pop up. Click OK. Then close and restart Foxit

PhantomPDF to finish the activation process.

Foxit PhantomPDF Activation (eS|

% Youhave successfully registered your formal license key.
v Please close and restart Foxit PhantormPDF for the changes to take
effect.






Uninstalling Foxit PhantomPDF
How to Uninstall

Please do one of the following:

# Click Start > All Programs > Foxit PhantomPDF > Uninstall.

#® Click Start > Control Panel > Programs > Uninstall a program and select Foxit PhantomPDF to
uninstall.

® Double click the file uninstall.exe under Foxit PhantomPDF installation directory Drive

name:\...\Foxit Software\Foxit PhantomPDF\.

Foxit PhantomPDF Add-ons

Foxit PhantomPDF provides separate add-ons for you to download on demand. These add-ons
fall into critical add-ons and advanced add-ons. Most of add-ons, including JPEG2000/JBIG
Decoder, Eastern Asian Language Support, Spell Checker and Firefox Plugins, have been
integrated into Foxit PhantomPDF package, so users don’t need to install them again after the
installation of Foxit PhantomPDF. But if there’re any upgrades of those add-ons, users can go to
HELP > Check for Update to download and install the latest add-ons.

Critical Add-ons

Critical add-ons are essential components for proper display and execution.
Free Critical Add-ons in Foxit PhantomPDF

Function Description Sizel Remark

Enables selecting and searching text in scanned or image-based

[Multi-langue PDFs. This add-on supports multi-language: Portuguese, Polish,

OCR Text Russian, Japanese, Korean, Simplified Chinese & Traditional 5 load
ownloa

Recognition Chinese, Turkish and Dutch, etc. (For Chinese, Japanese and

Engines Korean, you should download from our website, and the others

have been integrated into Foxit PhantomPDF package.)

NOTE: To manually install a critical add-on, please extract it to the same directory where you
install Foxit PhantomPDF. See also “Updating Foxit PhantomPDF”.




http://www.foxitsoftware.com/downloads/



Purchasing Foxit PhantomPDF

To purchase Foxit PhantomPDF, please do one of the following:
Order online: go to Foxit website to order directly: http://www.foxitsoftware.com/shopping

3. Email: write an e-mail to the Foxit sales department at sales@foxitsoftware.com with your

order information.

Updating Foxit PhantomPDF

Foxit files along with add-ons can be updated in several ways. Some updates are available if you
open a PDF document that triggers the updating process. For example, if you open a file that
contains Chinese characters, Foxit PhantomPDF will ask if you want to download the Eastern
Asian Language Support. Other updates are available only from the HELP menu, where you have
to manually install them. However, all updates can be downloaded directly from Foxit website.
Foxit PhantomPDF supports auto-update checking. When there is a new version detected, Foxit
PhantomPDF will prompt users to update.

Updating from the Help Menu

Choose HELP > Check for Update.

2. Select updates from the column on the left, and click Add to move them to the right column.
Only the updates and components appropriate for your product will be listed.

3. Choose HELP > Install Update to install the updates.

Updating From Foxit Website

Visit Foxit Download page at http://www.foxitsoftware.com/downloads/ .

1
2. Select and download the files or add-ons you want to update.

3. Extract them to the same directory where you installed Foxit PhantomPDF.
4. Re-run the Foxit PhantomPDF program to implement the update files.

Using This Help

User Manual

If you have trouble finding help for a particular topic or the help provided is not sufficient, send
an email to support@foxitsoftware.com and our support team will contact you. Your feedback

helps us to improve our documentation.

Ticket Support

Visit Foxit Ticket Support System by choosing HELP > Help > Report Error, to send your bug

report/suggestion/comment directly to Foxit Customer Support Center.
10
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On-Line Support 24/7

Our ticket support system is staffed with product experts round the clock to provide you with fast
and efficient answers to all of your technical questions. Plus, our on-line user forums provide a
wealth of information.

Foxit Corporation Forum

Visit Foxit Forum at http://forums.foxitsoftware.com/ to see if you can find the answer to your

questions there immediately.

11
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Chapter 2 — Get Started

The Foxit PhantomPDF workspace is packed with tools that help make working with PDF files
easier, and is organized into a document pane, a navigation pane, toolbar pane menu bar and
status bar. A good way to get up to speed in using Foxit PhantomPDF is by familiarizing yourself
with its workspace.

Workspace Basics

To use an application, it’s a basic step to get acquainted with its workspace and then you can
better use its features and tools. Foxit PhantomPDF provides an intuitive user interface with a

menu bar, a toolbar, a navigation pane, work area and status bar.
About Start Page

The Start Page appears when you first start Foxit PhantomPDF and shows the recent documents
opened, helpful product tutorials and more. You can click any document you recently opened
from the recent document list or choose one tutorial for any feature to learn about our product.

The Start Page will continue to appear every time you start the program until you uncheck the
Show Star Page at FILE > Preferences > General > Application Startup.

Recent Documents ] Product Tutorials

T 00-sample 5-Water and Foodt.pdf Create PDF Edit PDF Organize PDF
T FoxitReaders0_Manual.pdf § . - e
] 0000____OP10_PLATINENSCHNITT.... ‘ ;‘ ! ‘ ”‘ ® | ‘, ‘»
| bxiHM-b-pdf.pdf s =
Open... E ;
Export PDF Scan and OCR PDF Export PDF
- - .
e : 3 : o
=P n - ») ,W(»T»_

Customize PDF

[ 5
“Om)-

Shop Online Call Foxit:
1-866-680-3668

TR

Menu Bar and Context Menus

Ordinarily, it is a good idea to keep the menu bar visible so that they are available as you work. It
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is possible to hide them, in classic toolbar mode, using the View > uncheck Menu Bar or press F9.
Of course, you can temporarily display the Menu Bar again by right-clicking toolbar and checking
Menu Bar. By default, the toolbar mode is set to Ribbon Mode when you open a PDF document.

Foxit PhantomPDF has numerous context-sensitive menus. These menus appear when you
right-click an object in the workspace. A context menu displays commands that relate to the item

or area clicked.

Toolbar

The toolbar displays the File tab (the backstage view like Office 2013) and other tabs with
different tools.

[ a=Hh : test0.df - Foxit PhantomPDF 2 = @ =
ET HOME | CONVERT  EDIT  ORGANIZE  COMMENT  VIEW FORM  PROTECT  SHARE  HELP a [Fnd pla- &
7 [&)Snapshot | T %' Oy FitPage (3 [145.90% <@ =) e Highlight [% Insert - - - 7
T e C 0 2 * E T & o) % | £s
T Clipboard » | = {0} Fit Width B Rotate Right - # T strkeout [ Delete -
Hand Select  Select val . - Edt  Edt | Typewrter Hote Rotate OCR Suspect | PDF
Text Annotation | Bookmark | Sge [ Fit Visble [ Rotate Left Objects Text U Underine | pagas= [%, Extract - Resuts~ | Sgn-

Note: Position the pointer over a tool to see a description of the tool.

Click FILE to create, open, save to manage your PDF files.
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Show/Hide Toolbar

To show/hide all toolbars, please do the following:
In Classic Toolbar Mode,
# Choose View > Toolbars > show/hide Toolbars.

In Ribbon Mode,

® To collapse/expand the toolbar, please click % or® in the upper right corner.

Set Favorite Toolbar in Classic Toolbar Mode

# Choose View> Ul Options > Customize Toolbars, and the Customize Tools dialog box pops up.
# In the Favorite Toolbar tab, please do the following:
<> Add - Select your preferred tools from the left “Command” pane, click Add and see
them appear in the right “Favorite Toolbar” pane.
<> Remove - Select the tools you accidently added to the right “Favorite Toolbar” pane,
click Remove, and see them disappear from the right pane.
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<> Reset - Reset the Favorite Toolbar pane to the default settings.
# Click Up/Down button on the right side to adjust the position of your favorite toolbars, and
click OK.
#* To show/hide Favorite Toolbars, you can either right-click toolbars to check/uncheck Favorite
or go to View > Toolbars > check/uncheck Favorite.

Note: No need to set favorite toolbars in Ribbon mode, where all tools are displayed easily to

reach under each ribbon.
Move toolbars in Classic Toolbar Mode

Any toolbars can float or be docked. Docked toolbars appear in the toolbar area. Floating toolbars
appear as independent palettes that you can move anywhere in the work area. Each toolbar has

a grabber bar i atthe left edge of the toolbar.

# To rearrange the docked toolbars, use the toolbar grabber bars to drag them from one
position to another.
To float a docked toolbar, drag it by its grabber bar from the toolbar area.
To move a floating toolbar, drag it by its title bar to another location in the work area.
To dock a floating toolbar, double-click its title bar or drag it by its title bar to the toolbar
area.

# To move all floating toolbars to the toolbar area, choose View> Toolbars > Reset Toolbars.

Note: No need to move toolbars in Ribbon mode, where all tools are displayed under each ribbon.
Return toolbars to their default configuration in Classic Toolbar Mode

# Choose View > Toolbars > Reset Toolbars or right-click to choose Reset Toolbars
# Press the hotkey Alt+F8 on your keyboard.

Navigation Panel

Show or hide the navigation panel

The buttons on the left side of the navigation pane provides easy access to various panels, such

as the Bookmarks panel button B and the Pages thumbnails buttonrr. .

# To show the navigation pane, use keyboard shortcut F4.
* To open a navigation panel, click its button on the left side of the navigation pane.
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# To close the navigation pane, use keyboard shortcut F4, or click the button for the currently
open panel in the navigation pane.

Tip: To show or hide the navigation pane, you can also click on the » / 4 button at the top
right corner of the navigation pane.

Adjust the navigation pane

Like the toolbars, the navigation panels can be docked in the navigation pane or float anywhere
in the workspace. You can choose to hide or close the panels that you don't need and open the
ones you do. What’s more, you can also adjust the width of the navigation pane easily.

1. Viewing a panel in the navigation pane
By default, all the panels dock in the navigation pane with a set of panel buttons appearing
on the left side of the work area. Do the following:

# Select the button for the panel on the left side of the navigation pane.
2. Changing the display area for navigation pane
# To change the view area of the navigation pane, drag its right border to adjust the width.

® To minimize or maximize the navigation pane, click on the button 4 / ® at the top right
corner of the navigation pane.

Docking or floating a navigation panel

3.
# To float a navigation panel, drag the panel button into the document pane.
® To move a panel, drag it by its panel button to another location.

.

To dock a floating panel, double-click its title bar.
Working with Layers

A layer or as it is more formally known Optional Content Groups (OCG) is a dictionary
representing a collection of graphics that can be made visible or invisible dynamically by users of
viewer applications. In a PDF file, each layer may hold any portion of the document's objects, and
layers may be made visible or invisible, showing or hiding their contained objects, in any
combination.

With Foxit PhantomPDF, you can control the display of PDF layers with the Layer panel. For
example, you may divide background imagery, main content areas, and advertisements amongst
their own top-level layers, and easily hide the layers that you don't want others to view.

Show or hide PDF layers

In a PDF, information can be stored on different layers. To show or hide related content stored in
a variable number of separate layers, you can simply refer to the Layer panel on the left side of
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the work area. Please note that you cannot create or edit layers in Foxit PhantomPDF; however,
you can view layers and choose to show or hide the content associated with each layer.

Layers L
B
A &= o
m o !
. ..... = 2
B
DEMNG
e -
- = DIM
..... = E
oy | i ]_| F
Layer Panel

A. A checkmark indicates a displayed layer B. Hidden layer
1. Open the Layer panel, and then do one of the following:

. To hide a layer, uncheck the layer.
. To show a hidden layer, click the empty box and a checkmark will appear.

2. From the Option menu at the top right corner of the Layer panel, choose one of the following:

. List Layers for All Pages - Shows every layer across every page of the document.
. List Layers for Visible Pages - Shows layers only on the visible pages.

. Reset to Initial Visibility - Resets layers to their default state.

. Expand All — Expands all layers.

. Collapse All - Collapses all of the current layers in the view.

Status Bar

The status bar is an area of the workspace that displays the page number where you are, the
number of total pages, page transition buttons, zoom buttons, etc. for view setting. The status
bar is open by default when you open a PDF. In the VIEW ribbon, the items on the View Setting
tab help you to show or hide the status bar.

@ Show Status Bar
(©) Auto-hide Status Bar
Mavigation _
panels~ O Hide Status Bar

Show Status Bar: If you check it, the status bar will appear in the bottom of the workspace.
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Auto-hide Status Bar: If you check it, the status bar is hidden. But if you put the cursor near the
bottom of the page, the status bar will appear.

Hide Status Bar: If you check it, the status bar will be hidden.

Customize the Workspace

As you get acquainted with workspace of Foxit PhantomPDF, you can set up your work
environment on your demand.

Customize the Skin and the Interface Style

Skin and Interface Style

There are five kinds of skin, Classic, Black, Blue, Orange and Purple for you to change the look of
your software. Also, two kinds of interface style, Classic Toolbar Mode and Ribbon Mode for you
to change the interface of your software.

To change the skin of the workspace, please do the following:

# Go to FILE > Change Skin.
# Check the skin you like and click OK.

To change the interface style of the workspace, please do the following:

Go to FILE > Change Toolbar Mode > Check Classic Toolbar Mode or Ribbon Mode.

Set Preferences

Many program settings are specified in the Preferences dialog box, including settings for File
Associations, Forms, Full Screen, General, History, JavaScript, Languages, OCR, Page Display,
PDF/A, Reading, RMS Setting, Signature, and Trust Manager. Once you set preferences, they
remain in effect until you change them.

1. Choose FILE > Preferences.

2. Under Categories, select the type of preference you want to change.
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Chapter 3 — Read

After getting acquainted with the workspace and the basic tools, you can start the journey of PDF
reading. You can open a PDF, reach a specific page easily, adjust the view of a document, read
pure texts by text viewer tool, view documents while listening to them, and more. Foxit
PhantomPDF also provides a new feature to view PDF portfolios.

Open & Close & Save PDFs

Open PDFs

Open PDFs in Foxit PhantomPDF

Do one of the following:

*  Choose FILE > Open, or click the Open button on Quick Access toolbar. In the Open

dialog box, select the file name, and click Open. PDF documents are usually identified
with .pdf extension.

*  Open the Foxit PhantomPDF window, drag and drop the PDF file into the Foxit PhantomPDF
window.

Note: You can open more than one PDF document within the same Foxit PhantomPDF application.
When you open more than one file at a time, you can navigate the PDF files easily by
clicking the corresponding tabs or file names under the Window menu.

Open PDFs from Desktop or within Other Applications

If you set Foxit PhantomPDF as your default viewer for PDF files, you are able to launch and open
PDF files in the following applications:

*  Email Application: in your email applications, you can double-click the attachment icon to
open the document.

*  Web Application: you can open a PDF document by clicking on the PDF file link in your web
browser. Also, you can view the PDF content embedded in the HTML.

*  File System: double-click the PDF file icon in your file system.
Open a secured PDF document

If you receive a PDF that is protected by security features, you may need a password to open the
document. Some protected documents have other restrictions that prevent you from printing,
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editing, copying, etc.

*  When opening a protected PDF, you will be prompted to enter the password.
*  When trying to copy or edit a secured PDF, you will be prompted that you are prohibited to

do it without the owner’s permission.

If you open a PDF which is encrypted by AD RMS feature of PhantomPDF with other PDF
programs, a wrapper (which is actually a PDF page) will prompt you to download Foxit
PhantomPDF to open the PDF. If you want to edit the wrapper content, please save the updated
content as a PDF file named as “wrapper PDF” and place it within the PhantomPDF installation
directory.

Retrieve recently opened documents from within Foxit PhantomPDF

In “FILE” pull-down menu, you will be able to instantly retrieve recently opened documents. Foxit
PhantomPDF provides a list of recently opened PDF documents. Choose FILE > Open > Recent

Documents.

Note: To customize the number of document in recently used list, please choose FILE >
Preferences > History.

Save PDFs

You can save your changes to PDFs or save as other file formats like Microsoft Word, text, HTML,
etc. When saving or saving as PDFs, Foxit PhantomPDF will optimize PDFs by removing redundant

data including deleted pages, objects or annotations.

Save a copy of a PDF

1. Choose FILE > Save As.
2. Inthe Save As dialog box, enter the filename and location, and click Save.

Save a PDF as a TXT

1. Choose FILE > Save As.
2. Choose the extension name from the Files of Type Option in the Save As dialog box.

3. Enter the filename and location, and click Save.

Note: This function allows PDF documents to appear, for confidential purposes; in different file

types as if they were created on a different platform other than PDF.
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Close a PDF

Do the following:

If you are in multi-tab browsing, to close the current PDF file click the file’s close button in the tab
bar instead of the Foxit PhantomPDF application window, or double-click the tab, or click FILE >
Close. To close all PDF files, click the close button in the Foxit PhantomPDF application window.

If you are in single document interface mode, just click the close button on the PDF file, or click
FILE > Close.

Export PDFs

Export PDF to Word, RTF, Excel, PPT or HTML file

Select File > Export to...
Select the format you want to convert PDF to.

3.  You can select the language used in the PDF from Setting before you save as to ensure the
quality of the exported Word document.

Export a PDF as an image
1. Select File > Export to Images.

2. Specify the page range (all pages, current page, a range of pages), and click OK.
3. You can set the quality, colorspace, resolution from setting before you save as.

Bundle with iFilter

Foxit PhantomPDF has been bundled with Foxit PDF IFilter— Desktop which allows users to index
a large amount of PDF documents and then quickly find text within these documents on desktop
system. You can trigger Foxit PDF IFilter under the installation location of your Foxit PhantomPDF.
For more information, please refer to the user manual of Foxit PDF IFilter l .

Standards Validation and Creation

=

Industry
Standard

24



Foxit

User Manual
Foxit® PDF IFilter
For Desktop

Gold

©2013 Foxit Corporation. All rights reserved.





Foxit PDF IFilter for Desktop
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No part of this document can be reproduced, transferred, distributed or stored in any format
without the prior written permission of Foxit.

Anti-Grain Geometry - Version 2.3, Copyright (C) 2002-2005 Maxim Shemanarev
(http://www.antigrain.com). FreeType2 (freetype2.2.1), Copyright (C) 1996-2001, 2002, 2003, 2004|
David Turner, Robert Wilhelm, and Werner Lemberg. LibJPEG (jpeg V6b 27- Mar-1998), Copyright (C)
1991-1998 Independent JPEG Group. ZLib (zlib 1.2.2), Copyright (C) 1995-2003 Jean-loup Gailly and
Mark Adler. Little CMS, Copyright (C) 1998-2004 Marti Maria. Kakadu, Copyright (C) 2001, David
Taubman, The University of New South Wales (UNSW). PNG, Copyright (C) 1998-2009 Glenn
Randers-Pehrson. LibTIFF, Copyright (C) 1988-1997 Sam Leffler and Copyright (C) 1991-1197 Silicon
Graphics, Inc.

Permission to copy, use, modify, sell and distribute this software is granted provided this copyright notice
appears in all copies. This software is provided "as is" without express or implied warranty, and with no
claim as to its suitability for any purpose.



http://www.antigrain.com)/



foxit

Foxit PDF IFilter for Desktop

Contents

FOXIT CORPORATION LICENSE AGREEMENT FOR FOXIT PDF IFILTER

DESKTOP . e e e e e e e e e et e e e e naaeas 4
Chapter 1 - OVEIVIEW ......oociiciie ettt ra e aree s 13
OPErAtioN SYSTEIMS ..ottt bbb bttt b b et bt neens 13

LAY g A = B T e | 1 =T S 13
Why FOXIt PDF IFHEEI? .ottt 14
HOW FOXit PDF IFITEr WOTKS? oo 14
KEY BENEFITS .ottt bt nae e 14
Chapter 2 - Getting Started.........cccccoiiiiiii s 15
Installing FoxXit PDF IFIter ... 15
Configuring FOXit PDF IFILEE .ocveiiiiecc st 15
Uninstalling FOXit PDF TFITEE .....cccveiiice et 16
Chapter 3 - Foxit PDF IFilter for WDS ... 20
Working in Windows 8, Windows 7 and Windows Vista...........cccoeveviviieiecieinn, 20
TaTo 1=t q T Yo T = B SRR 20
SEAICHING PDFS ... ittt et st e e e e nnnaeeeas 23
Working in Windows XP and Other Operating SYyStems.......ccccocevvvevvenersieneniennns 24
TaTo 1=t q T Yo TN = B SRR 24
SEAICHING PDFS ... ittt et et e e e e nnnee e s 26

1Y o] =T o 1= o SRR 29
Chapter 4 - Additional INnformation ..........cccecoiiiieiiccc e 30
MiCrosoft DeVEIOPEr SUPPOIT . cci it nae 30

= TaTo U= Yo [ IS 0T o] Lo o A TP P PRI 30
CONTACT US ..ottt e e nes 31





Foxit PDF IFilter for Desktop

FOXIT CORPORATION LICENSE AGREEMENT
FOR FOXIT PDF IFILTER DESKTOP

IMPORTANT-READ CAREFULLY: This Foxit Corporation (“Foxit”) License Agreement
("License" or “Agreement”) is a legal agreement between You (either an individual or an
entity, who will be referred to in this License as "You" or “Your”) and Foxit for the use of
Foxit PDF IFilter, and which may include associated media, printed materials, and other
components and software modules including but not limited to drivers ("Product"). The
Product also includes any software updates and upgrades that Foxit may provide to You or
make available to You, or that You obtain after the date You obtain Your initial copy of the
Product, to the extent that such items are not accompanied by a separate license agreement
or terms of use. BY INSTALLING, COPYING, DOWNLOADING, ACCESSING OR OTHERWISE
USING THE PRODUCT, YOU AGREE TO BE BOUND BY THE TERMS OF THIS FOXIT LICENSE
AGREEMENT. IF YOU DO NOT AGREE TO THE TERMS OF THIS AGREEMENT YOU HAVE NO
RIGHTS TO THE PRODUCT AND SHOULD NOT INSTALL, COPY, DOWNLOAD, ACCESS OR USE
THE PRODUCT.

The Product is protected by copyright laws as well as other intellectual property laws. The

Product is licensed and not sold.

1. GRANT OF LICENSE. Foxit grants You a non-exclusive, nontransferable license to install and

use the Product subject to all the terms and conditions set forth here within.

1.1. Single-Use Perpetual License. You may permit a single authorized end user to
install the Product on a single computer for use by that end user only. Remote

access is not permitted without the express written consent of Foxit.

1.2. Single-Use Term License. Same usage terms as the Single-Use Perpetual License.
The period of use is limited to a fixed duration at which the time the Product must
be deinstalled from the computer unless the license is renewed for an additional

period of time.

2. ADDITIONAL LIMITATIONS. You may not reverse engineer, decompile, or disassemble the
Product, except and only to the extent that it is expressly permitted by applicable law
notwithstanding this limitation. You may not rent, lease, lend or transfer the Product, or
host the Product for third parties. The Product is licensed as a single integral product; its

component parts may not be separated for use on more than one computer. The Product
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may include copy protection technology to prevent the unauthorized copying of the Product
or may require original media for use of the Product on the computer. It is illegal to make
unauthorized copies of the Product or to circumvent any copy protection technology
included in the Product. The software may not be resold either by You or a third party
customer without the prior written permission of Foxit. All rights not expressly granted to

You are retained by Foxit.

2.1. Third Party Software. The Product may contain third party software that Foxit
can grant sublicense to use and which is also protected by copyright law and other

applicable laws.

3. EDUCATIONAL USE. If the Product You have received with this Agreement is an
Educational Software Bundle (where the Product is received by virtue of Your participation
in a Foxit program designed for educational or research institutions, or is provided by Foxit
to You under some other arrangement), You are not entitled to use the Product unless You
are an employee or student of such educational institution. Educational Software Products
may be used for educational and research purposes only. Commercial and general
production use of Educational Software Products are specifically prohibited. The Product is
provided under a Single-Use Term License as described above. You may install one copy of
the Product on one desktop computer in a designated computer used for educational
purposes under Your license agreement. Your Educational license is granted for a period of
one year, unless stated otherwise, from when the Product license keys are made available to
You. Your Educational license entitles You to email and telephone support for up to two
designated employees and product upgrades during the term of Your license. You grant Foxit

the right to use material created under such license for marketing and advertising purposes.

4. SUPPORT, MAINTENANCE, AND UPGRADE PROTECTION TERMS AND CONDITIONS.

4.1. Term of Maintenance. Foxit agrees to provide Maintenance (as defined herein)
to You pursuant to the terms and conditions set forth herein provided that You pay
the Maintenance Fee for each Product for which Maintenance is desired and as
further described in Section 4.4 below. Maintenance will be provided for a period of
one year, unless otherwise agreed to by the parties in writing, from the date of
purchase of the Product (the “Initial Support and Maintenance Term”), and with
renewals, annually from the expiration date of the prior Support and Maintenance
Term. Failure to renew annual maintenance may result in You having to purchase a
new license in order to receive future versions of software and associated ongoing

support and maintenance.
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4.2.1. Maintenance Services. In exchange for the Maintenance Fee, Foxit agrees to
provide to You during the term of this Agreement support and maintenance

(collectively "Maintenance") as follows:

4.2.1.1. Support: Foxit will provide email and telephone support to You for
current versions of the Product. Foxit will investigate all of Your questions and
problems promptly. You agree to provide adequate information to Foxit to
assist in the investigation and to confirm that any problems have been resolved.
Foxit does not provide guaranteed response time but will make good faith
effort to answer emails and voice mails within twenty-four (24) hours or less

during weekdays, excluding holidays.

4.2.1.2. Maintenance: Foxit will supply to You, at no additional charge, any
improvements, upgrades, or modifications to the Product that Foxit makes
generally available. Any such improvements, upgrades, or modifications shall

become part of the Product for all purposes of this Agreement.

4.2.1.3. You acknowledge and agree that the Maintenance to be provided by
Foxit hereunder is limited to the most current version of the Product and the

immediately preceding version.

4.2. Term of Upgrade Protection. Foxit agrees to provide Upgrade Protection (as defined
herein) to You pursuant to the terms and conditions set forth herein provided that You pay
the Upgrade Protection Fee for each Product for which Upgrade Protection is desired and
as further described in Section 4.4 below. Upgrade Protection will be provided for a
period of one year, unless otherwise agreed to by the parties in writing, from the date of
purchase of the Product (the “Initial Upgrade Protection Term”), and with renewals,
annually from the expiration date of the prior Upgrade Protection Term. Failure to
renew annual Upgrade Protection may result in You having to purchase a new license in
order to receive future versions of software and associated ongoing Upgrade Protection.
4.3. Exclusions. Foxit’s obligation to provide Support is contingent upon proper use
of the Product and full compliance with this Agreement. Moreover, Foxit shall be
under no obligation to provide Support should such services be required due to (a)
failure to operate the Product within the systems requirements provided for the
Product (b) any modification or attempted modification of the Product by You or any

third party or (C) Your failure or refusal to implement Product changes

recommended by.

4.4, Consideration. In payment of the Support, Maintenance and Upgrade Protection
services to be provided by Foxit hereunder, You shall pay Foxit, or its authorized

agent, the applicable fee for the Initial Support, Maintenance and Upgrade
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Protection Term as indicated on the related invoice, receipt, purchase order, or
other ordering document ("Support, Maintenance and Upgrade Protection Fee"). At
the end of the Initial Support, Maintenance and Upgrade Protection Term, or any
subsequent Support, Maintenance and Upgrade Protection Term, You may renew
participation in Support, Maintenance and Upgrade Protection services for
additional annual term(s) provided You (a) are current on all payments due to Foxit
and (b) pay Foxit, or its authorized agent, the applicable renewal fee, which Foxit, or
its authorized agent, shall invoice prior to the end of the preceding term, unless
terminated by You at least 30 days prior to the expiration of the then current
Support, Maintenance and Upgrade Protection Term. The Support, Maintenance and
Upgrade Protection Fee for renewal shall be equal to the Support, Maintenance and
Upgrade Protection Fee for the immediate preceding annual term plus an increase
by a percentage not to exceed the Consumer Price Index (CPl), as published by the
U.S. Department of Labor. In addition, Support, Maintenance and Upgrade
Protection shall be discontinued for any and all subsequent Support, Maintenance
and Upgrade Protection Terms for which You fail to pay Foxit the invoice within ten
(10) days after the prior Support, Maintenance and Upgrade Protection expiration

date.

4.5. Exceptions. For use of the Product or a Beta Software Product, only the
Maintenance Services and Exclusions paragraphs of this section apply. For use of the
Product under Educational Use terms, the Maintenance Services and Exclusion
paragraphs apply as long as You pay for the maintenance period defined under Your

Single-Use Term License.

5. PAYMENT TERMS. Unless explicitly set forth in this Agreement, all fees and other amounts
due under this Agreement are non-cancelable and non-refundable. Unless otherwise agreed
to by the parties, You shall pay all fees or amounts within 30 days of the date of the invoice.
A late fee shall be charged on any overdue amounts and any other fees and expenses not
paid as provided under this Agreement at the rate of one and one-half percent (1%%) per
month, or the highest rate allowable under applicable law, whichever is less, commencing

with the date payment was due.

6. TAXES. The fees and all other amounts due as set forth in this Agreement are net amounts
to be received by Foxit, exclusive of all taxes, duties, and assessments, including without
limitation all sales, withholding, VAT, excise, ad valorem, and use taxes (collectively, the
“Taxes”), and are not subject to offset or reduction because of any Taxes incurred by You or

otherwise due as a result of this Agreement. You shall be responsible for and shall pay





Foxit PDF IFilter for Desktop

directly, any and all Taxes relating to the performance of this Agreement, provided that this

paragraph shall not apply to taxes based solely on Foxit’s income.

7. CONSENT TO USE OF DATA. If Foxit provides any support services to You, You agree that
Foxit and its affiliates may collect and use all information You provide as a part of any such
support services related to the Product. Foxit agrees not to use this information in a form

that personally identifies You.

Collection of this information occurs in accordance with the Foxit Privacy Policy

(http://www.foxitsoftware.com/privacy.php)

8. INTELLECTUAL PROPERTY RIGHTS. Subject to the license grant hereunder, all right, title
and interest in and to the Product, the accompanying printed materials, and any copies of

the Product are owned by Foxit and its licensors.

9. EXPORT RESTRICTIONS. You acknowledge that Product is of U.S. origin. You agree to
comply with all applicable foreign, federal, state and local laws and regulations governing
Your use of the Product. Without limiting the foregoing, in the event that this Agreement
permits export of the Product outside the U.S., You shall be solely responsible for

compliance with all applicable U.S. export laws, rules, and regulations. The Product is subject
to the U.S. Export Administration Regulations and other U.S. law, and may not be exported
or re-exported to certain countries (currently Cuba, Iran, Libya, North Korea, Sudan and Syria)
or to persons or entities prohibited from receiving U.S. exports (including those (a) on the
Bureau of Industry and Security Denied Parties List or Entity List, (b) on the Office of Foreign
Assets Control list of Specially Designated Nationals and Blocked Persons, and (c) involved

with missile technology or nuclear, chemical or biological weapons).
10. WARRANTY

10.1. Warranty. Foxit warrants that for a period of 90 days from the date of delivery
(“Warranty Period”), under normal use, the Product will perform substantially in
conformance with the specifications published in the Documentation. During such
period, and as the sole obligation of Foxit and Your sole remedy under the warranty
in this Section, if You provide written notice of Foxit’s failure to comply with the
above warranty, Foxit will use reasonable commercial efforts to correct such
nonconformity in the Product as in accordance with the terms of the Maintenance
and Support Policy. In addition, if Foxit determines it is not commercially reasonable
to correct the nonconformity, Foxit may elect to terminate the license to such
Product, upon which termination Licensee will promptly return to Foxit all such
copies of such Product. Upon receipt of the Product from Licensee, Foxit will return

to Licensee all license fees (and any unused support fees) paid to Foxit by You for
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such Product. This warranty set forth above does not apply to, and Foxit shall have
no obligation with respect to, any non-conformity arising as a result of (i) use of the
Product other than as specified under this Agreement and the related
Documentation; (ii) any modification or alteration of the Product performed other
than by Foxit or its agents, or (iii) transfer of the Product to any computer system
other than the ones on which Product is authorized to be stalled, except as

permitted in this Agreement.

10.2. Disclaimer. Other than the warranty set forth in Section 10.1 above, and to the
maximum extent permitted by applicable law, Foxit, its authorized resellers and
their subsidiaries provides the Product and any support services related to the
Product ("Support Services") AS IS AND WITH ALL FAULTS, and hereby disclaim all
other warranties and conditions, either express, implied or statutory, including, but
not limited to, any implied warranties, duties or conditions of merchantability, of
fitness for a particular purpose, of accuracy or completeness of responses, of results,
of workmanlike effort, of lack of viruses, and of lack of negligence, all with regard to

the Product, and the provision of or failure to provide support services.

11. LIMIT OF LIABILITY AND EXCLUSION OF INCIDENTAL, CONSEQUENTIAL AND CERTAIN
OTHER DAMAGES. TO THE MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, IN NO
EVENT SHALL FOXIT, ITS AUTHORIZED RESELLERS OR THEIR SUBSIDIARIES BE LIABLE FOR ANY
SPECIAL, INCIDENTAL, INDIRECT, PUNITIVE OR CONSEQUENTIAL DAMAGES WHATSOEVER
(INCLUDING, BUT NOT LIMITED TO, DAMAGES FOR LOSS OF PROFITS OR CONFIDENTIAL OR
OTHER INFORMATION, FOR BUSINESS INTERRUPTION, FOR PERSONAL INJURY, FOR LOSS OF
PRIVACY, FOR FAILURE TO MEET ANY DUTY INCLUDING OF GOOD FAITH OR OF REASONABLE
CARE, FOR NEGLIGENCE, AND FOR ANY OTHER PECUNIARY OR OTHER LOSS WHATSOEVER)
ARISING OUT OF OR IN ANY WAY RELATED TO THE USE OF OR INABILITY TO USE THE
PRODUCT, THE PROVISION OF OR FAILURE TO PROVIDE SUPPORT SERVICES, OR OTHERWISE
UNDER OR IN CONNECTION WITH ANY PROVISION OF THIS LICENSE, EVEN IN THE EVENT OF
THE FAULT, TORT (INCLUDING NEGLIGENCE), STRICT LIABILITY, BREACH OF CONTRACT OR
BREACH OF WARRANTY OF FOXIT, EVEN IF FOXIT HAS BEEN ADVISED OF THE POSSIBILITY OF
SUCH DAMAGES.

11.1. LIMITATION OF LIABILITY AND REMEDIES. Notwithstanding any damages that
You might incur for any reason whatsoever (including, without limitation, all
damages referenced above and all direct or general damages), the entire liability of
Foxit, its resellers and their subsidiaries under any provision of this License and Your
exclusive remedy for all of the foregoing shall be limited to the amount actually paid

by You for the Product. The foregoing limitations, exclusions and disclaimers shall
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apply to the maximum extent permitted by applicable law, even if any remedy fails

its essential purpose.
11.2. NOTICE TO U.S. GOVERNMENT END USERS

11.3. For contracts with agencies of the Department of Defense, the Government’s
rights in: (1) commercial computer software and commercial computer software
documentation shall be governed, pursuant to 48 C.F.R. 227.7201 through
227.7202-4, by Foxit’s standard commercial license(s) for the respective product(s);
(2) software and software documentation other than commercial computer
software and commercial computer software documentation shall be governed by
48 C.F.R. 252.227-7014; (3) technical data for commercial items other than software
or software documentation shall be governed by 48 C.F.R. 252.227-7015(b); and (4)
technical data for non-commercial items other than software or software

documentation shall be governed by 48 C.F.R. 252.227-7013.

11.4. For contracts with U.S. Government agencies other than the Department of
Defense agencies, the Government’s rights in: (1) commercial computer software
and commercial computer software documentation shall be governed, pursuant to
48 C.F.R. 2.101 and 12.212, by Foxit’s standard commercial license(s) for the
respective product(s); (2) software and software documentation other than
commercial computer software and commercial computer software documentation
shall be governed by 48 C.F.R. 52.227-14, Alternative lll; and (3) technical data other
than software and software documentation shall be governed by 48 C.F.R. 52.227-14

including, where applicable Alternatives | or Il.

12. GENERAL. This Agreement will be governed by and construed in accordance with the
laws of the State of California excluding that body of laws known as conflicts of law. The
United Nations Convention on Contracts for the International Sale of Goods will not apply.
Any legal action or proceeding arising under this Agreement will be brought exclusively in
the federal or state courts located in San Jose, California and the parties hereby irrevocably
consent to the personal jurisdiction and venue therein. You may not assign this Agreement
or any right or interest hereunder, by operation of law or otherwise, without Foxit’s express
prior written consent. Any attempt to assign this Agreement, without such consent, will be
null and of no effect. Subject to the foregoing, this Agreement will bind and inure to the
benefit of each party's successors and permitted assigns. Except as expressly set forth in this
Agreement, the exercise by either party of any of its remedies under this Agreement will be
without prejudice to its other remedies under this Agreement or otherwise. If for any reason
a court of competent jurisdiction finds any provision of this Agreement invalid or

unenforceable, that provision of the Agreement will be enforced to the maximum extent

10
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permissible and the other provisions of this Agreement will remain in full force and effect.
All notices or approvals required or permitted under this Agreement will be in writing and
delivered by confirmed facsimile transmission, by overnight delivery services, or by certified
mail, and in each instance will be deemed given upon receipt. All notices or approvals will be
sent to the addresses set forth in the applicable ordering document or invoice or to such
other address as may be specified by either party to the other in accordance with this
section. Neither party will be responsible for any failure or delay in its performance under
this Agreement (except for any payment obligations) due to causes beyond its reasonable
control, including, but not limited to, labor disputes, strikes, lockouts, shortages of or
inability to obtain labor, energy or supplies, war, terrorism, riot, or acts of God. The failure
by either party to enforce any provision of this Agreement will not constitute a waiver of
future enforcement of that or any other provision. This Agreement, including Foxit’s support
and maintenance services terms constitutes the entire and exclusive agreement between
the parties concerning its subject matter and supersedes all prior written and oral
understandings and agreements between the parties regarding its subject matter. The terms
and conditions contained in any customer purchase order or other ordering document that
are inconsistent with or in addition to the terms and conditions of this Agreement are

hereby rejected by Foxit and will be deemed null and of no effect.

13. COMPLIANCE WITH LICENSES. If You are a business, company or organization, You agree
that upon request from Foxit or its authorized representative You will within thirty (30) days
fully document and certify that use of any and all Foxit Products at the time of the request is

in conformity with Your valid licenses from Foxit.

14. DISCONTINUING OR MODIFYING SERVICES. You acknowledge that Foxit has the right to
discontinue the manufacture and development of any of the Product and the support for
that Product, in its sole discretion at any time, including the distribution of older Product
versions, provided that Foxit agrees not to discontinue the support for that Product during
the current annual term of this Agreement, subject to the termination provisions herein.
Notwithstanding the foregoing, if Foxit discontinues the manufacture and support for a
particular Product, Support for any remaining Products covered by this Agreement shall not
be adversely affected. Foxit reserves the right to alter the Support, in its sole discretion but
in no event shall such alterations result in: (a) diminished support from the level of support
set forth herein; (b) materially diminished obligations for Foxit; or (c) Your materially

diminished rights.

15. MARKETING. You agree that You and Your business, company, or organization may be

identified as a customer of Foxit and Foxit may refer to You and your business, company, or

11
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organization by name and logo, and Foxit may briefly describe Licensee’s business in Foxit’s

marketing materials and website.

16. Should You have any questions concerning this License, or if You desire to contact Foxit

for any reason, please call (510) 438-9090.

12
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Chapter 1 - Overview

Welcome to Foxit PDF IFilter -- a professional tool that helps you to index PDF files.

Foxit PDF IFilter is an application that extracts the contents, properties, bookmarks, forms,
annotations and attachments from PDF documents, indexes them, and returns the
indexed results to the search engine so that users can search PDF documents with
keywords.

Foxit PDF IFilter supports PDF 1.7 specification and can be used in many Microsoft
search engines, such as Windows Indexing Service, MSN Desktop Search, and all other
products based on Microsoft Search technology. With Foxit PDF IFilter, all these search
engines can find PDF files with ease.

Operation Systems

® Microsoft Windows® XP Home and Professional.

® \Windows Vista Home Basic, Home Premium, Business, Ultimate, or Enterprise with
or without Service Pack 1 (32-bit & 64-bit).

® Windows 7 (32-bit & 64-bit).

® \Windows 8 (32-bit & 64-bit).

Note: If you want to run Foxit PDF IFilter on both desktop and server environment,
please try this version.

Why PDF IFilter?

PDF IFilter is necessary for several reasons:

> Microsoft creates and maintains office file formats, such as .doc, .xlIs, .ppt, etc.
However, many other file formats are created and maintained by other companies.
For example, PDF was created by Adobe.

>  With the advantages of security, reliability and accessibility, PDF is how being used
by more and more people all over the world.

> PDF IFilter is a plug-in that allows Microsoft search engines to index PDF files so that
they become searchable. Without an appropriate PDF IFilter, contents of a PDF file
cannot be indexed.

13
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Why Foxit PDF IFilter?

Foxit PDF IFilter is favored by a large number of governments and well-known companies
because of the following reasons:

» Foxit PDF IFilter helps to do index, which makes finding information much easier.
» Foxit PDF IFilter supports native 64-bit code.

» Smaller and faster than other PDF IFilters.

>

Supports ten languages. Please go to Language Support part for details.

How Foxit PDF IFilter works?

Foxit PDF IFilter acts as a plug-in for full-text search engines. A search engine usually
works in two steps:

Step 1, the search engine goes through a designated place, e.g. a file folder or a
database, and indexes all documents or newly modified documents, including PDF
documents, in the background and creates internal data to store the indexed result.

Step 2, a user specifies some keywords for search and the search engine looks up the
indexing result and responds to the user with all the documents that contains the
keywords.

During Step 1, the search engine looks in the windows registry for appropriate IFilter
implementations and uses those filters for indexing. It filters out embedded formatting and
extracts text from the document and returns the result. Foxit PDF IFilter is one such
implementation. Further information about the IFilter specification can be found on the
Microsoft Web site.

Key Benefits

Integrates with existing operating systems and tools within your company.

Provides an easy solution to search within PDF documents located on the local
computer, local network, and/or internet.

Greatly increases your ability to accurately locate information.

Much smaller and faster than PDF IFilters offered by other vendors.

Supports Chinese/Japanese/Korean PDF documents.

Supports native 64-bit code.

14
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Chapter 2 - Getting Started

Installing Foxit PDF IFilter

On the Foxit PhantomPDF installation setup, click on Foxit PDF IFilter and choose the
option “Will be installed on local hard drive” shown as below to complete the installation.

.

[ 14 Foxit PhantomPDF Business Setup o @ [

Custom Setup
Select the way you want features to be installed.

Click the icons in the tree below to change the way features will be installed.

"""" =3 -| PDF Viewer Foxit IFilter is a plug-in for
------- =3 ~| Foxit PhantomPDF Creator Windows search engines and it

......... =3 ~| Foxit PhantomPDF Advance| ©an help do search PDF
-....=3~| Shell Extensions document.

........ Foxit PDF IFilter :III,I,S, E.%E:t%&iqmres zetisen
o = Will be installed on local hard drive

=18 Entire feature will be installed on local hard drive

®  Entire feature will be unavailable

Browse...

Reset ][ Disk Lsage ][ Back ][ [ et ][ Cancel

Note:

1. Foxit PDF IFilter has no user interface.

2. Foxit PDF IFilter Desktop Version is packaged with Foxit PhantomPDF. Therefore,
Foxit PDF IFilter will be chosen to be installed by default when Foxit PhantomPDF is
installed.

Configuring Foxit PDF IFilter

Foxit PDF IFilter adds five configurable registry items under
“‘HKEY_LOCAL_MACHINE\SOFTWARE\Foxit Software\Foxit PDF IFilter” directory:

FilterBookmarks[REG_DWORD] — sets the value to decide whether to filter out
bookmarks. 0 represents no and other values represent yes.

15
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FilterAttachFile [REG_DWORD] - sets the value to decide whether to filter out
attachments. O represents no and other values represent yes.

FilterAnnotation [REG_DWORD] — sets the value to decide whether to filter out
annotations. 0 represents no and other values represent yes.

LogLevel [REG_DWORD] - sets the log level. Value can be from 0 to 3.
0 - no output

1 - error log only. Includes error information when errors happen, and stack message
when the application crashes.

2 - simple log which only includes the main calling functions and returned values.
3 - detailed log which includes specific information such as date, and chunk.
LogFilePath [REG_SZ] — sets the output path of log file.

Note: The default setting in Foxit PDF IFilter is to filter out bookmarks, attachments and
annotations, but not to filter out any log information. The default output path of log file is
the installation folder of Foxit PDF IFilter. Restart application if you made any changes to
the registry.

Uninstalling Foxit PDF IFilter

Foxit PDF IFilter doesn't have separate uninstalling application and needs to be
uninstalled by running the package of Foxit PhantomPDF.

1. Click the “FoxitPhantomPDF_Business_enu_Setup.msi” and a setup wizard will pop
up. Click Next to continue.

16
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13 Foxit PhantomPDF Business Setup (o] @ s

Foxit ® Welcome to the Foxit
Phantom  phantomPDF Business Setup
PDF Wizard

S The Setup Wizard allows you to change the way Fouxit

PhantomPDF Business features are installed on your
computer or to remove it from your computer. Click
Mext to continue or Cancel to exit the Setup Wizard.

Business
Ready
PDF

Back [ Mext ] [ Cancel

2. Choose Change in the dialog box and click Next.

15 Foxit PhantomPDF Business Setup

E=REER=
Change, repair, or remove installation <

Select the operation you wish to perform.

Change
Changes the way features are installed.

Repair
Repairs errors in the most recent installation by fixing missing
and corrupt files, shortcuts, and registry entries.

Remove
Removes Foxit PhantomPDF Business from your computer.

3. Click on the “Foxit PDF IFilter” button IE' ': and then choose Entire feature will be

unavailable in the context menu. Then choose Next to continue.
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15! Foxit PhantomPDF Business Setup

Custom Setup

Select the way you want features to be installed.

Click the icons in the tree below to change the way features will be installed.

"""" =3~ | PDF Viewer Foxit IFilter is a plug-in for
Qv| Foxit PhantomPDF Creator Windows search engines and it
=3 ~| Foxit PhantomPDF Advance|  €an help do search PDF

=3~| shell Extensions dopument_ .
Foxit PDF IFilter This feature requires 0KB on

woair hard dArive

=) Will be installed on local hard drive

=18 Entire feature will be installed on local hard drive

Entire feature will be unavailable

Reset ][ Disk Usage ][ Back ][ MNext ][ Cancel

4. Inthe pop-up dialog box, select Change to uninstall the Foxit PDF IFilter.

4 Foxit PhantomPDF Business Setup

Ready to change Foxit PhantomPDF Business

Click Change to begin the installation. Click Back to review or change any of
your installation settings. Click Cancel to exit the wizard.

Back ][ Change J [ Cancel
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5. Click Finish button to complete uninstalling.

15 Foxit PhantomPDF Business Setup ==

Foxit ® Completed the Foxit
Phantom  phantomPDF Business Setup
PDF Wizard

Click the Finish button to exit the Setup Wizard.

Business
Ready
PDF

Back Finizh Cancel
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Chapter 3 - Foxit PDF IFilter for
WDS

Foxit PDF IFilter is able to search text in PDF files, Email PDF attachments, and PDFs in
Database Fields (BLOB), etc. After you install Foxit PDF IFilter, you should index all
documents and re-build index data with Windows Desktop Search (WDS) before you start
a search.

Working in Windows 8, Windows 7 and Windows Vista

WDS functionality is already built into Windows 8, Windows 7 and Windows Vista.

Indexing PDFs

With Foxit PDF IFilter, you can index PDF properties and file contents. After installing
Foxit PDF IFilter, please note that “Index Properties and File Contents” will be selected
automatically in File Types tab of Advanced Options dialog box.
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-
Advanced Options &J
Index Settings | File Types

Extension Filter Description -
5 pal File Properties filter

apartial File Properties filter

‘_-'." pbk File Properties filter

@ prast File Properties filter

| |pcb File Properties filter

B pch File Properties filter

[_]PCX File Properties filter W
& pdb File Properties filter |

V] out paif Fait POF Filter

il pdffox File Properties filter

E pdfxml File Properties filter

| |pds File Properties filter

ﬂpdx File Properties filter il
71 nes Ciln Mirnmarine Blbme

How should this file be indexed?

(7 Index Properties Only
(@) Index Properties and File Contents
Add new extension to list:
Add

[ Ok J [ Cancel

Note: Before installing the Foxit PDF IFilter, “Index Properties Only” is selected by default.
Setting index locations

You can have Microsoft Windows Desktop Search index any locations that contain PDF
files. Once the index is complete, Windows Desktop Search is able to use this index to
find text in PDF quickly. Please make sure all desired locations are included.

To select the locations where PDF files exist and you want to search, do the following:
#* Select Start > Control Panel > Indexing Options to open the Indexing Options tool.

* Click the Modify button to add or subtract specific files/folders from the search index.
* [n the Indexed Locations dialog box, select the locations that you want, and click OK.
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i B -
i Indexed Locations u

Change selected locations

O | buf A
B & J del

. Foxit PDF TFilter

[ | Installc112

O & L Intel —
[l MSOCache

|:| [+ L. MyDocument A
[ & ) PerfLogs 0
[C] . Program Files

0 » .| Program Files (x38)

|:| [+ ProgramData

[ . Users

7 L) windows ~

Summary of selected locations
Induded Locations Excude

¢ Foxit PDF IFilter ]
B Show all locations i QK ] [ Cancel

Indexing selected items

Once you select the locations and click OK, Windows Desktop Search will start the
indexing task automatically.
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r N
- Indexing Options ﬁ

10 items indexed

ool Indexing complete,

Index these locations:

Induded Locations Excude
| Foxit POF IFilter

E Modify { [ By Advanced ] [ Fylpause ]

How does indexing affect searches?

Troubleshoot search and indexing

[ Close

Notes:

1. If you just installed Foxit PDF IFilter or the IFilter has just been upgraded, you'll have
to index all documents and rebuild index data.

2. Windows Desktop Search updates the index every time that you add or change a file
or an e-mail message. You don’t need to re-index PDF files unless the IFilter is
reinstalled or updated.

Searching PDFs

After you finish indexing PDF files, you can start a search for the contents and properties
such as author, title, etc. of your files.

To start a search, do the following:
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* Click to open a drive or a folder that contains the PDF file that you want to search.
* Type your search words in the search box at the top right corner of the window.

S5

Search j o | |

* Windows Desktop Results appear immediately as you type the search words.

—
== X

~ .
] «
K3\e )| ) » Search Results in Foxit PDF [Fitter » -

File Edit View Tools Help

Organize « Save search = ~ [ @
|| 47 Favorites - | Foxit PDF IFilter 22 for Sever_Manual. pdf Date modified: 2013/1/21 12:13
Bl Desktop Foxit PDF IFilter 2.0 Contents;FOXIT CORPORATION LICEMSE Size: 2.50 MB
I & Downloads AGREEMENT FOR FOXIT PDF IFILTER SERVER;Chapter1 - Overv...  Authors: Foxit Corporation
- C:\Foxit PDF IFilter
= Recent Places
E Foxit PDF [Filter 22 for Desktop_Manual.pdf Date modified: 2013/1/21 1213
453 Libraries Foxit PDF TFilter 2.0 Contents:FOXIT CORPORATION LICENSE Size: 0.99 MB
. B Documents AGREEMENT FOR FOXIT PDF IFILTER DESKTOP:IMPORTANT-R...  Authors: Foxit Corporation
i C:\Foxit PDF IFilter
> J’ Music
» [ Pictures n FoxitPhantomPDF535_Manual.pdf Date modified: 2013/4/7 11:22
- B8 Videos FOXIT CORPORATION LICENSE AGREEMENT FOR DESKTOP Size: 13.7 MB
SOFTWARE APPLICATIONS; Contents; Chapter1 — Getting Authors: Johnny Chen
| - C:\Foxit PDF [Filter

¢ Double-click one of the search results to open it with your default PDF Reader. You

can select “How does indexing affect searches” in Indexing Options for more help.

Working in Windows XP and Other Operating Systems

Indexing PDFs

With Foxit PDF IFilter, you can index PDF properties and file contents. But before
installing Foxit PDF IFilter, Index Properties Only is selected by default in File Types tab of

Advanced Options dialog box.
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Advanced Options [g]

| Index Settings | File Types | Add UNC Location
Extension Filter Description »
@p?r File Properties filter
S p7s File Properties filter
B pbk File Properties filter
[ = pech File Properties Filter
Ol odn Eila Dyonertioc filkay
& B T I
[ ] [=h pds File Properties Filter
] | pf File Properties filter =
@) pfm File Properties filter
EApFx File Properties filter
] php3 File Properties filter
] @] pic File Properties Filter
pif File Properties filter
[ P Eila Dvanavkiac Filkar v
How should this file be indexed?
() Index Properties Only
(%) Index Properties and File Contents

Setting search locations

By default, Windows Desktop Search indexes your e-mail files and files saved in the My
Documents folder. However, you can have Microsoft Windows Desktop Search index
other locations.

To select the locations where PDF files exist and you want to search, do the following:

* Right-click the indexing icon # in the notification area of the Windows taskbar >
click Windows Desktop Search Options > click the Modify button.

¢ Inthe Indexed Locations dialog box, select the locations that you want, and then click
OK.

Indexing selected items

¢ Once you select the locations and click OK, Windows Desktop Search will start the
indexing task.
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Indexing Options m

38 items indexed

Indexing speed is reduced due to user activity.

Index these locations:

Included Locations Exclude
)Documents and Settings Application Data; Default User
[ Modify ] [ Advanced

Close

# Or right-click the indexing icon # in the notification area of the Windows taskbar >

click Index Now.

To check the indexing process, right-click the indexing icon # in the notification area of

the Windows taskbar > click Indexing Status.

Notes:

1. If you just installed Foxit PDF IFilter or the IFilter has just been upgraded, you'll have
to index all documents and rebuild index data.

2. Windows Desktop Search updates the index every time that you add or change a file
or an e-mail message, because of which, you don’t need to re-index PDF files unless
the IFilter is reinstalled or updated.

Searching PDFs

After you finish indexing PDF files, you can start a search to find text within PDF files. Also,
you can search PDF document properties, such as author, title, etc.

There are two search boxes for you to search PDF files — Deskbar search box and
Microsoft Windows Desktop search box in the main window of Windows Desktop Search.
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Searching with deskbar search box
To start a search with deskbar search box, do the following:

e Type your search words in the Deskbar search box.

¢ Windows Desktop Results appear immediately as you type the search words.

windows Search Results (=] (X
Everjthing
Foxit Manual.pdf

Deskbar history

Foxit

¢ Click one of the search results to open it with your default PDF Reader.
Searching with Microsoft Windows Desktop search box

You can type either in the search box on the taskbar or the Microsoft Windows Desktop
Search box in the main window of Windows Desktop Search.
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* To open the main window of Windows Desktop Search, click the search icon £ or

select Search Now by right-clicking the indexing icon # in the notification area of

the Windows taskbar.

#® _ Windows Desktop Search
File Edit View Favorites Tools Help

O Back O @ p Search E‘ Folders

Address ‘) Windows Desktop Search Results

- Wind

P AllLocations ~ % Evgikthing| P8 Documents B E-mail Other Oresults | @~ @

The search box

< 1l | >

The main window of Windows Desktop Search

* Type your search in the Microsoft Windows Desktop Search box in the main window
of Windows Desktop Search > Press Enter to search your desktop, or click Web to
search the web.

Click one of the search results so that you can get a quick view in the preview pane.

* To search text in the preview pane, use Ctrl + F to activate Find Tool dialog box.
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N | T ——

¥ AllLocations ~ rﬂ Everything‘ T8 Documents B E-mail Other v

Title: Author
ook Foxit Manual.pdf Johnny Chen
< >
More Help

For more information on how to work with Windows Desktop Search, please refer to
Windows Desktop Search Help included in the product.
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Chapter 4 -Additional Information

Microsoft Developer Support

Foxit PDF IFilter is a Dynamic Link Library (DLL) file that provides a bridge between a
Microsoft indexing client and a library of PDF files. It consists of code that understands the
PDF Format as well as code that can interface with the indexing client. When an indexing
client needs to index content from PDF files, it will look in its registry for an appropriate
DLL and will find the Foxit PDF IFilter. Foxit PDF IFilter will return text to the indexing
client. The indexing client will then index the results and return the appropriate results to
the user.

Language Support

This section lists languages supported by Foxit PDF IFilter.

German
French
Italian
English
Spanish
Portuguese
Russian
Chinese (traditional and simplified)
Korean
Japanese
Arabic
Hebrew
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Contact Us

Feel free to contact us should you need any information or have any problems with our
products. We are always here, ready to serve you better.

e Office Address:
Foxit Corporation
42840 Christy Street. Suite 201
Fremont CA 94538
USA

e Mailing Address:
Foxit Corporation
42840 Christy Street. Suite 201
Fremont CA 94538
USA

e Sales:
1-866-680-3668 (24/7)

e Support:
1-866-MYFOXIT or 1-866-693-6948(24/7)

e Fax:
510-405-9288

e Website:
www.foxitsoftware.com

e E-mail:
Sales and Information - sales@foxitsoftware.com
Marketing Service - marketing@foxitsoftware.com
Technical Support - support@foxitsoftware.com
Website Questions - webmaster@foxitsoftware.com
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Foxit PhantomPDF

User Manual
With the Industry Standard of Foxit PhantomPDF, you can detect and fix problems for different
usage. Foxit PhantomPDF has the PDF/A, PDF/E and PDF/X compliance validation and creation as

the industry standards. Click CONVERT > Compliance > Industry Standard button E, and select

one of the compliances and click Analyze or Analyze and Fix in the pop-up dialog box. You can
also create standard compliant PDF by saving as PDF/X, PDF/A or PDF/E. (Business Only)

Read

Foxit PhantomPDF enables you to retrieve recently opened documents, as well as provides
different ways for you to read PDF files: multi-tab reading and single document reading.

Multi-tab Reading & Single Document Reading

Multi-tab Reading

The multi-tab browsing feature enables you to open multiple files in a single instance. Newly
opened PDFs will be displayed in tabs.

To enable tabbed browsing, go to FILE > Preferences > Documents > Open Setting > uncheck
Allow Multiple Instances.

o gEH -
FILE HOME CONVERT EDIT ORGANIZE COMMENT VIEW FORM PROTECT SH

% [@SnapShot Uy @'FitPage 2 [144.000 - @ ,—} ,_}
U e On O 2 Y g T,

T Clipboard = ' Fit Width [ Rotate Right

Hand Select  Select . Actual - Edit Edit Typew
Text Annotation I Bookmark Sge [ Fit Vishle 7 Rotate Left Object™ Text
test0.pdf Reader.pdf x ', SharePointConfigurat...

— _
—~—
Tab Bar

Single Document Reading
Create a new window when you double-click to open a new PDF file.

+  To enable single document interface mode, go to FILE > Preferences > Documents > Open
Setting > check Allow Multiple Instances.
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Read Contents

Go to Specified Page

Click the First Page, Last Page, Previous Page and Next Page in the Go To ribbon under the View
menu or in the status bar to view your PDF file. You can also input the page specific page number
to go to that page. The Previous View lets you return to the previous view and Next View goes to

the next view.

« 45 > »

Previous View

Read with Bookmark

To jump to a topic using bookmarks, click the Bookmark button B on the left Navigation pane.

And then click the bookmark or right-click the bookmark and choose “Go to Bookmark”. Click the

plus (+) or minus (-) sign to expand or collapse the bookmark contents.

Bookrriarks LR |

" PRREBERBPR

~J| Contents

@-J| Chapter 1 — Introduction
[ =-J| Chapter 2 - Get Started
-] Workspace Basics
g E‘I Customize '_che Wnrks_pace
¢ .| customize the Skin and t
i ] Set References
=] - J| Chapter 3 - Read
w-J Chapter 4 — Create
@ m-J| Chapter 5 - Edit

w-J| Chapter 6 — Organize

Read with Page Thumbnail

To jump to a page with page thumbnails, click the Page Thumbnails buttonrr. on the left

Navigation pane and click its thumbnail. To move to another location on the current page, drag
and move the red box in its thumbnail. To resize a page thumbnail, right-click on the thumbnail

and choose “Enlarge Page Thumbnails” or “Reduce Page Thumbnails”.
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Pages LK |

EREDLBDR R

| =

DS P W

View PDF Portfolios

PDF portfolios are a combination of files with different formats such as Word Office files, text
documents and Excel files. Foxit PhantomPDF provides viewing and printing PDF portfolios and
searching keywords in PDFs in the portfolio.

fror| [=R=i s Portfolio2.pdf - Foxit PhantomPDF Egn = B =

FILE HOME CONVERT EDIT ORGANIZE COMMENT VIEW FORM PROTECT SHARE HELP qQ |Find pE-d b oa

=5 = ulers Snap to Grid
S U S
[, ~ [ Guides
Portfolio Read O arid toSc View | Compare
M T - Setting ~
Document View Assistant Page Displa Compare
Portfolio2.pdf X « Search - X
Home / .| Detail o Tile ‘What word or phrase would you like

to search for?

FileProperty.png Language List.xlsx 4 Linda. txt Where would you like to search?

@ In the current PDF document

© Al PDF documents in
Bl Desktop -
@ Selected PDFs in portfolio
() All PDFs in portfolio
[1Whole words only
Case-Sensitive
Include Bookmarks
Include Comments
Include Form Data

Nitro_Amy.pdf Overview 22 Search

« e v

SR EVF 2 moesn O ——H—@ 4

A Sample PDF Portfolio

» Download a Sample PDF portfolio (preferably with files in different formats).
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Open it in Foxit PhantomPDF by right clicking and “Open with Foxit PhantomPDF”.

Y VY

Navigate through different files in the portfolio.
»  Search in portfolio by typing keywords in Search box or using shortcut keys CTRL+ Shift
+F.

Search & Index in PDFs

Find Text

To quickly find texts you are looking for, follow the steps below:

Find o

e Select the Find Field on the menu bar. Click 2y to set the search

criteria.

A. Whole words only -- limits the search to match only whole words. For example, if you
search for the word Read, the word Reader will not be found.

B. Case-Sensitive -- makes the search case-sensitive. For example, if you search for the word
text, the words Text and TEXT will not be found.

C. Include Bookmarks -- enables you to search for a word in the whole text, including
bookmarks.

D. Include Comments -- enables you to search for a word in the whole text, including
comments.

E. Include Form Data — enables you to search for a word in the whole text, including form
data.

* Type the text in the field and press Enter button. Foxit PhantomPDF jumps to the first
instance of the search term, which appears highlighted.

e Click 4 and I or press shortcut keys Shift+F3 and F3 to find previous or next result, or
press Enter to find the next result.

Foxit PhantomPDF supports the advanced search function which enables you to search a string in
a single PDF file, multiple PDF files under a specified folder or PDFs in a PDF portfolio. When the
search finishes, all occurrences will be listed in a tree view, allowing you to quickly preview the
context and jump to specific locations.

To do the advanced searching, do as below:

«  Click the search button &, in the Search box, type the text you want to search for, specify

the search range, and do any of the following:
A. Whole words only -- limits the search to match only whole words. For example, if you
search for the word Read, the word Reader will not be found.

B. Case-Sensitive -- makes the search case-sensitive. For example, if you search for the word
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text, the words Text and TEXT will not be found.
C. Include Bookmarks -- enables you to search for a word in the document, including
bookmarks.
D. Include Comments -- enables you to search for a word in the document, including
comments.
E. Include Form Data — enables you to search for a word in the document, including form
data.
¢  Click Search button. Foxit PhantomPDF jumps to the first instance of the search term, which
appears highlighted. And all occurrences will be listed in a tree view, allowing you to quickly
preview the contexts and jump to specific locations.
* Press New Search in the search box to find next text or press the close button in the top of
the search box to finish searching.

Move and Resize Search Box

The advanced search box can float or be docked. You can also resize the box with ease.

+  To float the docked search box, please double-click the title bar.

«  To move the floating search box, drag it by its title bar to another location in the work area.
«  Toresize the search box, drag any corner point to adjust.

«  Todock the floating search box, double-click again the title bar.

OCR Function

Optical Character Recognition, or OCR, is a software process which enables images or printed
text to be translated into machine-readable text. OCR is most commonly used when scanning
paper documents to create electronic copies, but can also be performed on existing electronic
documents (e.g. PDF).

<~ Recognize text

Foxit PhantomPDF can detect whether a PDF file is scanned or image-based and make
corresponding suggestions to initiate OCR when opening a scanned or image-based PDF as
below:

i - . .
(24) This document doesn't have editable text, it s scanned or image-based. Recognize Text{Make searchable/editable)

To recognize image-based or scanned text in a file, perform one of the following:

Click HOME > Convert > OCR > Current File, in the Select OCR Engine dialog box, specify the range

you need,
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Select OCR Engine

Page Range
© Current Page
@ Al Pages

) From Page: to Page:

Settings
Current Language Supported:

[”] Chinese-Simplified -
[T] Chinese-Traditional
[] Czech

[] Danish

[] Dutch

English

[T] Estanian

m

Output Type:

@ Searchable Text Image (Text wil be placed behind the PDF image to allow
searching of text. The appearance of the PDF file wil not change.)

() Editable Text (The PDF image text wil be replaced with real text that can be
edited with PhantomPDF Text & Paragraph Edit Content tool.)

[ oK ] [ Cancel ]

1. Choose the language used in your document. You can select multiple languages as well.
2. Inthe output type, check Searchable Text Image to make the image searchable when finding

text. Click OK to recognize the text.
Note: If you check Editable Text, the image objects will be deleted with only the text remaining.

3. Arecognition text process bar will pop up to show the progress.

Recognizing Text: page 1 of 5

20% Q

4. Do the search function, the text on your image or scanned document will be searchable.
You can also recognize text from an opened image-based or scanned PDF document.
To recognize text in multiple files:

Click HOME > Convert > OCR > Multiple Files.

2. In the OCR Multiple Files dialog box, click Add Files to add files or folders. Use Move up,
Move down, and Remove to adjust the order of the files and click OK.

3. In Output Options dialog box, select the destination folder and choose to name the new file
or overwrite an existing one.

4. Click OK. After recognition, a message box will pop up to prompt you the recognition is
finished.

See also “To recognize text in a file”
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Note: When you are using the CCIK OCR engine in Standard editions for the first time, the system
will remind you to download and install the engine from Foxit server.

<> Find and Correct OCR Suspects

After recognizing image-based or scanned texts in the PDF file, you can pick out and correct the
texts or characters that are uncertain as the steps below:

1. Click HOME > Convert > OCR > Suspect Results > First Suspect. A pop-up Find OCR Suspects
dialog box appears with a Foxit PhantomPDF box appearing to prompt you Find Completed.

Find OCR Suspects @

To correct an OCR suspect, click on the highlighted object
in the document and type in the new text. After making
the correction, click "Accept and Find" to identify the next
OCR suspect.

Original Document OCR text

Search Page @ Search Document

Not Text

Find Mext | |Acceptand Find | | Close

Find OCR Suspects dialog box

Note: By default, the suspect results are based on the Search Document. You can also select
Search Page to find suspects on the current page and redo this step.

2. The Find OCR Suspects dialog box shows both the original document text and the OCR text.
You can edit text in the OCR text box directly if needed. If the highlighted text is incorrectly
identified, click Not Text. Click Find Next to find the next suspect or click Accept and Find to
accept the suspect and find next suspect.

3. If you choose HOME > Convert > OCR > Suspect Results > All Suspects. The Find OCR Suspects
dialog box also pops up and all the OCR suspects will be highlighted with red boxes as below:
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Original Document Text in the PDF file

Suspect Results of the OCRed Text

You can check the highlighted text by clicking any highlighted parts. Click the place where is

incorrect and input the correct text in the OCR text box in the Find OCR Suspects dialog box.

4. Click Close to exit the Find OCR Suspects dialog box.

Adjust Page View

Foxit PhantomPDF provides multiple tools that help you adjust the view of your PDF documents,

such as the page magnification and the display of pages.

Adjust Page Magnification

Do one of the following procedures:

[+ [
1. Click the Zoom In tool 1 or Zoom Out tool 1 on the HOME menu > View tab.

2. Right-click the document pane and select Zoom In or Zoom Out.

3. Select or input a magnification percentage in the Zoom To Area

same tab.
4. Using the Marquee tool

r@j, Marguee

*  Choose the Marquee tool

o
145.15% on the

on the VIEW menu > Assistant tab.

*  The cursor changes into Q, drag a rectangle on the page or just click on the page to

increase the magnification by one preset level, centering on the point where you clicked.

* Choose the Marquee tool, the cursor changes to 2 as ctrl-click on the page. Drag a
rectangle on the page or just click on the page to decrease the magnification
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5. Using the Loupe tool

«  Choose the Loupe tool c LoupPe o the VIEW menu > Assistant tab.

. Move the loupe tool to the places you want to view, you will see the amplificatory or
decreased objects in the Loupe Tool dialog box.

. (Optional) Select the Lock option in the Loupe Tool dialog box. Click the area of the
document you want to view in closer detail. A red rectangle appears in the document,
corresponding to the area shown in the Loupe Tool window. You can drag or resize the
rectangle to change the Loupe tool view.

. To change the scale ratio of the Loupe Tool, you can either enter a value in the zoom text
box, or drag the slider in the Loupe Tool dialog box.

Loupe Tool IE‘

e T T r i A [F g )

the center of the

hen the tool will zc
200 -5 @ ] © [ Lok

6. Using the Magnifier tool
You can easily magnify areas of the PDF files as you work on Foxit PhantomPDF with this
free tool. It is especially useful for visually impaired people with some functional vision.

Magnifier Fisheye Magnifier

»  Choose the Magnifier @, Magnifier on the VIEW menu> Assistant > Magnifier.

. Move the Magnifier to the places you want to view.

. To switch between Magnifier and Fisheye Magnifier, press the left mouse button.
. To change the size of magnifier window, press the right mouse button.

. To turn off the Maghnifier, choose any other tools.

Resizing a Page to Fit the Window
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There are three types for you to choose:

e To resize the page to fit entirely in the document pane, click the Fit Page button

‘O Fit Page on HOME > View, or right-click the Document Pane and choose Fit Page.

e  To resize the page to fit the width of the window, click the Fit Width button O Fit Width
on HOME > View, or right-click the Document Pane and choose Fit Width. Part of the page
T =1
L
Ac_tual
e To resize the page to its actual size, click the Actual Size 5Z¢ on HOME > View, or

may be out of view.

right-click the Document Pane and choose Actual Size.

* To resize the page to fit the visible width of the window, removing the margins, click the Fit
Visible button - Fit Visble on HOME > View.

Adjust the Page Display

To change the Page Orientation, do one of the following:

¢ Click the Rotate View button T Rotte View ~ o1 the VIEW menu > Page Display tab.

£l Left

#® Click the rotate the page view counterclockwise button or the rotate the page

™ Right

view clockwise button on HOME menu > View tab.

# Right-click the document pane and choose the Rotate Right tool.

Note: You can change the page view in 90-degree increments, but the change only affects screen

display instead of its actual orientation. You cannot save the changes in page view.

To change the page display, Foxit PhantomPDF provides the following page layouts:

*  Single Page E. Displays one page in the document pane at a time.
: = . . . .
*  Continuous = - Arranges the pages in the document pane in a continuous vertical column.
*  Facing EIE . Arranges the pages side by side, displaying only two pages at a time.
. = . Sy . .
*  Continuous Facing == - Arranges the pages side by side in a continuous vertical column.

El
*  Show Cover Page During Facing ™™ -If a document has more than two pages, the first page
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can be displayed alone on the right side of the document pane in Facing and Continuous
Facing views.

or four panes (Spreadsheet Split command).

-

- View a PDF with the document pane divided into two panes (Split command)

rla
(]

e Split

Note: To restore single-pane view, choose VIEW menu> deselect Split/Spreadsheet Split.

With Split view, you can scroll, change the magnification level, or turn to a different page in the
active pane without affecting the other pane.

The Spreadsheet Split view is useful if you want to keep column headings and row labels visible
while scrolling through a large spreadsheet or table. In this mode, changing the magnification in
one pane changes the magnification in all panes. Also, scrolling is coordinated between the panes.
Scrolling a pane horizontally also scrolls the pane above or below it; scrolling vertically also scrolls
the pane to the left or right of that pane.

View Mode

Read Mode

User interface settings, such as the navigation pane, toolbar, and status bar, will be hidden when
a PDF is displayed in Read Mode. The document pane is enlarged, reducing wasted reading space
while leaving the menu bar available for necessary operations.

To view a document in Read Mode, please choose one of the following:

. Click the Read Mode button -l Read Mode op the VIEW menu > Document Views tab.

. Press the shortcut key “Ctrl + H” on the keyboard.
. Right-click the document pane and select Read Mode.

In Read Mode, a basic toolbar will float when the cursor is put at the bottom of the screen. This
offers basic tools, such as save, print, zoom in/out, etc.

If you open multiple PDFs, please press “Ctrl + Tab” on the keyboard to switch through them in
Read Mode.

To exit the Read Mode, please do any of the following:

«  Click the Read Mode button -l Read Mode o the VIEW menu > Document Views tab.

. Press the shortcut key “Ctrl + H” on the keyboard.
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e  Click the Read Mode button EE on the floating basic toolbar at the bottom of the screen.

Full Screen Mode

In Full Screen mode, Foxit PhantomPDF Document Pane fills the entire screen, with Menu Bar,
Toolbar, Status bar, and Bookmarks pane hidden behind. The mouse pointer remains active in Full

Screen mode so that you can click links.

1. To set Full Screen preferences, please go to FILE > Preferences > Full Screen.
2. To enter Full Screen mode, please do one of the following:

*  Right-click the Document Pane and select Full Screen.
*  Press the shortcut key F11.

3. To adjust the view in Full Screen mode, right-click the document and work with the Context

Menu.

Note: This feature will not be available unless you clear Left click to go forward one page; right
click to go back one page checkbox in the Preference > Full Screen.

4. To exit Full Screen mode:
* Press Esc key.
* Press the shortcut key F11.

5. Page Transition in Full Screen

Foxit PhantomPDF supports page transition to turn pages in Full Screen mode. It helps you to
turn pages as the transition feature in Microsoft Power Point. There are 10 transition types: Split,
Blinds, Box, Wipe, Dissolve, Glitter, Push, Cover, Uncover and Fade. Also, you could set the

direction, speed and page range for the transition.

To edit page transition, click the Page Transitions BD on the VIEW > Page Display tab.
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Page Transitions l&]

Page Transition

Transition: | Ne Transition hé ]

Direction:

Speed:

Page Range

@ All Pages
Selected Pages
@ From |72 : To |72

oK ] [ Cancel

e This change only works for the current PDF.
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e The pages will be turned in the same way the next time you open and view the document in

full screen mode.

e [f you want to set page transition to all PDF documents opened by Foxit PhantomPDF, please

choose FILE > Preferences > Full Screen.

Preferences

Accessibility
Commenting
Create PDF
Documents
I | Edting
Export PDF
File Associations
Forms

Full Screen
General

II | History
Identity
Languages

|| | Layout Grid
QCR

Page Display
PDF Sign
Reading

I

Full Screen Mavigation
[F1show scroll bar
[C]show status bar
[C]show Tab bar
[l show Navigation Panels
Show Menu bar
[T show Exit Button
One page at a time
Left click to go forward one page; right click to go back one page

Ful Screen Appearance

|

Background:

Full Screen Transitions
[T 1gnore all transitions

Direction:

Navigation control direction

[ ok

] |

Cancel

Reverse View

To read documents in a backward order, please do one of the following:

e Choose VIEW > Document Views >Reverse View D< Reverse View

* Right-click on the document pane and choose Reverse View.
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Text Viewer

With Foxit Text Viewer, you can work on all PDF documents in pure text view mode. It allows you
to easily reuse the texts scattered among images and tables, and acts like Notepad. Also, you can
adjust some settings to meet your needs.

To Enter Text View mode, do one of the following:

¢ Choose VIEW>Document Views> Text Viewer Dﬁ' .

*  Press the shortcut key Alt + 6.

<> Customizing Text Viewer

As soon as Text Viewer is activated, you can use the Font Setting Tools to customize your own
work area. Right-click the text area to select Font Setting.

1. To change text font when reading with Text Viewer

* Right-click and choose Font Setting > Font....

* Choose Font name, Font Style, Font Size, Effects, Color and Script from respective fields in
Font dialog box. The suggested font for best screen display is Courier New.

%)
Font: Font style: Size:
| Reguiar ik
0} @46zl Unicode MS [ Regular 14 A
B @Batang | | talic 16
T @BatangChe Bold 18
B @Dotum Bold talic 20
H &DotumChe 22 1
EFixedsys 24 |
F @Gulim al % ™
Effects Sample
[ strikeout
[ Underline
Color:
=k |»| | Seopt:
v

Note: You can change all aspects pertaining to text view font in the Font dialog box, or you can
also use individual buttons on the Text Viewer Toolbar to change font color and toggle between
regular style and Bold or Italic styles.

2. Toggle between regular style and Bold style, choose Font Setting > Bold.

3. Toggle between regular style and Italic style, choose Font Setting > Italic.
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4. Change the text color

* Right-click and choose Font Setting > Color....

* Text Viewer Colors dialog box pops up.

Foxit PhantomPDF
User Manual

-
Text Viewer Colors

Foreground
red: i

green: g
blue: 0

Background

red: 255
green: 255

blue: 255

] ]

(=]

c 100

ple

Lok ]|

Cancel

* Drag respective sliders or type the value to change the Foreground (Font) Color and

Background (page) Color. You can preview the changes in the box with a word “Sample”.

*  C(Click OK to complete the procedure, or click Cancel to abandon the changes.

5. Change Text Viewer settings

* Right click the text area > select Setting...

* The text Viewer Settings dialog box pops up.

-

Text Viewer Settings

Current page width

Minirnal width:

[¥] Keep Colurmn

Minirmal width:

[¥]Keep Colurmn

System default width

Minirmal width:

[¥] Keep Colurmn

78] Auto Width
Auto Rotate

Current document width

78 Auto Width

Auto Rotate

78 Auto Width
Auto Rotate

[ oK

J |

Cancel
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* Below are the text viewer settings:

A. Set page width at three different levels: Current page width, Current document width
and System default width.

B. Minimal width —the valid value for this field is 0-1024. It is set to 78 by default.
Keep Column — for PDF tables or text columns, you can check Keep Column to retain
appropriate column in text viewer mode. It is checked by default.

D. Auto Width — for PDF tables or text columns, you can check Auto Width to keep
proper width between texts automatically. It is checked by default.

E. Auto Rotate — you can check Auto Rotate to ensure consistent orientation with that
of the printer. It is checked by default.

< Navigating in text viewer mode

1. To go to next or previous page, do one of the following:

. Choose VIEW> Go To > Previous Page 4 or Next Page >

*  Click the Previous Page icon 4 or Next Page icon P on the Status Bar.

*  Put the cursor in the Document Pane, press the Left or Right Arrow on keyboard to move
the pages up or down.

2. To go to the first or last page, do one of the following:

. Choose VIEW> Go To >First Page A0 o Last Page » .

*  Click the First Page icon 4 or Last Page icon » on the Status Bar.

*  Press the Home or End keys.
3. To go to a specific page, do one of the following:

*  Choose VIEW> Go To > input the specific page number >press Enter.
* Input or select the specific page number on the Current Page Number Box

185/ 185 on Status Bar, and press Enter.

<> Changing the magnification level of a document

Do one of the following procedures:

1. Click the Zoom Out button @ or the Zoom In button @ on the status bar.
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2. Choose HOME > View > Zoom In #L or Zoom out =4 .

100%
Note: The Zoom To box is unavailable in Text Viewer mode.

< Finding text in Text Viewer mode
To find text you are looking for, follow the steps below:

* Type the text in the Find What field.
* To do the advanced searching, do as below:

1. Click the search button =&, in the Search box, type the text you want to search for,

specify the search range, and do any of the following:

A.  Whole words only -- limits the search to match only whole words. For example, if
you search for the word Read, the word Reader will not be found.

B. Case-Sensitive -- makes the search case-sensitive. For example, if you search for the
word text, the words Text and TEXT will not be found.

C. Include Bookmarks -- enables you to search for a word in the document, including
bookmarks.

D. Include Comments -- enables you to search for a word in the document, including
comments.

E. Include Form Data — enables you to search for a word in the document, including
form data.

2. Click the Search button. Foxit PhantomPDF jumps to the first instance of the search term,
which appears highlighted. And all occurrences will be listed in a tree view, allowing you
to quickly preview the contexts and jump to specific locations.

3. Press New Search in the search box to find next text or press the close button in the top
of the search box to finish searching.

<~ Copying and pasting text in Text Viewer mode
1. Select text

* Select a word: Double-click the word you want to select.
* Select aline of text: Click and drag the cursor on the line of text you want to select.
* Select all the text: Press Ctrl + A or right-click the Document Pane > choose Select All.

2. Copying text, do one of the following:

* Right-click the selected text > choose Copy.
¢ Select the text and then press shortcut key Ctrl + C.

3. Pasting text
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To paste the selected text on Clipboard to another application, please follow the paste command
of the specific application.

Read Out Loud

What’s Read Out Loud?

Read Out Loud is a Text-to-Speech (TTS) tool. This tool can read the text in comments and
alternate text descriptions for images and fillable fields. With this feature, you can obtain
information without having to view the page, helping to effectively relieve eyestrain. It also
enables you to view other materials while listening to a PDF’s content.

To use the Read Out Loud, please do as below:

. Choose VIEW > Assistant > Read >Read Current Page/Read from Current Page.
Setting Reading Preferences

Please go to FILE > Preferences > Reading.

Page vs Document:

1. Only read the currently visible pages - Read the visible page displayed on the current
window.
Read the entire document - Read every page of the document in order.

3. For large documents, only read the currently visible pages - If you open a large PDF, the
system will only read the current, visible page.

4. Minimum number of pages in a large document - Set a minimum number of pages to define
a PDF as a “large document.

Reading Actions

In Read Out Loud Mode, some simple actions are offered for users to control the reading status,

including read this page, read this document, pause, resume, rate up, rate down and stop.

1. In Normal Mode, choose an action on VIEW > Assistant.

(H‘ Loupe

@Marquee ‘“" E.\»v
E’ﬂ -
Re *
rCff'lrv1ag|r|'rll"|er -

2. In Classic Toolbar Mode, a simple reading toolbar will be floated on the user interface after
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you click View > Toolbars > check Read.

Read Out Loud uses the available voices installed on your system. If you have SAPI 5 voices
installed from text-to-speech or other language applications, you can choose to have them read
your PDFs.

Note: Read Out Loud isn’t a screen reader. Some operating systems may not support it.

Rulers & Guides & Measurements

Using Rulers & Guides

Foxit PhantomPDF provides horizontal and vertical ruler guides to help you align and position text,
graphics or other objects on the page. They can also be used to check their size and the margins
in your documents.

fior} [z N=NSiRaRs NeR 3BigPreview.pdf * - Foxit PhantomPDF G = B =
FILE HOME CONVERT EDIT ORGANIZE COMMENT VIEW FORM PROTECT SHARE HELP Q. | Find PlE- o
<) Hand 1 [2¢] [?-‘—J o) <‘H| [y~ El Rulers [7] snap to Grid BD F\I @ Show Status Bar ?E
Ty Select ~ Bj o @ - [} Guides [ © Auto-hide Status Bar | ==
) Portfolio Read Rotate Page AutoScroll | Navigation -, Compare
@, Zoom - B - @ view= | i - B, [ 6rd Transitions anelg - Hide Status Bar
3BigPreview.pdf * x ~
v [ \ [ 2 B \ [ [ [[6 [ /8

] »

m__lA

rrl ] - 2 . 3 Spot Color

CMYK Color Gray Scale

FanFanose
FanCoated

FanUncoat

Rulers & Guides

A. Rulers B. Guides

To show or hide rulers/guides, select VIEW>check or uncheck Rulers/Guides.
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To create ruler guides, follow the steps as below:

. Drag down from the horizontal ruler to create a horizontal guide, or drag to the right of the
vertical ruler to create a vertical guide.

. Double-click a location on the horizontal ruler to create a vertical guide, or double-click a
location on the vertical ruler to create a horizontal guide.

To move ruler guides, select the Hand tool, click and hold the guide, and then drag it to a new
location.

To change unit of measurement, right-click the horizontal ruler or the vertical ruler, and select a
measurement system for the rulers.

To delete ruler guides, please do one of the following:

. To delete a guide, click the guide to select it, and then press the Delete key.

. To delete all guides on a certain page, scroll to the page, right-click in the ruler area and
choose Clear Guides on Page.

. To delete all guides, right-click in the ruler area and choose Clear All Guides.

Using Measuring

The Measure Tools enable you to measure distances and areas of objects in PDF documents. The
measure tools are especially useful when you need to know the distances or areas associated
with objects in a form or computer-aided design (CAD) drawing or when you want to measure
certain areas of a document before sending to a professional printer. The measure tools are
available to Reader users only if the PDFs are measurable.

When you use a measure tool, the tool dialog box displays the measurements of the line
segments you draw.

<- Measuring the objects
Choose COMMENT > Measure > [measure tool name], and do any of the following:

e Select the Distance Tool [ to measure the distance between two points. Click the first
point, move the pointer to the second point, and click again. The measurements will appear
on the page.

* Select the Perimeter Tool ™ to measure a set of distance between multiple points. Click

the first point to start, and then click each point you want to measure. Double-click the last
point to end measuring.

+o+

e Select the Area Tool ™ to measure the area within the line segments that you draw. Click

the first point to start, and then click each point you want to measure. After you have
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clicked at least two points, click the first point or double-click the last point to complete the

Note: You can also choose to complete or cancel measurement by right-clicking the measurement

and choosing options from the context menu.

Before measuring, you can set the scale ratio or other options. The FORMAT tab appears after
you select the measuring tool, and then do any of the following:

HEHEERNOCs

DISTANCE TOOL in o= B o=
FILE HOME  CONVERT  EDIT  ORGANIZE  COMMENT  VIEEW FORM  PROTECT  SHARE  HELP | COMMENT FORMAT q | Find Pl &
- . : ) .
Helvetica T T Show result information | Annotation:
Measurement markup width
2 an 1 an M Rulers
rectangle.pdf * x M
4 [0 1 [ 1 [2 1 [ 1 [ 1 [ I [6 I [7 [B T
- ;
£z
= nm
=1
= Distance Me 9/10/2013 4:64:17 PM X
E Options - Distance Tool =
é i Distance: 1.48 cm
Angle: 90.00
A 0.00 cm AY: 1.48 cm
|cu | Scale: 2ecm=1ecm
I’ﬁ B pop-up note result information
[ |
1/1 - E| 138.46% ~ (0) ——H#—— (1) 4

* To change the scaling ratio (such as 2:1, say, when the distance on the screen is 2 inch then
the actual distance is 1 inch.) on the drawing areas, specify the appropriate numbers. If
necessary, change the unit of measurement next to this ratio.

* Check Show result information if you want to see the current measuring result, including

real distance, angle, horizontal and vertical position, etc.

* Check Measurement markup to type text as a comment in the Annotation box. When you
put the pointer over the measurement with the Hand tool selected you can view the
measurement result and annotation you typed in the Annotation box. Or when you

double-click the measurement, the pop-up note of the measurement will also show the

measurement result and the annotation.

e Click Rulers to show the rulers.

<~ Working on the measurement object

After you complete the measurement, you are able to do further operations on it, such as move,
resize, flip, and even work on it the way you work on comments.
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1. Moving the measurement object

''''''''

object you want to move.
* Place the cursor over the object when the pointer changes into k& , hold and drag the
mouse to move it to the intended place.

4. Changing the length and orientation of the line segment

e With the Hand Tool @ or Annotation Selection Tool :“Vk‘:selected, select one of the resize

cornersm , you will see the pointer change into P,

* Hold and drag the mouse to change the length and orientation of the line segment.

5. Flipping the measurement and annotation

You can reverse measurement and annotation of the object you draw.
. Distance: ; Uoul 9f° |
1.46 inch € CREET. B
Before flipping After flipping

To flip the measurement and annotation of the object, do the following:

--------

e Select the Hand Tool @ or Annotation Selection Tool “* .

* Right-click the object you draw > select Flip.

<> Working on measurement objects as comments

The measurement objects can also be used as comments, as a result of which, you cannot only
set status, open popup note, delete, reply to the objects, but you can also set properties, and set

current properties as default for them.

For the information of how to work on the objects as comments, please refer to the

corresponding section of “Chapter 7— Comments”.

Compare PDF Files

The Document Compare feature lets you see the difference in two versions of a PDF, as well as
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select the type of differences you’re looking for to verify that the appropriate changes have been

made. The Document Compare feature does not compare comments in the PDF.

Comparing a revised PDF to an earlier version

. Choose VIEW > Compare tab > Compare EE .

Compare PDF Files

L

Compare (initial document)

Docurment: [1_pdf

- ’ choose... ]

Oter Fom:

To (changed document)

Document: [2.pdf

'] choose...

Type of Comparison
@ Page by page visual differences
© Textual differences

Include font information (style, size, typeface)
[¥]Include page reassembled changes

If the pages are replaced, it wil ignore the texual differences.

Compare (initial document) To (changed document)

1 of 7(1) D 1 of 7(1)

Show preview [

Compare PDF Files dialog box

*  Specify the two documents to be compared. Click Choose... to select the file and choose the

specific pages you want to compare by clicking the list box and selecting the page number.

. Under Type of Comparison:

Page by page visual differences — Compares by visual differences, including texts, images,

annotations, etc.

Textual differences — Compares texts only between the two documents.

Include page reassembled changes — If you check this option, the application will

automatically ignore the textual differences of the pages that were replaced or inserted and

will indicate that the pages are replaced or inserted in the comparison result.

*  You can preview pages after you check Show preview option. Choose the specific page you
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want to preview by dragging on the page range bar or select the page number by clicking
the list box near the range bar.
* Click OK. And then a PDF document named as “The result of Comparison”will be
automatically created and displayed with PhantomPDF. And the differences will be classified
with different colors.

B
Color Legend

. Insert Colar
. Delete Color

. Replace Calor
. Maove Color

Email Documents

E-mailing documents is a useful feature. You may need to send a PDF file you are reading to the
customers to speed up your daily work, or an interesting story that you want to share with your
friends.

To e-mail a PDF file, please do the following:

*  Choose SHARE > Send to > Email.

¢  System default e-mail application runs.

*  The PDF will be attached in the e-mail automatically.
*  Type the subject and e-mail address, and click Send.

Select & Copy

With Foxit PhantomPDF, you can copy texts and images to other applications.

Select and Copy Text

The Select Text tool lets you select horizontal and vertical text or columns of text in a PDF.
PhantomPDF sets its each ribbon with hand tool and Select tools for user’s convenience. To copy

text, click Select Text Tool Tkand do the following:
Select text
«  Select a line of text: Drag the cursor = toward a line of text you want to select.

* Select a column of text: Put the cursor between the lines, drag toward a column of text and
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draw a rectangle over it.
¢ Select a word: Double-click the word you want to select.
* Select multiple paragraphs through pages: Click at the start of the selection, scroll to the end
of the selection without releasing your mouse.
* Select all the text: Press Ctrl + A, or select some text, right-click it and then choose Select All.
* Deselect all the text: Click any area of the text.

Copy text
After selecting the text, do one of the following:

* Right-click the selected text > choose Copy.
*  Press shortcut key Ctrl + C.

Paste text

To paste the selected text on Clipboard to another application, please follow the paste command
of the specific application.

Copy Images

You can copy and paste individual images from a PDF to the clipboard, to other applications, or
to other files.

Take a snapshot of an image

To copy an image, please switch to the Snapshot tool (5] SnapShot .

* Choose HOME> Snapshot and the cursor changes into a Cross ~i~ automatically.
* Hold the cursor over the image and drag a rectangle around it.

* You will be prompted that the selected area has been copied to the clipboard.

* (Optional) Right-click the selected area, and then choose Copy Select Graphic.

* Paste the selected image to other applications.

Note: The selected area will be highlighted in blue.

Take a snapshot of a page

You can use the snapshot tool [G]SnapShot ¢ copy the entire page. Both text and images will be
copied as an image.

. Select the Snapshot tool by choosing HOME> Snapshot.
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«  Click anywhere in the page, or right-click anywhere in the page and choose “Select All” to
copy the entire page.

Tip: To deselect it, please click anywhere in the page.

«  You will be prompted that the selected area has been copied to the clipboard.
. (Optional) Right-click the selected area, and then choose Copy Select Graphic.
. Paste the selected image to other applications.

Note: The selected area will be highlighted in blue.

Copy a Combination of Text and Images as an Image

You can use the snapshot tool to copy the all selected content (text, images, or both) to the
clipboard or other applications. Text and images will be copied as an image.

To copy a combination of text and images as an image, do the following:

* Select the Snapshot tool by choosing HOME > Snapshot.

* Dragarectangle around the text and images.

*  You will be prompted that the selected area has been copied to the clipboard.
* (Optional) Right-click the selected area, and then choose Copy Select Graphic.
* Paste the selected image to other applications.

Others

Asian Languages

If you try opening PDF files directly that contain Eastern Asian Languages such as Traditional and
simplified Chinese, Japanese, and Korean, you can open them with Foxit PhantomPDF directly
now. The add-on of Eastern Asian Language has been integrated into Foxit PhantomPDF package,
so you won’t be prompted to download and install the required language font kits. Foxit
PhantomPDF lets you view, search, and print PDF documents with Asian language text.

Note: To update the Eastern Asian Language font kits, users still have to go to HELP> Check for
Update to download and HELP > Install Update to install the updated version.

PDF Properties

To view the PDF properties, please choose FILE> Properties. You can acquire all relevant
information as follows:
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Description

This tab shows some basic information about the document. The title, subject, author, and
keywords may have been set by the person who created the document in the source application.
You can easily edit the document information within the PDF document, a useful way for
searching and indexing files.

Initial View

When a user opens your PDF document, they see the initial view of the PDF. You can set the
initial view to the magnification level, page and page layout that you want. If your PDF is a
presentation, you may want to set the initial view to Full Screen Mode. After you define the initial
view of the PDF, you can add page transitions to selected pages of the entire document.

HOME CONVERT EDIT ORGANIZE COMMENT VIEW FORM PROTECT SHARE HELP

Properties

Properties
Open E Descrption Initial View

Save
Layout and Destination

Save As Initial View
v= Page Only M
PDF Optimizer
] Default v
Security
Reduce File Size faul
Defau M
Export B Forcs Open to page: 1 of 5

Print
Windows Options

Close Display document title

- |1 Open in Ful Screen mode
rererences

[7] Center window on screen
Change Toolbar Mode

Change Skin

User Interface Options
[C] Hide menu bar
[[] Hide tool bars

Initial View tab of the Document Properties

Define the initial view as Full Screen mode

When setting the initial view of a PDF to Full Screen mode, you must define how the document
opens.

1. Choose FILE > Properties.
2. Inthe Document Properties dialog box, select Initial View.
3. For best results, do the following:

<~ Choose Page Only from the Navigation tab menu.

<~ Choose Single Page from the Page layout menu.
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<> Set Open to page to the page on which you want to start the presentation.

4. Select Open in Full Screen mode to open the document without the menu bar or toolbar
displayed. Click OK. (You have to save and reopen the file to see the effects.)

Note: Users can exit Full Screen mode by pressing Esc if their preferences are set this way.
However, in Full Screen mode, users cannot apply commands and select tools unless they know
the keyboard shortcuts. You may want to set up page actions in the document to provide this

functionality.

Security

This tab describes security permissions and what functionality is allowed within a PDF. All the
security information is listed here if a password has been applied to the PDF.

HOME CONVERT EDIT ORGANIZE COMMENT VIEW FORM FPROTECT SHARE HELP

Froperties

Properties
Open N
%ﬁi\‘ Description Security
Save -
L o E i
Save As Initial View o Encrvpion M
PDF Optimizer l:l
Securi
Reduce File Size tty Document Restrictions Summary
Printing Allowed
Export Font:
Aa Fonts Fil in a form Allowed
Print
- Comment in the document Allowed
Close Manage pages and bookmarks Allowed
Modify document Allowed
Preferences
Content copying for accessibility Allowed
Change Toolbar Mode Extract the contents of the document Alowed
Change Skin Signing Allowed

Security tab of the Document Properties

See also “Checking PDF Security”

Fonts

The Fonts tab lists the fonts and the font types used in the original document, as well as the
encoding used to display the original fonts.
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CONVERT EDIT ORGANIZE COMMENT VIEW FORM PROTECT SHARE HELP

HOME

Properties

Create P ro pe rtl eS

e — ) Aa Fonts

=, Description

Save - (= ABCDEE-+Calibri (Embedded Subset)
Type:TrueType

Save As LI Encoding:Ansi

S Initial View 51 ABCDEE-+Calibri (Embedded Subset)
Type:TrueType (CID)

PDF Optimizer Encoding:Identity-H

= ABCDEE+Calibri,Bold (Embedded Subset)

Reduce File Size Seaurty Type:TrueType
Encoding:Ansi
S (= ABCDEE+Calibri,Bold (Embedded Subset)
xport Type:TrueType (CID}
Aa Fonts Encoding:1dentity-H
Print =1 ABCDEE+Calibri,BoldTtalic (Embedded Subset)
Type:TrueType
Encoding:Ansi
Close = Al
Type:TrueType
Preferences Encoding: Ansi N
Actual Font:Aril
Actual Font Type:TrueType
Change Toolbar Mode = Symbol (Embedded Subset)
Type:TrueType (CID)
Change Skin Encoding:1dentity-H

Fonts tab of the Document Properties

GPO

Group Policy (GPO), a feature of the Microsoft Windows NT family of operating systems, is a set

of rules that control the working environment of user accounts and computer accounts. It offers
the centralized management and configuration of operating systems, applications, and users'
settings in an Active Directory environment.

For instructions to use group policy of Foxit PhantomPDF, please see the attached Foxit

PhantomPDF GPO_Manual 1 . If you cannot open the attachment, please go to FILE >
Preferences > Trust Manager > uncheck the Safe Reading Mode.
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What is Group Policy?

Group Policy (GPO), a feature of the Microsoft Windows NT family of operating systems, is a set
of rules that control the working environment of user accounts and computer accounts. It offers
the centralized management and configuration of operating systems, applications, and users'
settings in an Active Directory environment.

Group Policy can configure most system settings, save power by utilizing smart power settings,
give individual users more control over their machines with administrator privileges and increase

system security.

This guide will introduce steps to help you master how to quickly add and modify the new GPO
template for configuring your installation of Foxit PhantomPDF.

Personal Computer Setting

There are two file types of group policy template of Foxit PhantomPDF: .adm and .admx.
Different types are compatible with different operation systems, but have the same settings. The
template of .adm file type is compatible with Windows XP and later, while .admx is compatible
with Server 2008, Server 2012, Windows Vista and later.

Set Template Preference

For .adm file, follow the steps as below:

e  Please click Start >Run or use the shortcut key Ctrl + R and type gpedit.msc to open Group
Policy Editor.

e Right-click the management template and choose Add/Remove Template in the context
menu. In the opened dialogue box, add the group policy template of Foxit PhantomPDF. The
Foxit PhantomPDF template will appear in the left navigation pane and you can set its

template preferences.
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( ey
_I.pcaIGmupPo | |

File Action View Help

e | 26

= HElT

X

=] Local Computer Policy
4 & Computer Configuration
i (] Software Settings
b [ Windows Settings
4 || Administrative Templates
| Control Panel
» [ Network
~| Printers
| System
| Windows Component:
4 | Classic Administrative
a4 || Foxit PhantomPDF
| Toolbars
| Menus
| Plugin
> [ Preferences
i All Settings
4 2 User Configuration
| Software Settings
| Windows Settings
> | Administrative Templates

< n

" Preferences
Select an item to view its description.  Setting

_| Rights Management Service
(iz| 'About Foxit PhantomPDF' Dialog
Default PDF Reader for Web Browser
|iz| Default PDF Reader
\iz| Forbid Checking for Default PDF Viewer
|iz] Home Page Setting

1| Main Program Name

|iz] Set as Safe Reading Mode

|z Toolbar Mode

1| Use AD RMS Plug-in1.0

1z Not Show Community language

State

Not configured
Not configured
Not configured
Not configured
Not configured
Not configured
Not configured
Not configured
Not configured
Not configured

Extended / Standard /

10 setting(s)

For .admx file, put the .admx file in C:\Windows\PolicyDefinitions and do the setting. The .admx
file should be used in combination with an .adml file. And the .adml file should be put in
C:\Windows\PolicyDefinitions\language. For example, if in the English OS, the .adml file should

be put in C:\Windows\PolicyDefinitions\en_us.

Example: Not Show Community language

Choose Foxit PhantomPDF > Preferences > Not Show Community language.
Double-click Not Show Community language to open the dialog box and check the option

Enabled. If Enabled only the official languages will show in the FILE > Preferences >

Language.

will be displayed.

File Action View Help

e 2B =zE=lT

If the option Not Configured or Disabled is checked, the languages translated by community

4 ¢ User Configuration
7 Software Settings
> (] Windows Settings
» [ Administrative Templates

Pl —

Extended 4 Standard

10 setting(s)

-/ Local Computer Policy . A& Not Show Community language
4 & Computer Configuration
1 Software Settings Not Show Community language Setting EE] Not Show Community language
<l Wiowes ettings | Rights Management Service
«@E Templates || Edit policy setting &2 "About Foxit PhantomPDF' Dialog || @ Not Configured ~ Comment:
» (1 Control Panel .
» B Network Requirements: Default PDF Readerfor Web Brows{ | . .
3 Printers Microsoft Windows XP Sp2 or later Default PDF Reader o
B System — orbid Checking for Default PDF Vil | ©) Disabled
&[] Windows Component Nyouinabiexhis option, it will Home Page Setting Supported on:  Microsoft Windows XP Sp2 o later
4 7 Classic Administrative || merely show official languages. If you i=] Main Program Name
4 ] Foxit PhantompDF || disable this option, it will show et a5 Safe Reading Mode
> & Toolbars languages translated by community. solbar Mode. Grtions Help
| Menus Use AD RMS Plug-in 1.0
=1 Plugin £ Not Show Community language
» (] Preferences
T Al Settings

If you enable this option, it will merely show official languages. If |
you disable this option, it will show languages translated by
community.
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e  Other settings can be configured in the same way.

e To add tools to the default toolbar menu, please go to Foxit PhantomPDF > Toolbars >
Custom Toolbars > double-click the target menu, check Enabled and check the desired tools
to be shown on the default toolbar.

Note: Group Policy setting includes computer configuration and user configuration.

Computer configuration takes precedence over user configuration. The application will use the
computer configuration if both the computer and user configure a specific function at the same
time. Please note that if the option Disabled is a valid configuration, the setting will be shown in
the help information. Otherwise, the corresponding registry entry will be removed as selecting
Unconfigured. (The value of the option Disabled in the Group Policy Template of Foxit
PhantomPDF is invalid.)

GPO Deployment (for Server)

Create GPO Management

e If you already have an Active Directory domain and organizational unit configured, please
skip to “Apply the Foxit Template” section.

e Choose Start > Administration Tools > open “Active Directory Users and Computers”>
right-click the field “wx.com”> choose New > Organization Unit in the right-click menu.

B Active Directory Users and Computers =10l x|

File Aciion View Help

L BT REEI B N

| Active Directory Users and Comput | Name | Type | Desaription |

® [ Saved Queries | Builtin builtinDomain

3 G W Cmmemtpre Contairer Default container for upar...
Delegate Control.., Controllers Organizational Unit Default container for dom...
e _ SecurityPrincpals Container Default container for secu...
Change Doma_'l..; Service Accounts Container Default container for man. ..
Change Domain Controler... Organizational Unit
TR AT R Organizational Unit
e s Organizational Unit

Computer Container Default container for upar...
All Tasks » Contact
Group
View ] InetCraPerson
Refresh msImaging-PSPs
Export List. .. MSMQ Queue Alias
) Organizational Unit
Properties Printer
Help User
Shared Folder
K1 — 2

(Creates a new item in this container.
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e In the opened New Object - Organization Unit dialogue box, type the unit name (For this

example, we have named the unit “ga”) and click OK.

B Active Directory Users and Computers

N [=l
File Action View Help

L G EENEEEN I =

j Active Directory Users and Comput | Name | Type | Description |

[ saved Queries [ Builtin builtinDomain

fﬂ WXL COm ] Computers Container Default container for upar...
ey - o . .

= e T Default container for dom...
New Object - Organizational Unit x| Default container for secu

Default container for man...
= Createin:  woccom/

Name:

Default container for upar...
Jos

¥ Protect container from accidental deletion

ok | Cancal | Hep |

e  Rightclick the created organization unit “qa” and choose New > User in the right-click menu.

For this example, we have named the user “King”.
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B Active Directory Users and Computers o ] 5

File Action View Help

e M d0/XEc=HFE 28 PO %

j Active Directory Users and Comput I MName I Type I Description |
|| Saved Queries =

S & e ﬂ

| Builtin
Computers .
Createin:  wix.com/ga

Domain Controllers
ForeignSecurityPrincipals
Managed Service Accounts

qa First name: ijng Initials: I

gal
qaz Last name: I

FHEFHEE

LEERREDRLERL

F HE

Users

Full name: Ik.ing

User logon name:

ijng I@wx.com j
User logon name {pre-Windows 2000):
|w><\ ijng
< Back Next > Cancel |

B Active Directory Users and Computers i ] 54
File Action View Help
e = A == | Hao e m
e | Hm 0 XE = HEAas TR
j Active Directory Users and Comput
] saved Queries
Ef-=| Wx.com Lowi User
|| Builtin ‘5 waq User
TI Comp.uters S Wy User
%| Domlaln Conh’loller.s o E) Wi User
TI ;oragnsdesu.lrltﬁr:n:pa sts wang xin User
r
TI anaged Service Accoun o Computer
- Ky Computer
2] ga1 E,‘:—' pu
Bl g2 =YD Computer
] Users
KN 2

e  Click Start > Programs > Administration Tools > open the Group Policy Management Console
and right-click the created organization unit “qa” and choose Create a GPO in this domain,
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and Link it here....

Z File Action View

Window Help

E; Group Policy Management

&= 7= o0/XE o HE

|54 Group Policy Manage:
= _i\_ Forest: wx.com
= [} Domains
= -}F'_:_] W, Com

2 | Domain Controllers

ment ga

Linked Group Policy Objects

Link Order = |G

1 &
o |
1] Create a GPO in this domain, and Link it here...
2| g Linkan Existing GPO...
=t & Block Inheritance
TV
m 5 Group Policy Modeling Wizard. ..
& sites MNew Organizational Unit
JE.. Group Po View
£ GroupPe ey Window from Here
Delete
Rename
Refresh
Properties
Help
E I

|Creahe a GPO in this doma

in and link it to this container

If you cannot find the Group Policy Management in Administration Tools, please install the

application package GPMC.MSI. You can download the package by clicking the
http://www.microsoft.com/en-us/download/details.aspx?id=21895.

link
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Apply the Foxit Template

2 Dns
2] Event Viewer

Foxit Reader

E_ Group Policy Management

Group Policy Management r 3

-3 N — | , "
— . Active Directory Users and o 5: _ﬁ' [EEE I

" Computers 5, Local Security Policy

; Performance Monitor
~ /| Foxit Reader 5.1 e @ , ,
j_gl Security Configuration Wizard
) Documents —. Server Manager

@ Internet Explorer ’ i =
L £ Services
o Computer ‘32 Share and Storage Management

Command Prompt

Storage orer
Network ! Storage Expl
-‘_.] Notepad System Configuration
-~
: - . s () Task Scheduler
] ?‘:h"'; Directory Domains and g Windows Firewall with Advanced Security
Tus
: Devices and Printers [a#] Windows Memory Diagnostic
% iSCSI Initiator E Windows PowerShell Modules
J Qﬁ! Windows Server Backup
0"“' Microsoft Outlook 2010 3
4 Help and Support

% Local Security Policy

3 All Programs

Run
I Search programs and files @] Shut down Pl

e  Type the GPO name in the “New GPO” dialogue box and click OK.

| PhantomPDF

Source Starter GPO:

]{nnr‘e] :]

e Right-click the new GPO and choose Edit in the right-click menu to open Group Policy Editor.

10





Foxit PhantomPDF GPO

User Manual
E Group Policy Management - ;Lglﬂ
4 Fle Acton View Window Help | =18
9| 2m0/XDc|/@m
. Group Policy Management qa
Ei@\;’-‘s“"?‘-m Linked Group Polcy Obiects | Group Polcy Inhertance | Delegation |
B 3 wx.com Link Order ~ | GPO | Enforced | Link Enabled | GPO Status | Wi
5] Domain Controllers = 1 ] reader No Yes Enabled  No
8 & e :
o/
® & gat Edit... N
@ 3] qa2 Enforced
i} Group Polic y Link Enabled =
iy WMIFiter:  save Report...
[ (] Starter GP
® [ Sites New Window from Here
#&% Group Policy Mode Delete
|.#, Group Policy Resul R
Refresh
Help
4 | 2|

Right-click the Template Management and choose Add/Remove Template to add Foxit
PhantomPDF_enu.adm. Please refer to Set Template Preference.

File Action View Help
L I RE - ool 4

=] Local Computer Policy
4 % Computer Configuration
[ Software Settings
©» 2 Windows Settings
[ Administrative Templates
4 % User Configuration
» [ Software Settings
©» [ Windows Settings

Select an item to view its Setting
description. [ Control Panel
] Desktop
[ZI Network
("I Shared Folders

4@ T. 1 [ start Menu and Taskbar
» 3 Control P Add/Remove Templates. (7] System
» [ Desktop Filter On [ Windows Components
- [ Network Filter Options. [ Classic Administrative Templates (ADM)
] Shared Fg Re-Apply Filter 2 All Settings
CstanMen ) o .
i [ System
1 [ Windows View v
" ‘P CIESS'CA Export List...
s Al Setting
Help
<« i D

Extended Standald/

Manage administrative templates

For configuring options, please refer to Example: Not Show Community language.
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GPO Items

The following table introduces some simple manipulations in GPO to speed up your working

process.

Items in GPO Template

Folder Path

Item

Options

Description

Foxit PhantomPDF >
Plugin

Remove Specific
Plugins

Remove plugins listed on
the left dialogue box.

Add plugins which need
to be disabled. Users
need to enter the file
name of the plugins in
the program folder:
\Program Files\Foxit
Software\Foxit
PhantomPDF\plugins.
Only supported plugins
have .fpi extension.

Remove Plugins

Remove plugins listed on
the left dialogue box.

Check the plugins you
want to delete.

Foxit PhantomPDF >
Preferences

Rights Management
Service

Use deprecated encryption
algorithms to be
compatible with the

previous version

Check it to support RSA
1024 for encryption and
disable the related
settings of RMS Setting
in 'Preferences' menu.

Encrypt Metadata

Check it to encrypt
document metadata
and disable the related
settings of RMS Setting
in 'Preferences' menu.

Forbid Web View

Check it to forbid users
to view protected
content using a browser
add-on.

Foxit PhantomPDF >
Preferences

‘About Foxit
PhantomPDF’ Dialog

Copyright

Type the copyright
information which will
be shown on the About
Dialog under Help

menu.
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Content Type the copyright
content which will be
shown on the About
Dialog under Help
menu.
Logo Path Modify the path of logo

image at the top-right
corner. The original
picture is 'Foxit'.

Frame Title Path

Modify the path of
frame title on the left.
The original picture is
'Foxit PhantomPDF'.

Foxit PhantomPDF >
Preferences

Default PDF Reader for
Web Browser

Set Foxit PhantomPDF
as the default PDF
PhantomPDF for web
browser.

Foxit PhantomPDF>
Preferences

Default PDF Reader

Set PhantomPDF as
default PDF Reader.

Foxit PhantomPDF > | Home Page Setting Menu Name Type the home page
Preferences title.

URL Set the home page url.
Foxit PhantomPDF > | Main Program Name Main Program Name Type the title of the
Preferences application.
Foxit PhantomPDF > | Set as Safe Reading Set as Safe Reading Mode Check the option in
Preferences Mode Preferences > Trust

Manager.

Forbid Modification

Grey the setting in
Preferences > Trust

Manager.

Foxit PhantomPDF >
Preferences

Toolbar Mode

Classic Toolbar Mode.

Check the option to set
Foxit PhantomPDF
running under ‘Classic
Toolbar’.

Forbid Modification

Check the option to
remove the options of
Change Toolbar Mode
under Ul Options in
View menu.

Foxit
PhantomPDF >Prefe
rences

Not Show Community
language

If you enable this
option, it will only show
official languages in

13
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FILE > Preferences >
Language. If you disable
this option, it will show
languages translated by
community.

Foxit PhantomPDF >
Preferences

Use AD RMS Plug-in 1.0

If you enable this
option, it will use the
RMS Plug-in V1 to
support Windows XP.
The PDF file protected
by RMS Plug-in V1 will
be saved in Foxit
protected PDF format
and can only be opened
by Foxit products. RMS
Plug-in V1 only supports
SHA-1/RSA 1024 for
encryption and
decryption.

If you disable this
option, it will use the
RMS Plug-in V2 and
support Windows Vista
SP2 and later. The RMS
Plug-in V2 supports
SHA-1/RSA 1024 and
SHA-2/RSA 2048 for
encryption and
decryption.

Foxit PhantomPDF >

Forbid Checking for

If you enable this

Preferences Default PDF Viewer option, it will not pop
up this dialog when
Foxit PhantomPDF
Reader is not your
default PDF Reader.
Foxit Basic The Tools in those menus Check the desired tools
PhantomPDF >Tool | View to be displayed in the
bars> Custom Edit default toolbar.
Toolbar Format
Property
Forms
Comments

14






Foxit PhantomPDF GPO
User Manual

Drawing

Measurements

Measurement Format

Protect

Convert

Organize

Find

DocuSign

Image Editor

Shape

Shape Format

Read

Foxit
PhantomPDF >Tool
bars> Delete Button

Basic

View

Edit

Format

Property

Forms

Comments

Drawing

Measurements

Measurement Format

Protect

Convert

Organize

Find

DocuSign

Image Editor

Shape

Shape Format

Read

The Tools in those menus

Check the desired tools
to be removed from the
default toolbars.
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Foxit PhantomPDF >
Menus > menu
name. Choose the
menu you want to
modify.

(The menus and the
items layout is the
same with Foxit
PhantomPDF User
Interface under
Classic Toolbar
Mode.)

Choose the item from
the corresponding
menu.

Choose the option from the
corresponding item.

Check the options
which need to be
deleted from the menu
list.
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Contact Us

Feel free to contact us should you need any information or have any problems with our products.
We are always here, ready to serve you better.

o Office Address:
Foxit Corporation
42840 Christy Street, Suite 201
Fremont CA 94538
USA

o Mailing Address:
Foxit Corporation
42840 Christy Street, Suite 201
Fremont CA 94538
USA

e Sales:
1-866-680-3668 (24/7)

e Support:
1-866-MYFOXIT or 1-866-693-6948 (24/7)

e Fax:
510-405-9288

o Website:
www.foxitsoftware.com

o E-mail:

Sales and Information -sales@foxitsoftware.com

Technical Support - support@foxitsoftware.com

Marketing Service - marketing @foxitsoftware.com

17
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Chapter 4 — Create

Up to 3 times faster than other PDF tools, Foxit PhantomPDF makes creating PDF and PDF/A
documents simple and streamlined. With a click you can quickly convert virtually any kind of file
to PDF without having to open the source application.

Create a PDF in Different Ways

With Foxit PhantomPDF, you can easily create PDF files from files in other formats.

One-click PDF Creation from Any File

Foxit PhantomPDF can create any kind of printable files to PDF simply by dragging the file into
the program window; alternatively you can use Foxit PhantomPDF to quickly convert files to PDF

directly from within Windows® Explorer.

To create a PDF with one click:

e Dragthe document you want to convert on to the Foxit PhantomPDF desktop icon .

e If Foxit PhantomPDF is open, drag the file directly into the application window.
e Right click the document icon you want to convert and choose Convert to PDF in
PhantomPDF.

Create PDFs in the Foxit PhantomPDF Application Window

Create a PDF from a File
You can create a PDF from Office, email, a web site, or from any file that prints.
1. Launch Foxit PhantomPDF, choose FILE > Create > From File.

2. In the Open dialog box, select a file. You can browse all file types when you select All

Supported Files (*.xls, * xIt, ...) from the File type menu.
3. Select a file you want to convert and click Open to convert the file to a PDF.
4. Type a filename and specify a location in pop-up Save dialog box.

Note: Depending on the type of file being converted, a progress dialog box appears and Foxit

PhantomPDF opens automatically.
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Create a PDF from multiple files

You can easily merge files of different types into a single PDF.

1. Choose FILE > Create > From Multiple Files, or choose CONVERT > Create > From Files > From
Multiple Files.

2. In the Convert Multiple Files dialog box, click Add Files... to select the files you want to
combine.

3. Adjust the order of files as desired by using Move Up/Down, click the title of the table or
drag and drop the change the file order.

4. Choose a type of converted PDF files and click Convert:

Convert multiple files to PDF files —All the files will be converted to different PDF files.
® Merge multiple files into a single PDF file— All the files will be converted to a single PDF file

Tip: Foxit PhantomPDF uses original filename as a bookmark as default when combining multiple
files into a single PDF.

Create a PDF from a blank page

You can create a PDF from a blank page rather than beginning with a file, a clipboard image, or
scanning.

Choose FILE > Create >Blank, or choose CONVERT > Create > Blank.

Choose EDIT > Edit Content > Add Text tool or COMMENT > Typewriter > Typewriter.
Double click the blank page to start typing the text you want to add to the blank page.
As needed, select other tools and options that you want to apply to the PDF.

LA

Choose FILE > Save, and select a name and location for the PDF file.
Create a PDF from Clipboard
You can create a PDF directly from your clipboard.

1. Choose FILE > Create > From Clipboard, or choose CONVERT > Create > From Clipboard.
2. The texts or images in the clipboard will be converted to a new PDF file.

Create a PDF in Other Applications

Foxit PhantomPDF enables you to create intelligent PDF files from other applications such as
Microsoft Office, automatically keeping bookmarks, links, hyperlinks, outline and more during
creation in word files.
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Microsoft Office

In Microsoft Office 2007/2010/2013, Foxit PhantomPDF appears as a tab, allowing you to quickly
create PDF files and change your conversions settings with just a few clicks.

< Microsoft Word and PowerPoint

To create a PDF in Microsoft Word and PowerPoint, please do as below:

Open a file in Microsoft Word or PowerPoint, click Foxit PDF tab and do one of the following:

POF |
s
. . . kg .
& To create a PDF using the current settings, click Create PDF — % . Then enter the file name,
specify the location and click Save.
™,
# To create and email a PDF using the current settings, click Create PDF and Email —. Then

enter the file name, specify the location and click Save. The created PDF file will be attached
to your mail system automatically for you to send out.
m R
# To change your PDF conversion settings, click Setting —G;fii;. In the Settings dialog box,

select the desired options and click OK.

Tip: Refer to Setting Foxit PhantomPDF Printer Properties for information on the PDF conversion

options available from within Microsoft Office programs.

In Microsoft Word 2000 and 2003, Foxit PhantomPDF appears as a group of toolbar options.
< Microsoft Excel

To create a PDF in Microsoft Excel, please do as below:

Open a file in Microsoft Excel, click Foxit PDF tab and do one of the following:

(POF|
s
Lhip
& To create a PDF using the current settings, click Create PDF — % . In the pop-up Foxit
PhantomPDF Creator dialog box, select the conversion range and click Convert to PDF. Then

enter the file name, specify the location and click Save.

(PDF) |

# To create and email a PDF using the current settings, click Create PDF and Email — " in

the pop-up Foxit PhantomPDF Creator dialog box, select the conversion range and click
Convert to PDF. Then enter the file name, specify the location and click Save. The created
PDF file will be attached to your mail system automatically for you to send out.
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# To change your PDF conversion settings, please refer to “Microsoft Word and PowerPoint”.

Windows Notepad

1. Open a .txtfile.
2. Select from main menu File > Print.

Internet Explorer

Run your Windows web browser, open a website or stay on a web page.
Select from main menu File > Print.
Select Foxit PhantomPDF Printer from the Pinter list;

H W=

If you need to deploy printing settings, click the Preferences button on the right (Refer to
Setting Foxit PhantomPDF Printer Properties).

Click OK;

A dialog box will pop up for you to specify the folder and file name of the PDF document to

be generated, after done, click Save button.

Outlook Express

1. Runyour Email client software, open an E-mail by clicking its title.

2. Select from main menu File> Print.

3. Select Foxit PhantomPDF Printer from the Printer list.

4. If you need to deploy printing settings, click the Preferences button on the right (Refer to
Setting Foxit PhantomPDEF Printer Properties).

5. Click OK.

A dialog box will pop up for you to specify the folder and file name of the PDF document to

be generated, after done, click Save button.

Create a PDF using the Print command

Foxit PDF Printer works like a standard printer, so you can use it to print your files from any

windows applications as if you would print to a real printer.
1. Open the file in its authoring application.
2. Choose FILE > Print.

3. Select the printer named Foxit PhantomPDF Printer, and click OK button to start printing.
After the printing is finished, the generated PDF file will be opened directly.

4. You can click FILE > Save to save the PDF file. Specify the name of the PDF file and where to
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store. Click Save.

5. Or you can just close the generated PDF and click No in the pop-up message to prompt you
whether to save the PDF file.

Foxit PhantomPDF supports to append newly generated PDF files to a previously generated one
which are created by Print command in other application using Foxit PhantomPDF Printer. More
details please refer to the steps below.

1. Do some settings to Foxit PhantomPDF. Run and open the application window. Click FILE >
Preferences > Documents > uncheck Allow Multiple Instances, if it is checked. And click FILE >
Preferences > Create PDF > check Insert printed PDF into previous generated one, exclude the
PDF files created from PhantomPDF application.

2. Open the file you want to convert to PDF and use the Print command to generate a new PDF.
The generated PDF file will be opened automatically with PhantomPDF. A Print Job pane appears
in navigation panel and the name of the file will be displayed on the pane. Do not close and save
the PDF file.

Print Job L |

IE Filel
m

MName

@ ¢ W

3. Open another file you want to append to the PDF file generated on Step 2. Convert the file
with Print command to PDF.

4. You will see that the name of the file in Step 3 is also added to the Print Job pane. That is to
say, the generated PDF file on Step 3 is appended to the generated PDF file on Step 2.
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Print Job LR

m Filel

File 2

o

MName

® ¢ W

3 | &9 | [l

5. Click FILE > Save. In the pop-up Save As dialog box, specify the name and location and click
Save.

Create a PDF using Print to Evernote

Foxit PhantomPDF adds a new printer “Print to Evernote” after installation. This feature enables
you to send the PDF file as an attachment to the Evernote as well as creating a PDF as Foxit PDF
printer does.

To create a PDF using Print to Evernote, do as below:
1. You should sign in an Evernote account online and install the Evernote application.
2. Open the file you want to convert to PDF format, choose FILE > Print > Print to Evernote.

3. Set the print properties and then click Print. Name the PDF file and specify the storage
location.

4. You will see the PDF file is created and also attached to your Evernote.

Create a PDF using Scanner

Foxit PhantomPDF provides you with an easy way to create a PDF directly from a paper
document using your scanner. In total there are three methods for you to scan paper documents
to PDFs: Quick Scan, Custom Scan and Scan by the configured presets.
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Quick Scan:

Foxit PhantomPDF allows users to create PDFs from scanner with just one click.

Friom Friomm Blark  From

Filzs = Scanner = Clipbioard
=5y Quick Scan v

0.pdf =M Custom Scan

I |

2p Configure Presets

# Choose CONVERT > Create > From Scanner > Quick Scan > choose one scanner.

# A dialog box will pop up upon completion. You can click Yes to continue scanning more
pages, or click No to complete scanning.

# Choose FILE > Save, and specify a name and location for the created PDF file.

Note: By Quick Scan, PDFs will be created by default settings.

Custom Scan

You can specify the scanning options and scan paper documents to PDFs at your command.

To custom scan paper documents to PDF:

[EY

Choose CONVERT > Create > From Scanner > Custom Scan.

2. Select the input, output, and documents options in the Custom Scan dialog box, and then
click Scan.

3. If creating a new PDF, specify a filename and location, and click Save.
Select “Continue Scan (put next paper)” to scan next paper if you like.

5. Select “Finish Scanning” and click OK to exit.
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Custom Scan &
Scanner: |Please select a scanner - Scanner Options
Input
Sides:
Color Mode:
Resolution:
PaperSize:
Width: Height:
Qutput
_) New PDF Document Information
@ Append ICurrent document v‘ Browse...
Documents
Optimization
Optimization
Text Recognition
[] Make Searchable(run OCR) Options
- 4

Custom Scan dialog box

Scanner: select an installed scanner. You must have the manufacturer’s scanning software
installed on your computer.

Scanner Options (Windows only): click to open the Scanner Options dialog box. (Available
only after you select a scanner.)

e Transfer Mechanism: Native mode transfers data by default in your scanner. Buffered
memory mode scans in resolutions of over 600DPI.

e User Interface: Hide scanner’s interface option bypasses the windows and dialog boxes
provided by the scanner manufacturer. Instead, scanning from Foxit opens the Foxit
Scanner dialog box.

Input

Sides: choose single-sided or double-sided scanning.

Color Mode (Windows only): select a basic color mode (Color, Black and White, or Grayscale)
supported by your scanner. This option is enabled if your Scanner Options are set to use the
Foxit scanning dialog box instead of the scanner application.

Resolution (Windows only): select a resolution supported by your scanner. This option is
enabled if your Scanner Options are set to use the Foxit scanning dialog box instead of the
scanner application.

Note: If you select a Color Mode or Resolution option not supported by your scanner, a
message appears and your scanner’s application window opens, where you can select
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different options.

Paper Size (Windows only): select a paper size or specify a custom width and height.

* Output

New PDF Document: select this to create a new PDF; deselect it if you want to append the
scanned page to an existing PDF.

Append: select this if you want to add the converted scan to an existing PDF. Click Browse to
find and select another PDF.

* Documents
Optimization: click Options to customize compression and filtering. The Optimization
Options dialog box for image settings controls how scanned images are compressed for the

PDF. Default settings are suitable for a wide range of document pages, but you may want to
customize settings for higher quality images and smaller file sizes.

Optimization Options

Image Settings
anlw e =V ik Compression

Lo j High Quality
Monochrome: | High Cornpression v
Deskew:  [ON e
[ Ok l [ Cancel

Color/Gray settings: when scanning color or gray pages, select one of the following:

< High-Compression: applies image compression in high-quality with small
size.(Available in Business Only)
< JPEG: applies JPEG compression to the entire gray or RGB input page.

Low/High Quality: drag the slider to set the balance point between file size and quality.
Monochrome: when scanning black-and-white or monotone images, select one of the following:

< High-Compression: applies to high-quality with small size compression.

< CCITT Group 4: applies CCITT Group 4 compression to black-and-white input page
images.

< JBIG 2: an image compression standard for bi-level images which is suitable for both
lossless and lossy compression.
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Text Recognition: see “Recognize Text”.

Scan by the Configured Presets

You can configure scan parameters or options and save several presets. When you are ready to
scan you can choose one of the presets with just one click.

<> Configure presets
To configure a new preset, please do as the following:

1. Click CONVERT > Create > From Scanner > Configure Presets. A Configure Presets dialog box
pops up.

Configure Presets El

Presets: |.&utDDetect Color Mode V|

Scanner: F'|E!-EI'-'-F' select a scanner

Input
Sides:

Color Mode:

Resolution:

Paper Size:

widthe || meohe| |

Documents

Preset menu setting

[¥] Setting rmaximum number of menu in preset menu
Cancel

2. Select New Preset... in the list box of Presets item, and specify the name of the preset.

3. Select a scanner and then select the settings of Input and Documents items (See also “Custom
Scan”).

Tip: For the option of Make Searchable (run OCR), please refer to “Recognize Text”.

4. For the Preset menu setting item, you can set the maximum number of presets in Presets
menu.
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<> Scan by the configured presets

1. Click FILE > Create > From Scanner and select a scanner and a preset.

HOME CONVERT EDIT ORGANIZE COMMENT VIEW FORM PROTECT SHARE HELP

Properties
Create
Open Create From Scanner
ﬂ Blank
ERAE @ From File
PDF Optimizer Please select a scanner -
||=D3 From Multiple Files Scanner Options...
Reduce File Size
AutoDetect Color Mode -
Export T2
== From Scanner Configure Presets...
Print Settings
=1
Close -D From Clipboard -
b
Preferences
Length: Width:

Change Toolbar Mode

2. Click Scan button. After scanning is finished, you can choose to continue scanning or stop. Then
specify a name of the created PDF file and the location. And click Save to finish.

Create a table of contents from bookmarks

You may want to conveniently create a table of contents from existing bookmarks for a hierarchy
structure when viewing a PDF file. Foxit PhantomPDF offers two ways to create a table of
contents. The new table of contents page will be inserted as the first page of the PDF.

*  To create a table of contents when merging multiple files into a single PDF file, please select
“Add a new table of contents page converted from bookmarks” in the Convert Multiple Files
dialogue box. The table of contents page will be created from the filenames of the selected
files.

* To create a table of contents in a current PDF, please click the button [‘?? on the

bookmark panel. The table of contents page will be created from the bookmarks of the
current PDF.
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Chapter 5 — Edit

Foxit PhantomPDF not only provides general editing features, but also provides an advanced
Editor for professional PDFs editing.

Advanced Editing Features (Available in Business Only)

For advanced editing features, you need to install Foxit PhantomPDF Business Edition. There are
two applications in Foxit PhantomPDF Business Edition, PhantomPDF main application and
PhantomPDF Advanced Editor. The Foxit PhantomPDF Advanced Editor will be installed

automatically and the icon of it wiII be added once the installation of PhantomPDF Business

Edition finishes.

With the Foxit PhantomPDF Advanced Editor, the only REAL editor for PDF files allows you to
easily and efficiently change contents in any existing PDF files. You can select, insert, change,
remove, rotate, copy and paste texts, images, graphics and shadings. You can insert, import,
delete pages or design page layout. After you finish editing, you can print out the result PDF file,
save it to overwrite the original file or create a new file. To trigger the advanced PDF Editor,
please do the following:

e Select Start > All Applications > Foxit PhantomPDF > Foxit PhantomPDF Advanced Editor.

For the detailed features usage, please refer to Foxit PhantomPDF Advanced Editor User

Guide 1 . (Please simply double click on the File Attachment icon1 to open the attached
Advanced Editor User Guide.)

Note: If you are warned that the User Guide is set to be not allowed to open because you’re

currently in safe reading mode, please go to FILE > Preferences > Trust Manager to disable the

safe reading mode.

General Editing Features

You can use general editing features to create bookmarks, add links, attach files, add images,
play and insert multimedia files, undo and redo the previous action, as well as run JavaScript on

PDF files. You can go to EDIT menu directly to use these general editing features.
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Chapter 1 - Overview

Foxit® PhantomPDF™ Advanced Editor (“Advanced Editor”) extends the
usability of PDF documents by enabling the user to edit PDF files in a What You
See Is What You Get (WYSIWYG) way. Advanced Editor is proud to be the first,
and up to the time when this manual was printed, the only PDF Editor that
allows you to modify existing PDF documents in an easy and efficient way, yet
retain all rich features for viewing and printing provided by PDF document
format.

Advanced Editor is a revolutionary program in editing PDF files. Its goal is to
give the user a friendly editing interface and make the user feel that they are
editing a common document, like with a common editor. Advanced Editor offers
the user flexibility to modify or customize anything in the page contents of a PDF
file.

PDF Document Concepts

PDF stands for Portable Document Format, which can be used to exchange and
distribute documents in a manner independent of the application software,
hardware, and operating system used to create it.

A PDF document contains one or more pages. Each page in the document may
comprise a sequence of objects. An object can be a text object which contains
a number of text characters, a graph object which contains straight lines,
rectangles, and cubic curves, an image object which is made of a set of colored
pixels, or a shading object which contains a smooth transition between colors
across an area.

Each object contains a series of attributes that determine what the object looks
like. Text Objects use fonts to specify how the characters look, and font sizes
to specify how large those characters are. Graph objects have attributes like
line width, and fill type and more. Shading objects offers linear and radial
gradients. All objects have common attributes like position, size, and
orientation. There are many more attributes defined for PDF page objects,
please refer to the following chapters for a detailed explanation of all object
attributes.





Why Advanced Editor

Edit PDF documents directly! As PDF becomes more important in the field of
document publishing, there is an increasing need to use and edit PDF
documents.

This demand had led to the conversion of PDF to other types of files, such as
Microsoft Word file. However, this however usually causes data or format loss
during the conversion process. Furthermore, PDF files are converted into other
types of files and then converted back. Often, things have been changed during
the double conversion. Hence users have to almost rebuild the whole document
structure frequently.

What if there is a way to edit PDF documents directly that is reliable and easy to
use? The answer is Advanced Editor, the first and only REAL editor for PDF files.

PDF Document Copyrights Issue

Many PDF documents come with copyrights reserved by the author, or owner of
the intellectual property. And in many cases the owner of copyrights may
prohibit anyone else to alter the document in any way.

Advanced Editor by no means is designed to breach those copyrights. However,
it's up to the users of Advanced Editor to observe the copyright, if the document
is not protected in any technical way.

With Advanced Editor, you are able to edit any user password protected
documents. But you can only Save As the document if you have no password. If
a document is not protected by password but is encrypted with modification
permission prohibited, it cannot be edited by Advanced Editor.

Updating Advanced Editor

Checking for updates detects new versions of Advanced Editor and keeps you
updated with the latest release. You can detect updates from the Help menu on
Foxit® PhantomPDF™ Business 5.1.

e Choose Help > Check for Updates Now...

o If there is an update for Advanced Editor for you, select “"Advanced Editor”
from the column on the left, and click Add to move it to the right column.

e Click Install.





Chapter 2 - Getting Started

This section gives you an overview of Advanced Editor 5.1, including system
requirement, installation, registration, work area, un-installation, etc.

Installing Advanced Editor

Windows System Requirements

Advanced Editor runs successfully on:

e Windows 2000

e Windows XP

e Windows Server 2003
e Windows Vista

e Windows 7

How to Install?

Step One - Download the Package

Foxit® PhantomPDF™ Business is distributed via web download. Firstly, you
should download and install Foxit PhantomPDF Business, and then click
“Advanced Editor” to run Foxit PhantomPDF Advanced Editor immediately.

Step Two - Installing the Software

After running the Foxit PhantomPDF Business setup program, you will need to
execute the following steps to finish setup:

1. Setup Wizard - Click Next button to continue, and click Cancel button to
abort the setup.





ﬁ Foxit PhantomPDF Business Setup (=] = S

g Foxit® Welcome to the Foxit
P Phantom Ph -
PDF™ antomPDF Business Setup

Wizard

The Setup Wizard will install Foxit PhantomPDF
Business on your computer. Click Mext to continue or
Cancel to exitthe Setup Wizard.

Business
Ready
PDF

Version: 6.1.0.918

| Back [ MNext ] [ Cancel

2. License Agreement - Only after you check the box of “I accept the terms
in the License Agreement”, you can click Next button to continue.

ﬁ.‘ Fouit PhantomPDF Business Setup = | —

End-User License Agreement

Ple read the following license agreement carefully

FOXIT CORPORATION LICENSE AGREEMENT FOR DESKTOP Il
SOFTWARE APPLICATIONS

IMPORTANT-READ CAREFULLY: This Foxit Corporation ("Foxit")
License Agreement ("License" or "Agreement") is a legal
agreement between You (either an individual or an entity, who will
be referred to in this License as "You" or "Your") and Foxit for the
use of desktop software applications, and which may include
associated media, printed materials, and other components and

[#]1 accept the terms in the License Agreement

Back ][ Next ] [Cancel

3. Choose Setup Type - Choose the setup type that best suits your needs.





"_@ Foxit PhantomPDF Business Setup (=] = S

Choose Setup Type /]
Choose the setup type that best suits y eds @

@ Typical All program features will be installed. Requires the most disk space.
Recommended for most users.

() Custom  Allows users to choose which program features will be installed.

Install Foxit PhantomPDF Business to:

C:h"Frogram FileshFoxit Softwara' Change ...

Back ][ Install ] [ Cancel ]

e Typical - Installs all program features. It will expressly finish Foxit
PhantomPDF Business Setup, also requires the most disk space.

e Custom - Allows you to choose which program features can be installed
and where to install. The default location is: C:\Program Files\Foxit
Software\Foxit PhantomPDF\. Following are steps you will go through:

‘_’5.‘ Foxit PhantomPDF Business Setup = X

Custom Setup
Select the way you want features to be installed.

Foxit PhantomPDF PDF Viewer

Elv| Foxit PhantomPDF Creator
Elv| Foxit PhantomPDF Advance
Qvl Shell Extensions . .
E"l Foxit POF IFilter This feature requires 312MB on

your hard drive. It has 5 of 5
subfeatures selected. The
subfeatures require 212MB on
< m | b your hard drive.

Location: CA\Program Files\Foxit Software\Foxit PhantomPDF

= 'I Print to Evernote

Reset ][ Disk Usage ” Back ][ Mext ][ Cancel ]

a) Choose the features you don’t want to install in the left box. You can

choose the feature unavailable button * from the drop down list of

the related features.





=1 Will be installed on local hard drive

B Entire feature will be installed on local hard drive

¥  Entire feature will be unavailable

b) Click Browse... button to change the location where you want to install

software.
c) Click Next button to continue the setup

4. Select additional tasks and Click Install button to start.

ﬁ.‘ Foxit PhantomPDF Business Setup

Select Additional Tasks
Which additional tasks should be performed?

Selectthe additional tasks you would like Setup to perform while installing the
Foxit PhantomPDF Business, then click "Install” to start installation.

Create Desktop lcons
Create a Start Menu folder

Set Foxit PhantomPDF as the default PDF viewer(Windows 8 users
need to make the selection after install)

Show PDF files in browsers [i:

[7]Install as the default system printer

[ Back ][ Install ] [ Cancel
5. Complete
ﬁFoxitPhantomPDF Business Setup - * — (S
f | ';?‘Xit: Completed the Foxit
£DE PD?=|1 °™  phantomPDF Business Setup
Wizard
Fw

Click the Finish button to exit the Setup Wizard.

BUSII'IESS Launch Foxit PhantomPDF Business
Ready PDF IFilter-Deskiop has been successfully installed
an your system. Please referto the User Manual to
PDF see how to rebuild your index to be able to use

Windows Search to search for PDF files.

Back Finish Cancel

Click the Finish button to complete installation, do one of the following to run
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Advanced Editor:

e There are two product icons displaying on the desktop. Please click the one
named “Foxit PhantomPDF Advanced Editor” to run the program.

e Go to the installed location and open “Advanced Editor” folder, then click
“Advanced Editor.exe” to run Foxit PhantomPDF Advanced Editor.

e When editing images or shaped objects in Foxit PhantomPDF Business,
right-click the object with object editing tools and choose Advanced Editing
from the context menu to run Advanced Editor and then modify the PDF
document.

Registering Advanced Editor

Installing the registration key:

e Save the key file (fpmkey.txt) into the directory where you installed Foxit®
PhantomPDF™ Business.

e Run Foxit PhantomPDF Business > Help > Activation, choose the way of
“Install the PhantomPDF License Key” to active. Click Next, then copy and
paste all contents from the key file into the registration box. Click Install
the key to complete.

Activating Key:

e Run Foxit PhantomPDF Business > Help > Activation, choose “Activate the
PhantomPDF” to active. Click Next, and input the registration key into the
entries.

Note:

e To check if you have registered successfully, please go to “Help” > “About
Foxit PhantomPDF Advanced Editor” and see if your name is shown at the
bottom left corner.

e You have 30 trial days. When your evaluation license expires, you can keep
using Advanced Editor’s functions, however, there will be evaluation marks
on the top right corner of the document.

e After registering successfully, you can remove all the evaluation marks
which are added by Advanced Editor at one time before you purchase it. To
remove all the evaluation marks, please select “Help” > "Remove Evaluation
Marks” in Advanced Editor or Foxit PhantomPDF Business.
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Uninstalling Advanced Editor

Advanced Editor will be removed once you uninstall Foxit® PhantomPDF™

Business. To uninstall, please do one of the following:

e Click Start > All Program Files, and find Foxit PhantomPDF, and last
click Uninstall.
e Select Control Panel > Delete or Add Program, and then select Foxit
PhantomPDF Business to uninstall.

e Find the file named “Uninstal

III

then double-click it to uninstall.

Work Area

in the PhantomPDF installation directory, and

Advanced Editor workspace consists of the main application window (see
Figure2-1) where by default contains the Title bar, Menu bar, Tool bar, and
areas called Document Pane, Properties Pane, Bookmark Pane and Status bar.
There is also an Image Editor (see Figure2-2), Graphic Editor (see Figure2-3),
Shading Editor (see Figure2-4) and Layout Editor (see Figure2-5) and where
you can edit images, modify graphics, create or edit a shading object, and
design page layout.
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Figure2-1: The Document window
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Figure2-2: The Image Editor window
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Figure2-3: The Graphic Editor Window
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Figure2-4: The Shading Editor Window
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Figure2-5: The Page Layout Editor Window

Customizing the Work Area

As you get acquainted with Advanced Editor, you can set up your Editor work
environment. The more you learn about its potential, the more you can take
advantage of its features, tools, and options.

About Title Bar

The Title bar displays the name of program itself and the file name of a
document currently displayed in the Document pane.

About Menu Bar

The Menu bar provides full access to the functions of the Advanced Editor. You
can access the menu by either using the mouse or keyboard. Keyboard
shortcuts, when available, are printed on the right of the menu item.

| : File Edit Object Document View Filter Window Help

About Toolbars

In addition to menu commands, you can access several features using toolbar
buttons. When you point to a button, the "Ready" on the left side of Status bar
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can synchronously report action for you.

The toolbar can be repositioned, you can move the toolbar to the top area, or
you can drag the toolbar into the document pane to create a floating toolbar. You
can drag the bar back to its original position.

The following briefly describes each toolbar and its default buttons

A B C D E
A A _ __A A _
File Edit Object Wocu.nent View Fiter Window Help
Bad & o @ ©e e @ | T
| L4 al T = , B
Y Y
F G

A. Main Toolbar B. Edit Toolbar C. Zoom Toolbar D. Page Toolbar E.
Text Toolbar F. Object Toolbar G. Find Text Tool

Main Toolbar: Use the main file tools to create a new page, open, save, or print
a PDF document.

Edit Toolbar: Use the edit tools to cut, copy, and paste object in a PDF
document, and to undo and redo changes that you might have made to a PDF
file.

Zoom Toolbar: It helps you adjust the view of your PDF documents, and it
included simple tools as Zoom In and Zoom Out.

Page Toolbar: These tools allow you to navigate the pages in a PDF document
(forward and backward) by jumping to the first or last page in a document, lay
out a page design, or to insert or delete a page.

Text Toolbar: These tools allow you to input graphics keyboard, merge or split
text, remove font kerning, and import Windows fonts.

Object Toolbar: Use the object tools to edit, rotate, delete selected objects,
add text, graphic, image or shading objects, or create new images for the
document. You can select a type of object mode to edit the object.

Search Text Tool: This allows searching of text in PDF files and highlight the
matching text.

About Status Bar
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The Status Bar reports the current cursor actions. It also allows you to navigate
one page at a time, jump to the first or last page, go to a specified page number,
set the page view magnification, and toggle showing/viewing of annotations
through the "Show Comments” checkbox.

e 63/4 | & 8 Show Comments  100% »
\\ J A J
Y Y
Navigation Tools Viewing Annotations View magnification

The Document Window

The Document Pane is the main area for viewing the document and editing the
page contents. You can use the toolbars and Properties pane to work with the
document. You can use the navigation toolbar to page through a document, use
zoom tool to magnify or reduce a view, and use scroll bar to scroll up or down a
page. Within a page, you can also drag selected object(s) to any location you
want. When you drag an object, the cursor will change to a hand.

In addition, you can also use the Context Menu to work in the document pane.
Simply right-click anywhere in a page and the Context Menu will pop up at once.

The Properties Pane

The Properties pane provides easy access to the tools without cluttering your
workspace. The Properties pane can include one or more tabs, each containing
common attributes. For example, the Text tab can include attributes common to
texts, the Image tab can include attributes common to images, the Path tab can
include attributes common to graphics, and the General tab can include
attributes common to all the above objects.
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As you select a type of object in the Document pane, a corresponding object tab
will appear in the Properties pane. For example, you select a text object, and a
Text tab will appear. If you select more than one type of objects, a General tab
which includes common attributes will appear too. For example, you select a
text and an image object, and then the Text tab, the Image tab and the General
tab will be presented at the same time in the Properties pane.

A. Page Tab: This tab only applies to layout edit mode. When your screen is
switched to the Layout Editor window, this tab will be activated for work.

B. Text Tab: When a text object is selected in the Document pane, this Text tab
will appear in the Properties pane including all properties that apply to the
selected object.

C. Path Tab: When a graphic object is selected in the Document pane, this Path
tab will appear in the Properties pane including all properties that apply to the
selected object.

D. Image Tab: When an image object is selected in the Document pane, this
Image tab will appear in the Properties pane including all properties that apply
to the selected object.

E. General Tab: When more than one type of objects is selected in the
Document pane, this General tab will appear in the Properties pane containing
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all properties that are common to all the selected objects.

F. Shading Tab: When a shading object is selected in the document page, this
Shading tab will appear in the Properties pane containing all properties that
apply to the selected object.

To show or hide Properties pane, do one of the following:

e Choose View > Property List.
« Right-click the mouse on the page, and choose Property List in the context
menu.

e Click the button ® at the top right corner of the Properties pane to close it.

The Bookmark Pane

The Bookmark Pane is the navigation tool that makes your PDF files easier to
view and edit. In Advanced Editor, the bookmarks provide interactive links to a
specific destination.

Navigating with bookmarks is an efficient way of linking to target locations. To
jump to a topic of interest, click the corresponding bookmark.

1. To show or hide Bookmark pane, do one of the following:

e Choose View > Bookmark.
¢ Right-click the mouse on the page, and choose Bookmark in the context
menu.

e Click the button ™ at the top right corner of the Bookmark pane to

close bookmark.

Note: The Bookmark pane is opened by default. If you wish to hide the
bookmark pane, click Edit > Options > Others, and check “Do not show
Bookmark as launching Advanced Editor”.

2. To jump to a topic, click the bookmark. Click the plus® (+) or minus =
(-)sign to expand or collapse the bookmark contents.

18





Bookmark e

Bookmark x
----- [T} Table of Contents [«
Ej---E Chapter One - Introduction
[—]E Chapter Two - Installing Instructio[—
... System Requirements
EI T tnstaling Foxit PDF Editor
f [T} Procedure One — Load CD ¢
[ Procedure Two — Instaling |-
@ Uninstaling Foxit PDF Editor |
.1 Instaling License Key
-..JT'| Registering Foxit PDF Editor
o [I'| Chapter Three - Quick Start Guide
]E Chapter Four — Using Foxit PDF Ed-
jE Chapter Five - The Workspace
jE Chapter Six -Warking with Pages
]E Chapter Seven - Working with Dbj|3
[ 1 | b

Sl T ey OO s OO ey O |

Adjusting Bookmark and Properties Pane

1. The Bookmark Pane and Properties Pane are docked separately in the left
and right of the page.
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Docking Panes

« Float the Bookmark pane or Properties pane by clicking and dragging
the title bar into the document area.
¢ Move a floating pane by dragging its title bar to another location.
¢ Adjust the view area of the panes by dragging their borders to adjust
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the width.
¢ Dock a floating pane, or float a docking pane by double-clicking its title
bar.
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Floating Panes

Advanced Editor allows users to combine the Bookmark Pane and the
Properties Pane into one pane. The panes become tabs in one combined
pane, and clicking on the corresponding tab shows the corresponding

information.

e« Click one pane’s title bar, and drag into another pane until the borders

overlap.
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Also, if the panes are in one panel, you can click the tab and drag to
separate them into two panes and move them in the different positions.
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Chapter 3 - Using Advanced
Editor

This section gives a short overview on how to get started using Advanced Editor.
Use this section to learn how to launch Advanced Editor, to open documents,
and to perform common editing operations.

Launching Advanced Editor

From the Programs Group

e Click on Windows “start” button, select “All Programs”, click on “Foxit®
PhantomPDF™" group, then click on “Foxit PhantomPDF Advanced Editor”
icon;

From the Desktop

e Go to your desktop, find the “Foxit PhantomPDF Advanced Editor” icon,
double click on it;

From the Installation Directory

e Go to the directory where you installed Foxit PhantomPDF Business, double
click on the “Advanced Editor.exe” icon.

From the Run command line

e Click Start, click Run, in the Open field, input the full path where Advanced
Editor locates, and then click Ok button.

Opening PDF Documents

There are several ways to load PDF documents from the Advanced Editor
application.

Using File Menu

e Select File menu from the Menu bar, and select Open command. In the Open
dialog box, select and open one or several PDF documents.
e Advanced Editor can record the reading history, and list out four PDF
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documents at most. So you can select one or several PDF document listed
under File menu to continue reading.

Using Open Toolbar

e Inthe Toolbar, click the Open button, and then in the Open dialog box,
select one or several PDF documents to open.

Using Shortcut Key

e Directly press Ctrl + O to pop up the Open dialog box, and then select one
or several PDF documents to open in this dialog box.

Using Command Line

e Enter the path for the PDF document right after "Advanced Editor.exe” in the
command line box.

The loaded PDF documents are displayed in the Document pane; you can view
and edit them.

Viewing PDF Documents

Advanced Editor provides tools that can help you navigate a PDF file and find
your way around a large document. Pages can be resized and scrolled to make
them easier to see. You can jump directly to a page number and step through a
document page by page.

Zooming in or zooming out

To magnify or reduce the view, do one of the following:

e Choose View > Zoom In or Zoom Out on Menu Bar.
e Use the keyboard shortcut Alt + + or Alt + -.

P F—

e Click the Zoom Inicon '~ | or Zoom Outicon - on the Toolbar.
e Select a magnification percentage in the Magnification Percentage Area

100%

2l on the Status Bar, and press Enter, also
you can directly drag the buoy to zoom in or zoom out.

Navigating pages
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To move around in multiple-page documents, do the following:
1. Going to the next or previous page
Do one of the following:

e Choose Document > Previous page or Next Page on Menu Bar.
e Use the keyboard shortcut Alt + P or Alt + N.

- “a

e Click the Previous Page icon '~ ' or the Next Page '~ icon on
Toolbar or Status Bar.

2. Going to the first or last page
Do one of the following:

e Choose Document > First Page or Last Page on Menu Bar.
e Use the keyboard shortcut Alt + T or Alt + L.
(=] =
. Click the First Page icon "~ or the Last Page icon "~ on
Toolbar or Status Bar.

3. Going to a specific page
Do one of the following:

° Choose Document > Go to page... > input the specific page
number > OK.
° Select or input the specific page number on the Current Page

3/4

Number Box on the Status Bar, and press

Enter.
° Use the keyboard shortcut Ctrl + G.
° Select Go to page... in the right-click Context Menu.

Scrolling

e Use the scroll bars to scroll around a view in case parts of the page are not
visible.

Creating PDF Documents

Using Advanced Editor, not only can you easily create a new PDF document, but
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you can customize the page and content size according to user’s output needs.
In the following, we briefly describe the process of creating a simple PDF
document.

To create a new blank document:
The New command lets you to create a blank document.
1. First do one of the following:

il
e Click the New button on the Toolbar
e Select File > New from the Menu bar
e Press Ctrl + N on the keyboard

2. Ifdesired, on the pop-up New Page Attributes dialog box, set up the Page
Size, or click the Allow Specify Content Size button to set up the Content

Size.

Note: If you want to insert multiple pages with same settings, you can use
the Page options in the Options dialog box to set your preferences.

3. Click Ok button to produce the blank document.
To write content in the blank document

At present, Advanced Editor doesn’t support direct writing on the page. There
are several substituted ways to input contents described in the following.

« Copy -- You can copy a page or part of a page into the clipboard, then paste
into the blank document.

o Insert -- You can use the Add feature to insert text, image and graph
objects into the blank document. For information how to insert objects,
please see Inserting New Objects.

To add more pages to the new document

At present, Advanced Editor allows you to create a document starting with one

page. There is not an option for you to specify how many pages you want to

create. Therefore, if you want to make the document with more than one page,

you can use Insert Page feature to add more blank pages to the new document.

See also: Inserting Blank Pages.
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To save the new document

Use the save command to save the document. Now, a hew PDF document is
produced.

Undoing and Redoing

Advanced Editor provides chances for you to undo and redo previous actions.
You can undo and redo any type of editing (insert, delete, or change) you have
done. You can also set an option to decide the size of the undo buffer. For details,
please refer to Setting Options.

To undo previous actions, do one of the following:

e Select Edit > Undo from the Menu bar.
e Use keyboard shortcut Ctrl + Z.

To redo previous actions, do one of the following

¢ Select Edit > Redo from the Menu bar.
e Use keyboard shortcut Ctrl + Y.

Saving PDF Documents

In Advanced Editor, you can choose to save a modified PDF file with the same
name or use another name. When you directly save the changed file, Advanced
Editor will pop up a warning prompt asking you if you want to continue the save
operation.

To save a PDF file, use one of the following ways:
Select File > Save from the Menu bar.

e Click the Save button on the toolbar.
e Use the keyboard shortcut Ctrl + S.

To save a PDF file with another file name, do one of the following:

¢ Select File > Save As from the Menu bar, enter a new name for the file and
click Save.

e Use the keyboard shortcut Ctrl + Shift + S, enter a new name for the file
and click Save.
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Rollback Saving

With Advanced Editor, you can not only undo the modification actions, also can
undo the saving actions by rollback saving.

Rollback Saving is something to make the document on your hard drive restore
to its original modified state when it is open, while keeping modifications in the
current document untouched.

To undo saving actions, do the following:

e Select File from the Menu bar, and select Rollback Saving in drop-down list.

Closing PDF Documents

To close a document while keeping the program window open, do one of the
following:

o Select File > Close from the Menu bar.
e Simply click the Close button on the Menu bar

Note: The close button on the Title bar will close the application.

Setting Options

You can use the Options dialog box in Advanced Editor to define a default page
layout, customize preferences for text objects, customize styles for graphic
objects, and specify other settings for the document.

To set options

Select Edit > Options from the menu bar, or press Alt + O keyboard.

In the Options dialog box, select one of the options from the left list.

Set options for that feature and then click Ok.

Click the “Restore Default” button to leave the settings unchanged.
Advanced Editor 5.1 has added a “Save as default” button for each option
tab in the Options setting box. You can click the “"Save as default” button to
set the settings individually for each option as default. This will allow you to
insert pages, text, graphics or set color values with your specified settings

u b~ W N
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even when reopening the Advanced Editor.
Page Options

Choose the Page Options brings up the page options dialog box (see figure
below). This controls where the inserting page will display, and allows you to
specify the page size to suit your preference.

g Insert Page
Page . :
(@) Before current page () After current page

A Text Page Size
® Color Left margin: 0 % points width: 331 * paints
s Graphic Bottom margin: 0 2 points Height: 666  * paints

o
i=| Other Content Size

Allow spedifying content size

Saveasdefault] [Restore Default] [ Ok ] [ Cancel

The following options for Page can be set:
Insert Page

o Before Current Page -- The new page will always be created prior to
the current displayed page. By default, this option is checked.

o After Current Page -- The new page will always be created after the
current displayed page.

Page/Content Size

o Left margin -- Sets the distance between the left edge of the page and
the left edge of left-aligned lines.

 Bottom margin -- Sets the distance between the bottom of the page and
the bottom of the last line on the page.

e Width -- Enter dimensions for the width of the paper/content size

o Height -- Enter dimensions for the height of the paper/content size

Note: Only when you click Allow Specify Content Size, the options under
Content Size can be activated for edit.
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Text Options

Choosing the Text option brings up the Text option dialog box (see figure below),
which allows you set your preferences for inserting text.

Page
A Text
# Color
s Graphic

il Other

Text State

Font name : [Sbndard Font: Helvetica

[ Import Windows Font

Font size 10.00 points  Horizontal scale: 100.00 %%

Text mode : [Fill text Y]

Char space :  0.00000  points  Word space;  0.00000  points

Line gap: 2 points NOTE: 1 point= 1/72inch

Saveasdefault] [F‘.estore Default] [ OK ] [ Cancel

The following options for Text can be set:

D Font name -- Displays the font information included in a document. You
can click the Import Windows Font button to import a Windows font.

Note: If you want the imported windows font to be the default font when
you insert text every time even when reopening Advanced Editor, you
must check the option “Set as default font after being imported” and click
“Save as default” in the Other option tab. However, if you just click the
“Save as default” button in the Text option tab, the font name will be
restored to default after you exit the program.

e Font size - Sets the font size.

e Horizontal Scale - Sets how the text will be scaled in the horizontal level.
e Text mode - Specifies how the text will be filled and stroked.

e Char space -- Specifies the displacement between two characters.

¢ Word space --Specifies the displacement between two words.

e Line gap -- Specifies the desired spacing between lines of text.

Color Options

Choosing Color option brings up the Color option dialog box (see figure below),
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which allows you set your color preferences for inserting text and graphics.

The default color options are RGB. If you want it to be changed to the CMYK color,
you should go to Other options tab, and check CMYK under the Color Space
Settings. And if you want to set CMYK color as default, check the Save as Default
box.

Fill Color

RGE

@ Color

L Graphic

Ak |dr |[4r |1

] Other
Stroke Color

RGE
R:

.G:

B:

Ar[dr|dr |1

Sa\teasdefault] [Restore Default] [ 0K ] [ Cancel

The following options for Color can be set:

¢ Fill Color -- The fill color is used to paint the interior of objects and text
characters that are filled. To configure the fill color, simply drag the color
adjusting bar until the color in the Preview is what you want.

e Stroke Color -- The stroke color is used to paint the border of paths and
text that are stroked. To configure the stroke color, simply drag the color
adjusting bar until the color in the Preview is what you want.

Graphics Options

Choosing the Graphics option brings up the graphics style dialog box (see figure
below), which allows you set your preferences for inserting graphics.
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Page Graphics State

Line join style : [Miter

A Text

Line cap style : [Butt end

@ Color Miter limit : 10.00

(s Graphic Line width : 1.00

] Other

Save asdefault] [ReshoreDefault ] [

The following styles for Graphics can be set:

¢ Line join style -- Specifies the shape to be used at the corners of paths that
are stroked. The choices are Miter joins, Round joins and Bevel joins.

¢ Line cap style -- Specifies the shape to be used at the ends of open sub
paths when they are stroked. The choices are Butt end caps, Round end caps
and Projecting Square End.

¢ Miter limit -- Specifies the line join style; the default value is 10.

¢ Line Width -- specifies the thickness of the line used to stroke a path and is
measured in user space units.

See Also: Path Properties

Other Options
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Other
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7] Do not show Property Sheet as launching PhantomPDF Advanced Editor
Do not show Bookmark as launching PhantomPDF Advanced Editor

[T shaw all comments in the PDF document

Saveasdefault] [RestoreDefauIt] [ Ok ] [ Cancel

The following options are available in the Other dialog box:
Save As Default

Save all changes as default. Every time when Advanced Editor starts, it sets
these settings as default.

Buffer

o Undo Buffer Size - Here, you can increase or decrease the size of the undo
buffer. 1,000 KB is the default size and the value can be any integer between
1 and 50,000. However, you cannot undo the actions if you set the value as
0.

Object Selection Mode

Here you can select the edit type in accordance with the objects you are
modifying.

¢ All -- Allows you to modify any visible objects in a PDF page. (Default)
e Text only-- Allows you to modify objects only.

« Path only-- Allows you to modify graphics objects only.

« Image only-- Allows you to modify image objects only.

o« Shading only- Allows you to modify image objects only.

Clipping Action when Moving Objects

Many times there are objects containing clip layer. And some clip layer may help
to construct a complete object, but some remain unnecessary. When
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serviceable clip layer is removed from the object, in most cases, it will affect the
displaying of the object. By default, a clip object always moves along with the
object. Yet, the default setting can be changed by the Clip Action.

The following options exist to allow you to select a way to determine if the
clipping could be moved along with the object.

e Move clipping: Allows you to move the object along with clip.
o Keep clipping: Allows you to move the object but keep its clip in its original
place.

Color Space Settings
o Use Original Color Space (if supported)

“If supported” means that if the PDF file uses any of the following color
spaces: RGB, CMYK, Color Mapping, high-fidelity or multi-tone color, and
the user has checked this option, Advanced Editor will show the original
color as specified in the file. Once this box is checked, you will not able to
stroke other colors, except gray.

o Default Color Space

RGB and CMYK are the most common color systems. If you do not like using
other abstract colors, you can simply choose RGB or CMYK as your default
color space. Advanced Editor uses the RGB color system as default. If you
want to set CMYK color for the objects in your editing work, you must select
it.

Other
e Set as default font after being imported

The font you imported in the Text tab will be regarded as the default font for text
input.

o Show page setting dialog when inserting a new page

When you insert a page, a dialog box will always pop up for you to set the page
attributes. If you don’t want this dialog box to appear, simply uncheck this
option.

o Do not show Property Sheet as launching Advanced Editor

Every time Advanced Editor launches it will pop up the Property List. If you don't

wish to display this dialog box, uncheck this option.
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o Do not show Bookmark as launching Advanced Editor

Every time Advanced Editor launches it will pop up the Bookmark Pane. If you do
not wish to display this dialog box, uncheck this option.

¢ Show all comments in the PDF document

Check this option to show all comments if the opened PDF document has

| Show Comments

annotations. Also, you can select the checkbox on the status

bar.

Selecting Objects

You can select one single object or a group of objects in a page. When (an)
object(s) is/are selected, a constantly moving dotted line and a rectangle
enabling you to resize and rotate the object (appears only when an object is
selected) will appear around it, so you can clearly identify which object(s) is/are
selected. And the object selected in the General Tab of the Properties pane will
show the number of currently selected objects, as well as other information
about selected object(s).

To select a single object

Just simply click on an object in the Document Pane to select it.

To select multiple objects

Select an object, and then hold down Ctrl key when select additional objects.
To select all objects within a page

e Choose Edit > Select All on Menu Bar to select all objects in page
e Use the keyboard shortcut Ctrl + A to select all objects in a page.

To select overlapped objects

Sometimes, there is more than one object overlapping with another object (for
example, background or foreground graph objects), and you might need to
repeat clicking to make sure the object is selected (you can check the type of
selected object in the Properties List).

To unselect objects
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e To unselect a selected object from multiple selections, hold Ctrl key and click
on the object.
e To unselect all selected objects, click on a point outside of any object.

Note: you can check the type of selected object in the Properties List. If you are
selecting different types of objects, the value for object type will be read as
"mixed”.

Object Selection Mode

A page may contain several different editable objects. In Advanced Editor, users
can select one project mode to edit, and not need to worry about changing other
types of objects in unconscious operations. If you are aiming at editing text
objects, for example, you can choose text selection mode, thus everything but
text objects will be kept intact no matter what editing way you take.

Here is a list of selection modes in Advanced Editor:

o All modes: The default mode, all types of page objects (text, path, image
and shading) can be selected for editing.

e Text mode: Only text objects can be selected for editing.

e Path mode: Only path objects can be selected for editing.

¢ Image mode: Only image objects can be selected for editing.

e Shading mode: Only shading objects can be selected for editing.

The selection mode can be accessed by one of the following ways:

Using Tool Bar

Ly

e Drop down the selection mode icon
selection mode.

from the Toolbar, and select a

Using File Menu

e Select Edit > Options.

e Click Other button on the left of the pop up Option dialog box.

e Inthe part of Object Selection Mode, you can select a selection mode, such
as All, Text only, Path only, image Only and Shading only.

Editing Objects

You can also freely edit any selected object(s) by the related toolbar.
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Text Objects

1. Open the PDF document to be edited, and you can use the Text toolbar to
edit the text.
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2. Use the Split Text |% to split the whole text into parts.

[ split Text =5

Text object:

Edited by Foxit PhantomPDF Advanced Editor

3. Use the Merge Text |ﬁ| to merge objects in a line.
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4. Use the Graphics Keyboard to insert fonts, especially the imbedded

fonts.

e

Text object:
by Foxit PhantomPDF Advanced Editor|
« N
Al characters in this Font:
" # 9% % &
, - . /01 2

5. Converting Text to Path

Advanced Editor is able to convert the selected text object(s) into path(s), which
will meet the pre-press requirement. For those computers which do not support
or display certain embedded fonts, this new feature helps to overcome that
issue. Advanced Editor also offers a menu option for users to convert the entire
text in a PDF to path.

e« Select the text objects which you want to convert to paths.

e Select the Convert selected text to path button , and finish converting.
e Select Object menu > Convert Selected Text to Path, and finish converting.

Graphic Objects

1. Open the PDF file to be edited, double click the graphic you want to modify,
and then you will be switched to the Graphic Editor window.
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2. In the Graphic Editor window, you can only modify the selected object, but
you can use the Path tools to work with it. After you are done, click the Save

and Exit button li' to get back to the main window.
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3. Adding Shapes in Non-Graphics Editing Mode

Advanced Editor provides several simple auto shapes that users can insert into
a PDF in the non-graphics editing mode. With this new version, users can easily
add a simple shape in the main interface of Advanced Editor without having to
enter into the graphics editor.
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Add Object

LI /- L#@:@

/" Add Line

[ Add Rectangle

B ~dd Filed Rectangle
= Add Elipse

& Add Filled Elipse

: /r

Select the pull-down menu

Rectangle, Ellipse and Filled Ellipse.

Image Objects

1.

on the Toolbar.
Select the graphics you want to draw,

included Line, Rectangle, Filled

Open the PDF file to be edited, double click the image you want to modify,

and then you will be switched to the Image Editor window.
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2.

In the Image Editor window, you can
After you are done, click the Save to go back to the main window.

use the toolbar to work with the image.
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Shading Objects

1. Open the PDF file to be edited, double click the shading you want to modify,
and then you will be switched to the Shading Editor window.
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2. In the Shading Editor window, you can only modify the selected object. You
can use the Path tools to work with it. When you are done, click the Save

and Exit button to get back to the main window.
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Modifying Objects

Moving Objects

There are several ways to move objects. When an object that contains clip
elements is moved, you can set an option to determine whether the clip should

be moved along with the object.

Using Dragging Action

e Select the object(s) you wish to move, and hold down the left mouse button

to drag it over to the place you desire.

Note: When an object is being dragged, an equivalent blank rectangle is

used to represent the object.

Example: The following is an example of dragging an object. The dotted
object is the object that will be moved, and the blank rectangle represents
where the object is moved. Once you stop holding down the mouse button,

the object is moved to that place.

a1





Using Cursor key

e Select the object(s) you wish to move, and press (Ctrl +) the cursor key to
move it in the up, down, right or left direction. In this method, you can also
hold down the cursor key until the object reaches the place you desire.

Using the Properties Pane

e Select the object(s) you wish to move, and in the Properties pane, double
click the item of Position X(point) and/or Position Y(point) (see the
following figure.), and then enter values in the text filed, and finally press
Enter to finish.

|241.90
Position v{points) 6596.37

Note: If you only want to move one type of object, for example, text object,
you can change Position values in the Text tab of the Properties pane. If you
want to move different types of objects at the same time, you can change
Position values in the General tab of the Properties.

Page | Text | Path | Image IG&neraI | Shading| | Page IText I Path | Image | General |Shading|

Name |‘ufalue | Name “u‘alue ‘

Text TT[12.00] T[111.00]ext [-18.00]Under Position X(points)  30.00

Text Mode Fill text Position '(points) 413.86

Char Space 0.00000 Rotate(degrees) 0

Word Space -0.01800 Shear(degrees) 0

Font Wixed Scale X(%) 100

Font Size 24 Scale ¥ (%) 100

Horizontal Scale(%) 100 Fill Color Mixed =2
53 14 Stroke Calor Mixed <L

Position '(paints)  379.07 Clipping Mixed =

Deleting Objects

There are several ways to delete objects in Advanced Editor:
Using Object Menu

e Select the object(s) you want to delete in the Document window, and then
click Object > Delete Objects from the menu.
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Using Context Menu

e Select the object(s) you want to delete in the Document window, and then
right click the object(s), in the pop up Context Menu, select Delete
Object.

Using Delete key

e Select the object(s) you want to delete in the Document window, and then
simply press the Delete key.

Using Object Toolbar
1. Select the object(s) you want to delete in the Document window, and then

click the Delete button Lk on the Object toolbar.

Copying/Cutting/Pasting

Advanced Editor allows you to copy and paste in a PDF document. You can copy
and paste some types of objects. For text and image objects, you can copy from
or paste to other Windows applications, like text editor, word processor, or
image editor.

To copy or cut, select the objects you want to copy or cut, then press CTRL + C
to copy, or CTRL + X to cut. You can then go to other place of the PDF document,
or another Windows application, to perform paste operation.

To paste into Advanced Editor, simply press CTRL + V. The pasted objects will
appear at the upper left corner of the page view. You can also use right click on
a place in your PDF page, then select Paste to paste objects at the clicked
position.

Aligning Selected Objects

Automatically places or aligns the selected objects evenly with the Objects Align

button =l on the toolbar. This feature helps to make your structured PDF
pages more professional. There are six kinds of aligning: Align Left, Right, Top,
Bottom, Center and Middle.
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Align Left
Align Right
Align Top

Align Bottom

m| [E] [E

align Center
Align Middle

Objects Align

e« Select the objects which you want to align.
o Click one of the six align types from the pull-down menu of Objects Align,
and finish aligning.

Note: For more information about selecting objects, please refer to Selecting
Objects.

Dragging to Resize Object

Objects can be dragged to resize so that their aspect ratio is retained.
Using Cursor Action

1. Select the object (text, graphics or image) you want to resize;

2. Point to the one of the corner sizing handles;

3. When the pointer becomes a double-headed arrow, drag the handle to
resize the object by the same width and height.

Rotating Objects

You can rotate objects by a counterclockwise or clockwise angle, and change in
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any degree. Rotating turns the object around the reference axis and its rotating
direction is determined by the value you enter, negative or positive.

Using Toolbar button

e Select the object you want to rotate, and then click the % or Zon the
Object toolbar to rotate the object counter-clockwise or clockwise.

Using the Properties Pane

1. Select the object you wish to rotate, and in the Properties pane, double
click the Rotate text field (see the following figure.);

2. Inthe text field, enter a positive value like 5, 13, 30, 90 to rotate the object
counter-clockwise; enter a negative value like -5, -13, -30, -90 to rotate
object clockwise.

Note: In the Properties pane, click General tab if you want to rotate group
types of objects, otherwise click an object tab, like Text tab, Image tab or Path
tab if you only want to rotate the type of object you selected.

Shearing Objects

You can shear objects horizontally.
Using the Properties Pane
e« Select the object you wish to shear, and in the Properties pane, double

click the Shear text field (see the following figure.), and then enter values
in the text field. After you are done, press the Enter key to finish.

Note: In the Properties pane, click General tab if you want to shear group
types of objects, otherwise click an object tab, like Text tab, Image tab or Path
tab if you only want to shear the type of object you selected.

Scaling Objects

Scaling enlarges or reduces objects relative to its reference axis. You can scale
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horizontally, vertically, or both horizontally and vertically.
Using the Properties Pane

e Select the object you wish to scale, and in the Properties pane, double
click the Scale X and/or Scale Y text field (see the following figure.), and
then enter values in the text filed. After you are done, press the Enter key to
finish.

1100) |
Seale Y (%) 100

Note: In the Properties pane, click General tab if you want to scale group
types of objects, otherwise click an object tab, like Text tab, Image tab or Path
tab if you only want to scale the type of object you selected.

Setting Objects to Front/Back

An object may be overlapped with one or several objects at the same position.
For example you might have a text object as foreground, and then at the same
location, there is a background graph object with filled color. You can control
whether the current selected object(s) to appear as foreground, or background.

Using Object Menu

e Select the object in the Document Pane, drop down the Object Menu, and
then select Set to Foreground, or Set to Background.

Using Context Menu

¢ Select the object in the Document Pane, right click it, and then choose Set
to Foreground or Set to Background in the pop- up Context Menu.

Using Shortcut Key

e Select the object in the Document, then use the keyboard shortcut Alt+2 to
Set to Foreground, and Alt + 1 to Set to Background.

Creating Clip Layers for Objects

Advanced Editor allows you to create clip layers for objects. This feature ensures
only parts of the object are visible, and is often useful for images where you may
want to hide the background.
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To create clipping masks, do the following:

Click the object you want to add clipping masks in your Document window
(see examplel);
In the Properties pane, click the Clipping value field, and click the edit

button (see example 2);

You will be switched to the Graphics Editor window;
In the Graphics Editor window, use the Path tools to create clip layers to the
image (see example 3);

Note: The Clipping value lists all layers that the selected object contains.
Null means no layer for the current selection.

After you are done, click the Save and Exit button to close the Graphics
Editor window and get back to your Document window and the clip layer has
been added (see example 4).

Example:

1.

2.

3.

Here, we select an image object with Null clip layer in the Document
window.
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|| Page |Image
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Click the Edit button to enter into Graphics Editor window.
NULL v]

Here, we use the Ellipse tool to draw a clip layer in Graphics Editor window.
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4. The clip layer has now been added to the image.
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Removing Clip Layers for Objects

Advanced Editor allows you to remove clip layers from objects. This feature is
often useful for revealing the entire object or making parts of object visible.

To remove clipping masks, do the following:

¢ Click the object you want to remove clip layers in your Document window
(see examplel);

« In the Properties pane, click the Clipping value field, and click the
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remove button ;

Note: The Clipping value lists all layers that the selected object contains.
Null means no layer for the current selection. You can select to delete one
of the layers or all layers.

The clip layer is removed (see examples 3 and 5). You can use the Undo
action to retrieve it.

Example:

Here, we select an image object with two clip layers in the Document

window
Foxit PhantomPDF Advanced Editor - [UNTITLED] [o]E] = ]
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» | Properties X
Page Image
—|/| [Name Value
Width(point) 510.00
Height({point) 510.00
Resolution X(poin 72.00
Resolution Y(poin 72.00
Position X(points) -71.25 '
‘ Position Y(points) 196.50
Rotate(degrees) 0
‘ Shear(degrees) 0
I Scale X(%) 100
Scale Y(%) 100
% Alpha(%) 100
P Y: - 2 Layers in Total
< m ] » H
1/1 I= | [ show Comments  100% - (= { + JJ

Select Clip Layerl to remove. You can select 2 Layers in Total to remove
layers immediately.

AL

2 Layers in Total

Clip Layer 2

The Clip Layerl is removed
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4. Select Clip Layer2 to remove.

ayvers in Tota x
2 Layers in Total

Clip Layer 1

Clip Layer 2

5. The Clip Layer2 is removed and the entire image becomes visible.
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Setting Default Color for Objects

Advanced Editor takes RGB (Red, Green, and Blue) color as default. If you want
to set object color in CMYK (Cyan, Magenta, Yellow, and Key (Black)), you must
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use the Options dialog box to change the setting first.
To change the color setting, do the following:

1. Select Edit>Options in the menu bar, and click Other tab;
2. Under Color Space Settings, check the CMYK box.
3. Check Save as Default box if you want to keep the setting for next time.

Note: If you check Use Original Color Space in the Other Options tab, you will
not be able to stroke other colors except Gray.

Setting Properties for New objects

Before inserting new objects such as text objects or graphics, you can assign
properties for them so that you an easily insert several objects with same
attributes.

Using the Options dialog box

e Select Edit in the Menu bar;

e Select Options in the drop down menu;

e On the pop-up Options dialog box (see the figure below), you can set
attributes for new inserting objects.

Options ‘ ‘ @

T Insert Page
Page
_) Before current page @ After current page

A Text Page Size

# Color Left margin: O Z points Width: 531 2 points
(s Graphic Bottom margin: 0 2 points Height: 666  * paints
w
=] Other Content Size

[ Allow specifying content size

Saveasdefaultl IReshoreDefauItI [ OK ] I Cancel

Inserting New Objects

With Advanced Editor, you can insert text objects, image objects, shading object
and graphic shapes like curve, straight line, etc. into your PDF. However, you
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may like to set its attributes prior to inserting a new object. For details, see
Setting New Object Attributes.

Using Object Menu

e Point to the region you want to insert a new object, drop down the Object
menu, and select “Edit Object” to add the object.

[ Object ] Document View Filter Wind
[Es Add Text Objects Ctrl+T
Add Graphics Objects »
Lgk Add Shading Objects
Add Image Objects 4

& Edit Object Cr+m
5 Delete Objects Del

Object(s) Align »
IT] convert Selected Text to Path

et to Background AlE+1

Set
Set to Foreground Alt+2

Using Context Menu

« Point to the region you want to insert a new object, right click your mouse,
and select the add object command in the pop-up context menu to add the
object.

Using Toolbar

¢ Point to the region you want to insert a new object, and then click an
inserting button in the toolbar (see below).

Add Object
L /- E S
A B C D E F

A: Add Text Objects B: Add Graphics Objects C: Add Graphics in
non-graphics editing mode D: Add Shading Objects E: Add New Image
Objects F: Add Image Objects From File

Text Object

From the Object toolbar, click Add Text Objects button L= . In the Add new
text objects dialog box, input any text you want, and click OK to insert.
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Font Color

Name : [Standard Font: Helvetica ']

RGB
[ Import Windows font ] R: 1 w0 =~ %
sze: 10 points  Horizontal scale: 100 % [] e 1 100 2%
B: fl 100 = =%
Line gap: 2 points NOTE: 1point= 1/72inch A w00 2 o
Text:
-
If you want to insert more than one line, press CTRL+ENTER to start a new line.
other Object attributes [ O ] [ Cancel

Note: To insert more than one line, you can simply press Ctrl + Enter to start a
new line.

Blank Page

Open an existing PDF file to be edited, and insert a blank page using button @' .
On the left is the example of a new blank page.

e

Insert Page

(7 Before current page (@ After current page

Page Size

Left margin: * points Width: 331

Bottom margin: 2 points Height: 666

Content Size

[ Allow spedific content size

Left margin: points Width: [ 531 % | paints

-
-
-
-

Botkorn rnatgin: poinks Height: | 666 = | poinks

Graphics Object

From the Object toolbar, click Add a Graphic Object button IE' , and you will
be switched to the Graphic Editor window. Select a tool from the Path Toolbar to
draw a path you want.
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Image Object

To insert an existing image from file, click Add Image Objects From File

button @ to insert the image. To insert a self-created image, click Add New

Image Objects button E , or go to Object > Add Image Objects > Add New
Image Objects or Add Image Objects From File (Ctrl + I).
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Note: Advanced Editor supports transparent .PNG but not .GIF images at
present.

54





Shading Object

From the Object toolbar, click Add a Shading Object button =%, and you will

be switched to the Shading Editor window. Select a tool from the Path Toolbar to
draw a path you want.

Fouit PhantomPDF Advanced Editor - [3BigPreview.pdf] (=][E] = J

Fle Edit Object Document View Fiter Window Help _8x

muEglo ee[/O=2002 ~1 4okl BE

Select Shading Style Path Toolbar e
rese . M

Object Properties

Viewing Object Properties

Before changing an object, you may like to know what attributes are included in
the object, for example, object position, font information, fill or stroke color, etc.
You may also want to know what sort of object you are selecting. In Advanced
Editor, you can use the Properties pane to view the selected object properties
and their values.

When you select an object in the Document pane, the object tab that appears in
the Properties pane will be changed to reflect the selected object. For example,
if you select a text object, the Text tab will appear in the Properties pane and
displays most of the information about the text.

Changing Object Attributes

The Properties pane provides an easy way to change any selected objects. If the
Properties pane is hidden, select the View menu and check Properties list to
show the Properties pane.
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Select an object or objects in the document, and then do the following:

Use the Text tab to change the text object properties.

Use the Image tab to change image properties.

Use the Path tab to change the graphics properties.

Use the General tab to change the properties common to the above
attributes.

Use the Shading tab to change shading properties.

Open an existing PDF file that you want to be edited. Select an object, or
hold down CTRL to select multiple objects. Here we select the text, graphic,
image and shading objects as example.
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The Properties pane changes to reflect the object you select. You can use
the General tab to change the common attributes to the objects you
selected. Or, you can use the Text tab to change text attributes, Path tab to
change the graphic attribute, Image tab to change the image attributes, or
shading tab to change the shading attribute. After you are done, press the
Enter key.

Properties @
| Page |Text | Path I Image | General |Shaﬁing|

Name |Va lug |
Position X(points)  18.89
Posttion ¥(points)  369.20

Rotate(degrees) 0

Shear{degrees) 0

Scale (%) 100
Fill Color Mixed <<
Stroke Color Mixed <<

Clipping Mixed €
Obje cle 510
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General Properties.

You can specify a number of properties that are common to all objects in the
General properties.

e Position X and Y: Allow you to set the precise horizontal and vertical
position of the objects.

e Rotate: Move the object clockwise or counter-clockwise around the
reference axis.

e Shear: Allows you to slant an item horizontally.

e Scale X and Y: Make an object bigger or smaller. You can scale
horizontally or vertically.

e Fill Color: The fill color is used to paint the interior of paths and text
characters that are filled.

e Stroke Color: The stroke color is used to paint the border of paths and
text that are stroked.

e Clipping: When the selected object contains any clip inside, the clip
value displaying as “"mixed”. Otherwise it displays as “Null”. You can click
the rubber button next to the clipping text field to remove the clipping.

e Objects Selected: Shows the number of objects you currently have
selected.

e Objects Type: Shows what type of object you currently have selected.
When different types of objects are selected, its type is "mixed”.

Text Properties

Text: Shows the contents of the text.
Text Mode: The Text Mode determines whether text is stroked or filled.

There are four types of text modes as shown in the following figure, in which
a stroke color of black and a fill color of light gray are used.

D D

1.Fill text (default) | 2.Stroke text | 3.Fill then stroke text | 4. Text with no fill and
no stroke (invisible)

Character (Char) Space: The Char Space value is a number specified in
text space units. It is added to the displacement between the origin of one
character and the origin of the next.

In the default coordinate system, the positive direction of the x-axis points
to the right, and the positive direction of the y-axis points upward. So, for
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horizontal writing, a positive value of Char Space has the effect of
expanding the space between characters; see the following figure. For
vertical writing, however, a negative value of Char Space has the effect of
expanding the space between characters.

Character 0 (default)

Character 0.25

Word Space: The Word Space value is a number specified in text space
units. It works in the same way as character spacing.

For horizontal writing, a positive value for Word Space has the effect of
increasing the spacing between words. For vertical writing, a positive value
Word Space decreases the space between words, since the positive
direction of the y-axis points upward; therefore a negative value will
increase the space between words. The following figure illustrates the effect
of word space in horizontal writing.

Word Space O(default)

Word Space 2.5

Font: Font is a font in the current resources dictionary. The following lists
the standard 14 fonts which are guaranteed to be available to Advanced
Editor.

Font Size: Font Size is a humber expressed in the text space units.
Horizontal Scale: The Horizontal Scaling adjusts the width of characters
by stretching or shrinking them in the horizontal direction. The scaling is
specified as a percent of the normal width of the characters, with 100 being
the normal width. The following figure shows the effect of horizontal scaling.
The scaling always applies to the x coordinate, independent of the writing
mode.

WO rd 100 (default)
WordWord
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Line Gap: The Line Gap specifies the vertical distance between the lines of
text, as shown in the following figure. The initial value for Line Gap is 0.

+ 10.5 point Line Gap

This is 12 point text with

Line Gap

Path Properties

Fill Type: The Fill Type specifies how the interior of a path is determined.
There are three types of fill: No Fill, Alternate, and Winding.

<&
<&

No Fill means the enclosed regions of the path are transparent.
Winding means that if a ray is drawn in any direction from a given point
to infinity and the places where the path intersects the ray are tested,
the point is inside of the path if and only if the result that the path
crosses the ray from left to right does not equal the result that the path
crosses the ray from right to left. If the result is equal (zero), the point
is outside of the path. See the following illustrations for the winding
effect.

Alternate or called EVEN_ODD, uses a slightly different rule. Instead of
testing for a result of zero, alternate uses a test to determine whether
the result is even or odd. If the result is odd, the pointis inside the path;
if the result is even, the point is outside. See the following illustration
for the winding effect.
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Line Width: The line width specifies the thickness of the line used to stroke
a path and is measured in user space units. A line width of 0 specifies the
thinnest line that can be rendered on the output device. The default value is
1.

Note: A line width of 0 is an inherently device-dependent value. Its use is
discouraged because the line may be nearly invisible when printing on
high-resolution devices.

Miter limit: When two line segments meet at a sharp angle it is called a
Miter join and have been specified as the line join style. It is possible for the
miter to extend far beyond the thickness of the line stroking the path. The
miter limit imposes a maximum on the ratio of the miter length to the line
width, as shown in the following figure. When the limit is exceeded, the join
is converted from a miter to a bevel.

The value for miter limit is a number that must be greater than or equal to
1, and has a default value of 10.

Line width

Line Cap Style: The line cap style specifies the shape to be used at the

ends of open sub paths when they are stroked. Allowed values are Butt end

caps, Round end caps, and Projecting Square End.

+ Butt end caps (default) --- the stroke is squared off at the endpoint
of the path.

+ Round end caps: --- a semicircular arc with a diameter equal to the
line width is drawn around the endpoint and filled in.

+ Projecting square end: --- the stroke extends beyond the end of the
line by a distance which is half the line width and is squared off.

Line Join Style: The line join style specifies the shape to be used at the
corners of paths that are stroked. The allowed values are Miter joins, Round
joins and Bevel joins.
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+ Miter joins — the outer edges of the strokes for the two segments are
continued until they meet. If the extension projects too far, as
determined by the miter limit, a bevel join is used instead.

+ Round joins — a circular arc with a diameter equal to the line width is
drawn around the point where the segments meet and filled in,
producing a rounded corner.

+ Bevel joins — the two path segments are drawn with butt end caps
(see the discussion of line cap style), and the resulting notch beyond
the ends of the segments is filled in with a triangle.

Miter joins Round joins Bevel join
Butt end caps Round end caps Projecting square end

Image Properties

Width and Height: Displays the selected image’s width and Height values;
displays the largest values if you select a number of different images.
Resolution X and Y: Displays the precise horizontal and vertical resolution
of the image objects.

Alpha: Allows users to set image transparency by inputting values between
0% and 100% in the Alpha text field; the image goes from fully transparent
to fully opaque.

Shading Properties

Shading Type: Displays as Linear if you selected one Linear shading or two
types’ shading. Otherwise, displays as Radial.

Extend: Extend is an optional array of two Boolean values that specify
whether or not to extend the start and end colors past the start and
endpoints, respectively. The default value for each element of the array is
true.

” \\

There are four kinds of Extend values to choose, including “true true”, “true
false”, “false true” and “false false”.

Start X and Y: Allows you to set the precise horizontal and vertical position
of the shading’s start point.

End X and Y: Allows you to set the precise horizontal and vertical position
of the shading’s end point.
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e Alpha: Allows users to set shading transparency, by inputting values of
between 0% and 100% in the Alpha text field, the shading goes from fully
transparent to fully opaque.

Editing Page Layout

1. Go to the page you want to edit its layout, click the Page Layout button
from the Page toolbar, and then you will be switched to the Layout Editor
window.
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2. Use the Layout toolbar to resize the page size or content size, the Page
Properties to change the page attributes, and Reset to cancel all actions.

After you are done, click the Save and Exit button to get back to main
window.
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Modifying Pages

There are several ways you can do modifications on pages.

Insert new page

When you insert a new page, you can customize the page attributes like the
page dimension and/or content measurement. To insert page, you can
select Page > Insert Page on the menu bar.

Copy Pages
You can copy a whole page into another page, just like cloning. To copy page,
simply perform copy and paste command.

Import and Export pages
You can insert pages from other PDF document into your document; and
extract pages from your document into an existing PDF document.

Delete Page:
You can delete an unwanted page. To delete the page, you can select Page >
Delete Page on the menu bar.

See Also: Work with Pages

Using Rulers and Grids
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A. Rulers B. Guides C. Grids

Advanced Editor provides horizontal and vertical rulers and grids to help users
align and position objects precisely on the page, and measure the dimensions of
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the shapes.
Display rulers

Choose View > Rulers, or right-click the mouse on the page and check Rulers
option.

Hide rulers

Choose View > Rulers, or right-click the mouse on the page and uncheck Rulers
option, or right-click the horizontal ruler or the vertical ruler and then choose
Hide Rulers.

Create ruler guides
Do one of the following:

« Drag down from the horizontal rulers to create a horizontal guide, or drag to
the right of the vertical ruler to create a vertical guide.

« Double-click a location on the horizontal ruler to create a vertical guide, or
double-click a location on the vertical ruler to create a horizontal guide.

Move ruler guides
Click and hold the guide, and then drag it to a new location.
Change unit of measurement

Right-click the horizontal ruler or the vertical ruler, and select a measurement
system for the rulers. There are five kinds of unit: Points, Picas, Millimeters,
Centimeters, and Inches.

Delete ruler guides

« Delete a guide by selecting the target guide and press the Delete key.

o« Delete all guides on a certain page by scrolling to the page and right-click in
the ruler area and choose Clear Guides on Page.

o Delete all guides by right-click in the ruler area and choose Clear All Guides.

Snapping objects to grids

The Snap To Grid Function automatically positions text and other objects to the
closest intersection of the grids as you place or move them on the page. The
grids do not print.

¢ To use or hide the grid, choose View > Grid, or right-click the mouse on the
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page and choose Grid.
To snap an object to gridlines, choose View > Snap To Grid, select the object
you want to move, and drag it toward a grid until its edges are within the

grid’s snap-to zone.

Foxit Corporation
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Chapter 4 - Working with Pages

Advanced Editor allows you to insert and delete the pages in a PDF document,
import pages from other PDF documents into your document, and export the
pages from your document. You can also reorganize the pages by Page Layout
Editor.

About Page Toolbar

Page tools can be found on the toolbar (see the following figure), which by
default is located on the Toolbar.

Page
O 60 45
Page Toolbar
I!.-'.-\." I:.- '-\.I.
e Click the Previous Page icon' = | or the Next Page icon' — ' to go to the

previous or next page.
.!‘:-;-:l. .!"\-;l.
e Click the First Page icon' ' or the Last Page icon' | to go to the first or
last page.

e Click layout button =11 to switch to the Page Layout Editor window, so you
can reorganize the page layout.

e Click the Insert a Blank Page button
attributes in the pop-up dialog box.

, and you can set the blank page

e Click the Delete Current Page button —% to delete a current page in your
PDF document.

Note: If you find the Page Toolbar is invisible, Select View > Page Toolbar in
the menu to show it.

Setting Page Options

Before inserting a page, you might like to preset some options so that you can
easily insert pages with your personalized preferences.
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To set page options, do the following:

Select Edit > Options from the menu bar, or press Alt + O keyboard.

In the pop-up Options dialog box, click Page.

In the Page tab, change the values to suit your preferences.

After you are done, click the Ok button. Click the Restore Default button
to leave the settings unchanged.

A W NBR

Note: After you exit the program, all the changes are restored to default.

Inserting Blank Pages

Advanced Editor allows you to insert a blank page into your PDF document. To
insert blank pages, please do the following:

1. Locate the page where you want to insert a blank page before or after.
2. Do one of the following:

« Point to the Page toolbar, and click Insert a Blank Page button j’
e Select document > Insert Page on the Menu bar

3. On the pop-up New Page Attributes dialog box, assign the new attributes
you want.

Note:

e You can use the Options dialog box to preset the page attributes for the
inserting page.

« If you do not want the New Page Attributes dialog box to show up when
you insert a page, you can uncheck the option “show page setting
dialog when inserting a page” in the Other Options tab.

See also:

Page Options in Setting Options
Other Options in Setting Options

Importing and Exporting Pages

Advanced Editor allows you to import pages from other PDF documents, and
insert into your PDF document; and also allows you to export pages from your
PDF document into an existing PDF document.
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To import pages, do the following:

1. Select Document > Import Page(s) item from the Menu bar in your
Document window.
2. In the following pop-up dialog box, do the following:

« Under Position, check one of items to decide where to insert the pages.

o Under File, click the Open button to look for the document you
would like to export pages from. Then the Total Page(s) field will
display the total page numbers of the document.

o Under Page Range, check one of the items to select how many pages
or which page you want to import.

o In Document Preview, you can navigate in the document to look over
the pages before importing.

[tmport Pagets) =)

Position Source Document Preview

©) Before Current Page Before Home Page

After Current Page After Last Page

File

[ T
i
i

E:\3BigPreview.pdf T

Total Page(s): 1

bR RN

»>d> 320

Page Range
9 Al

Pages:

Enter page numbers and/or page ranges
separated by commas.
For example, 1,3,5-12

oK ﬂ V| Preview I4 4 11 v b il

3. After you are done, click the Ok button to insert the page and close the
dialog box.

To export pages, do the following:

1. Select Document > Export Page(s) item from the Menu bar in your
document window.
2. In the following pop-up dialog box, do the following:

e Under Destination, click the Open button to look for the existing
document that you will export the pages into.

e Under Page Range, check one of the items to select the page(s) you
want to export and the Total Page(s) displays your current document
total page number.

« In Document Preview, you can navigate in the document to look over
the pages before exporting.
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Export Page(s) =%
Destination: Source Document Preview
E:\T {E\Editoriadvanced Editor}, ¥
Source Page Range:
Total Page(s): 142
@ Current Page
_ Pages:
Enter page numbers and/or page ranges
separated by commas.
For example, 1,3,5-12
i
b

Note: Exporting pages to an existing document will cover all the document
pages.

3. After you are done, click the Ok button to insert the page and close the

dialog box.

Deleting Pages

Advanced Editor allows you to delete a current page in your PDF document.

To delete a current page, do the following:

Locate the page which you want to delete.
Do one of the following:

o Point to the Page toolbar, and click Delete Current Page button —%
o Select Document > Delete Page on the Menu bar
e Press keyboard shortcut Alt + Del

A warning message pops up to confirm your deleting action.
Click the Ok button to delete the page.

waning x|

The removed page will never be recovered, do vou wank o delete it anwway?

Cancel |

Deleting Warning Message

About the Page Layout Editor
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Advanced Editor allows you to reorganize the page layout, such as, to change
the page size, adjust the content size, and rotate pages.

To adjust page layout settings, do the following:

1. Point to the Object toolbar.

Click the Page Layout button.

You will be switched to the Page Layout Editor window.
4. In the Layout Editor window, use the available tools to change the page
layout.

w

5. After you are done, click the Save and Exit button to close the Page

Layout window and go back to your Document window.

As you click layout button in the Main window of Advanced Editor, you will

be guided to the Page Layout Editor window as shown in the following figure.
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The Layout pane is especially useful when you want to specify the page layout
for user preview or print. When you resize the page or clip the content size, the
page will be surrounded by a red media box or a green crop box with Sizing
Handle. You can drag the Sizing Handle to adjust the size.

The Page Layout Editor window consists of a Layout Toolbar to reorganize the
page, a Zoom Toolbar to magnify or reduce the page, and a Page Properties
Pane to set up the page by specifying the actual value.

1. The Layout Toolbar contains the main tools for you to work with the page
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layout.

43 )| 8] (4]
|

2. Allthetools on the layout toolbar can be accessed from the Context Menu as
shown in the following figure.
Resize Page

g Resize Page
Adjust page size '

|§| Reset

|®| Exit Layout without Saving
|#| save and Exit Layout

Context Menu

3. When you adjust the page size, you may use the Zoom Toolbar to zoom
in/out your page for easy operation.

Zoom %
€ 8

Zoom Toolbar

4. Ifyou would like to reorganize the page layout by specifying the actual value,
you can use the Page Properties Pane (see the following figure). Just
double-click the value field, and input your desired value.

Properties =

Page

Name Value
Left (Page Size) 0.000000
Bottom (Page Size) 0.000000

Height (Page Size) 575.000000
Left (Content Size) 0.000000
Bottom (Content Siz 0.000000
Width (Content Size 397.000000
Height (Content Size 576.000000
Page Rotate 0

Page Properties Pane
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To resize a page

Resizing a page is actually to enlarge or reduce the red Media Box of a page
currently displayed in the layout window. It is very useful if there are documents
with different page size (for example the dimensions of A4 and A3 ) which you
want to make unified in as the same size (for example A4). When you resize a
page, you may like to zoom out to the best fit size for easy operation.

To resize a page, you can use the Resize button, the Context menu, or the Page
Properties Pane.

Using the Resize Page button

1. Click on Resize Page button TEL on Layout Toolbar, and you will see the
following change:

2. The page rectangle in layout window is highlighted in red with sizing handles.
This rectangle is called the media box, and it is the natural size of a page.

3. Drag one of the sizing handles to any size you want.

v
4. After you are done, click the Save and Exit button =1 to go back to the

Main Window, or click the Reset button E‘ to take back the change and
redo.

Note: Please be aware that the intersection between the page's size and the
content size is the region that is viewed or printed. The content size’s default is
the value of media box. So, on one hand, when you shrink the page's size
without reducing the content size accordingly, the portion outside of the page
size will not be displayed in the Viewer (see the following example). On the
other hand, if you enlarge the page size without resizing the content size, the
displaying content is kept intact, while the page size is expanded (for example
expanded from A4 to A3). This will affect your printing result.

Example:

The following example shows a page size with a red media box that is reduced
in Layout Editor and its result got displayed in a reader.

72





Example D: Shows the original PDF page.

Example @: Shows the page is resized in Layout Editor. The *red box* indicates
the page size you pick.

Example @): Shows the result page layout in PDF Reader

Using the Page Properties Pane

1. Double-click the value field next to the Width (Page Size) or Height
(Page Size) in Page Properties pane;

|397.000000
Height (Page Size) 576.000000

2. Type the size value you want;
3. Click any other place, or press Enter to take the change effect.

To clip a page content

Clipping content is actually to adjust the page's green crop box (see the
following figure), so to adjust the file display, the output file page size and the
file print. When you clip content, you may like to zoom out your page to the best
fit size for easy operation.

Contents Clipping

Green Crop Box for
Content Clipping

Sizing Handle
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To clip the content, you can use the Clip Content button on the Layout toolbar,
the Context menu, or the Page Properties Pane.

Using the Clip Content button

FreeT

1. Click on Clip Content button A on the Layout Toolbar, and you will see
the following change:

2. The page rectangle in layout window is highlighted in green with sizing
handles. This rectangle is called a crop box, its default is the value of page
size.

3. Drag the sizing handles to any size you want.

|
4. After you are done, click the Save and Exit button = to go back to the
o | @]
Main Window, or click Reset button to take back the change and redo.
Using the Page Properties Pane

1. Double-click the value field next to the following properties name in Page
Properties pane:

|0.000000
Bottom (Content Siz 0.000000
Width (Content Size 3597.000000

2. Type the size value you want.
3. Click any other place or press Enter for the change to take effect.

To rotate a page

Rotating content will change the orientation of the currently displayed page's
content. This will change its actual orientation of the page, and can be saved
and generated into a PDF file.

To rotate the content, you can use the Clip Content button on the Layout toolbar,
the Context menu, or the Page Properties Pane.

Using the Rotate Page button

=
=

1. Click on Rotate Page button on Layout Toolbar.
2. Click the page to rotate the page 90 degrees.
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v
3. After you are done, click the Save and Exit button I;I to go back to the

Main Window, or click the Reset button IEI to take back the changes and
redo.

Using the Page Properties Pane

1. Double-click the value field next to Page Rotate in Page Properties pane:

; ]

50 ‘

1380
270

2. Drop down the combo box and select an orientation degree to rotate.
3. Click any other place or press Enter for the change to take effect.
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Chapter 5 - Working on Text
Objects

A text object consists of one or more characters that can be placed anywhere on
the page and in any orientation. Text Objects can be stroked or filled, and uses
fonts to specify what the characters look like, and font sizes to specify how
large those characters are.

About Text Toolbar

Text tools can be found on the toolbar (see the following figure), which by
default is located on the Toolbar.

Text

Note: If you find the text toolbar is invisible, Select View > Text Object
Toolbar in the menu to show it.

To Use Graphics Keyboard

The Graphics Keyboard is helpful for you to intuitively view all characters
contained in a text font and to selectively input the characters.

When a type of font text, including embedded font text, is selected or dotted,
the graphics keyboard button is activated, otherwise it is disabled. By clicking

the Graphics Keyboard button =] , You can bring about a dialog box for
modifying the font (see the following figure).
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[ Graphic Keyboard i |

Text object:

All characters in this Font:

Edited by Advanced Editor| Text Object field

" # 8% & " () * +°
, = . /1 012 3 4567
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DEFGHI JKLMNO
[ 0K l l Cancel l

e

Graphics Keyboard

The Text Object field displays the current selected text, and the Characters
Pane displays all characters contained in the selected text font.

To use graphics keyboard, do the following:

1.

Select a block of text in the page.

Click the Graphics Keyboard button E= on the Text toolbar.

Click the Text Object field, and use the Backspace Key to delete the
characters you do not want.

Click the character you desire in the Characters Pane, which will be
displayed into the space where the cursor rests in the Text Object field.
After you are done, click Ok to finish.

To Merge Text

Blocks of text may be merged together when you need to join text as one
object.

To merge text, do the following:

1.

Select blocks of text you want to merge in a same line.

Click the Merge Text button i on the Text toolbar to merge the text.

After merging, the dash rectangle is switched to selection status ready for
dragging.

Text before merging
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Text after Merging

Note: You can only merge blocks of text in a same line

To Split Text

A block of text can be divided up into several parts.
To split text, do the following:
1. Select a block of text you want to split.

T.
2. Click Split Text button Lllil on the Text toolbar.

3. In the Split Text dialog box, click the desired place where a split mark will

appear.
4. Click Ok button to finish.

Before Splitting

' split Text 3

Text object:

Copyright by Foxit Corporation, 2004-2011
; ; Split Mark

After splitting
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To Import Windows Fonts

You may find that you would like to use a font that is not in the current font
resources. In this case, you can import fonts installed on your Windows system.

1. To import a Windows font, do the following:

)
A
e Click Import Font button == on the Text toolbar.

o In the Import Windows Font dialog box (see the following figure), select
your desired font.
e Click the Ok button to finish.

Import Windows Font o £5
Font : Sample :
Agency FB
Angsana New
AngsanaUPC
Aparajita
Arabic Typesetting Script
Avrial
Arial Black ‘ANSI . |
Avrial Narrow

Import Windows Font
2. To set the imported font as default

After importing a font in a current document, you may want it to be your default
font so that you can easily insert text with that same font many times. To set the
imported font as default, do the following:

e Select Edit > Options in the menu bar.

o Click Other options dialog box in the Options dialog box.

e Check Set as default font after being imported. By default, this option is
checked.

To Convert Selected Text to Path

Advanced Editor is able to convert the selected text object(s) into path(s), which
will meet the pre-press requirement. For those computers which do not support
or display certain embedded fonts, this new feature helps to overcome that
issue. Advanced Editor also offers a menu option for users to convert the entire
text in a PDF to path.

e Select the text objects which you want to convert to paths.
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e Select the Convert selected text to path button , and finish converting.

e Or select Object menu > Convert Selected Text to Path, and finish
converting.

Finding Text

You can search text in PDF files with the Find box. Searching text with the tool
will highlight the matching text snippets.

Find text by:
e Input text in the Find box.

e Click the drop-down button next to “Search:” —Z , and choose from the
search options:

A. Whole words only - limits the search to match only whole words, i.e.
searching Edit won't return Editor.

B. Case-Sensitive - makes the search case-sensitive., i.e. searching text
won't return TEXT.

By

e Press the Find Next button™ = , Find Previous button'— "/, or Enter.

Advanced Editor jumps to the first instance of the search term, which
appears highlighted.

e Press Enter repeatedly to continue searching the next instances of the
search term.

Setting Text Options

Before inserting text, you might like to preset some options so that you can
easily insert text with your personalized preferences.

To set text options, do the following:

Select Edit > Options from the menu bar, or press Alt + O.

In the pop-up Options dialog box, click Text.

In the Text tab, change the values to suit your preferences.

After you are done, click the Ok button. Click the Restore Default button
to leave settings unchanging.

AR WN R
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Note: After you exit the program, all the changes are restored to default except
the Font option. You can set it as default for the next time in the Other Options
tab.

Selecting Text Mode

To modify text objects, you can select to work in a text state, so that you can
easily and solely interact with those text objects without affecting any other
type of objects.

To select text state, do one of the following:

1. Select Text from the drop down list of Choose Selected Objects’ Type @
in the Menu Bar.

2. Select Edit > Options. In the pop-up dialog box, select the Other tab, and
check “Text only” under Objects Selection Mode.

Inserting New Text

With Advanced Editor, you can insert new text objects, using the standard 14
fonts, embedded, non-embedded fonts, or Windows fonts.

To insert a new text object, do the following:

1. Point to a region where you want to insert new text, and then do one of the
following:

—

1) Click the button L=<k on the Object toolbar

2) Select Object > Add Text on the Menu bar

3) Use the keyboard shortcut CTRL+T

4) Right-click the mouse in the Document window, and select Add Text in
the context menu.

2. Inthe pop-up Add New Text Objects dialog box (see the following figure),
enter text in the text editing field, press CTRL+ENTER to start a new line.

With Advanced Editor, text attributes such as as font, color, size, horizontal
scale, line gap, etc., can now be set directly in the "Add new text objects”
dialog box.
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2|
Add new text objects [
Font Color
Name: [+ Standard Font: Helvetica | nGe
[ Import Windows font ] R [ 0 = %
G [ 0 o
size: 10 points. Horizontal scale: 100 % . =%
B: [I 0 L%
Linegap: 2  points NOTE: 1 point= 1472 inch B oo 2w
Text:
-
If you want to insert more than one line, press CTRL+ENTER to start a new line.
other Object attributes. [ oK ] [ Cancel
L 4

Add New Text Objects Dialog Box

Note: After setting the text attributes, you cannot preview the text settings
in the blank text field while typing words.

3. You can also click the Other object attributes option, and set other
preferences for text objects in the pop-up Options dialog box, such as Char
space, Word space and so on. And click Restore Default to restore the
default settings.

Text State

A Text

Font name : [Standard Font: Helvetica ']
@ Color [

Import Windows Font ]

Font size : 10,00 points  Horizontal scale: 100,00 %%

Textmode : [Fill text ']

Char space :  0.00000 points  Word space: 0.00000  points

Line gap: 2 points NOTE: 1 point= 172 inch

Saveasdefault] [ Restore Default ] [

4. After you are done, click the Ok button to insert.
Note:

e« If you want to insert blocks of texts with the same properties, you can
also use the Text Options dialog box to preset preferences for
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inserting text.
e After inserting text, you can use the Text Properties Tab to change
the text attributes. Or use the text toolbar to edit it.

Editing Text Objects

To change text contents

Select the text and click the Edit Object button 1% , or double-click a string
of text you want to change in your page to enter in-place editing mode.

In the in-place editing mode, the text you selected appears highlighted.
Please move your mouse cursor directly to the proper place you wish to edit.
You can click the Undo button - to undo previous actions. After

4
modifying the text, click Save and Exit button = or Exit without Save

button @ to exit the in-place editing mode.

Notes:

o Double-click to enter the in-place editing mode may be unavailable
when multiple objects overlap.

¢ You can only change a block of text at a time.

¢ Note that a text object consists of a group of characters, if the
characters you typed are not in the group, they will not be displayed in
the page. You can use the Graphics Keyboard to intuitively view all the
characters in the font.

See Also: To Use Graphics Keyboard

To adjust character space

Select the characters you want to change in your page.

In the Text Properties tab, click the text field next to Char Space.

In the text field, input the spacing value, and click any other place to
change.

To adjust word space

Select the words you want to change in your page.
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2. In the Text Properties tab, click the text field next to Word Space.
3. In the text field, input the spacing value, and click any other place to
change.

To change text font

1. Select a string of text you want to change.

2. In the Text Properties tab, drop down the font list box next to Font.

3. Ifyou want a font that is not listed, you can use the Import Font button on
the Object toolbar to import fonts installed on your Windows system.

To change font size

1. Select a string of text you want to change in your page.

2. In the Text Properties tab, click the text field next to Font Size.

3. In the text field, input the spacing value, and click any other place to
change.

To fill/stroke text color in RGB/CMYK

1. Select a string of text you want to fill/stroke in your page.

2. In the Text Properties tab, click the text field next to Fill Color/Stroke
Color.

3. Click the arrow button == on the right to view the current value.

4. Click the Edit button |-*lon the right and drag the color bar match the color.

5. After you are done, click the button to make the change effect.

Chi* 'k
RGE [ Jo[100 %
R U o * | 9 (100 =
. G u} % =
_ ¥ J | 100 =%
E 0 o K 7 (100 = e
A J |00 @ A 3 | 100 =%
RGB Fill/Stroke Color Box CMYK Fill/Stroke Color Box

Note: Advanced Editor takes RGB color as default; if you want to set text color
in CMYK, you must use the Options dialog box to change the setting first.

See Also: Setting Default Color for Objects

To change text mode for fill/stroke color
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There are four types of text modes, and Advanced Editor takes Fill Text as a
default setting. If you find the text you selected cannot be stroked, you must
change the text mode to Stroke Text mode or Fill then stroke text mode.

To change text mode, do the following:

1. Click the Text Properties tab in the Properties pane.
2. Drop down the Text Mode box and select a type of text mode.
3. After you are done, click any other place the take change effect.

To modify text objects

Advanced Editor allows users to move, delete, rotate, shear, scale and align
objects, and create clip layers for Text Objects, etc.

More information about modifying, please refer to Modifying Objects.
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Chapter 6 - Working on Image
Objects

An image object consists of a set of samples using a specified color model.
Images can be placed anywhere on a page and in any orientation.

Selecting Image Mode

Before modifying image objects, you can select to work in an image state, so
that you can easily and solely interact with those image objects without
affecting any other type of objects.

To select image state, do one of the following:
1. Select Image from the drop down list of Choose Selected Objects’ Type

=g in the Menu Bar.
2. Select Edit > Options. In the pop-up dialog box, select the Other tab, and
check “Image only” under Objects Selection Mode.

Insert New Image

With Advanced Editor, you can insert an existing image from file, insert a new
image created by yourself, or embed an image from the clipboard.

Note: Advanced Editor supports transparent .PNG but not .GIF images at
present.

To insert an image from file

Locate the page where you want to insert the image in your document, and then
do one of the following:

1. Locate the page where you want to insert the image in your document, and
then do one of the following:
e Point to the Object toolbar, and click the Add Image Objects From

File button =,
e Right click the page, and select Add Image Objects > Add New

86





Image Objects From File on the Context menu.
e Point to Object menu, and select Add Image Objects > Add New
Image Objects From File.
In the pop-up Open dialog box, find your desired image, and click on Open
button.
You current Main window is switched to the Image Editor window (see the
following figure). Click the Close button to exit if you don’t want to do any
changes to the image.
Once you are back to the Main window, the image is inserted. You can resize
the image and drag it to any place you want.

To insert a self-created image

1.

Locate the page where you want to insert the image in the document, and
then do one of the following:

e« Point to the Object toolbar, and click the Add New Image Objects

button |

« Right click the page, and select Add Image Objects > Add New
Image Objects on the Context menu

e Pointto the Object menu, and select Add Image Objects > Add New
Image Objects

A New Image dialog box pops up (see the following figure). You may
change the parameters, and then click the Ok button

You are now in the Image Editor window, and you can use the toolbar and
filter tools to draw your image from scratch.

After you are done, click Save to exit and get back to the Document
window.

Once you are back to the Document window, the image is inserted. You can
resize the image and drag it to any place you want.

al

-A MNew Image ['-E_E-J
oK

Width: 300 pixels -
Height: 300 pixels - Cancel

Re=olution: o5 - pixels / inch

Color Mode: | RGB Color -

Compress image
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To embed an image from clipboard

1. Locate the page where you want to embed the image in the document from

the clipboard.

2. On the Edit menu, click Paste, or press Ctrl + V.

3. You current Main window is switched to the Image Editor window, just click

the Close button to exit if you don’t want to do any changes to image.

4. You are back to the Main window, and the image is inserted. You can resize
the image and drag it to any place you want.

About the Image Editor

Image Editor is an image editing program that is part of Advanced Editor. You
will be directed to the Image Editor Window (see the following figure) when
taking one of the following procedures in the Main window of Advanced Editor:
e Select Create a New Image in the Main window
o Double click a current object in the page

e Select to Open an Existing Image in the Main Window

« Paste an image from the clipboard
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Image Editor Window

To edit image with Image Editor, do the following:

1. Double-click the image you want to edit in the Document window.

Function

Flow:

Opacity:

Mode:

Brush: v

Function{I P

100 2

aletté

Histogram

[H 2 (%G 100 2

% B: 100 2

Histogram Pale&e

R:

2. You will be switched to the Image Editor window.
3. Inthe Image Editor window, you can use the toolbar together with the filter

tools to edit the image.

4. After you done, click Save to exit and get back to your Document window.
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Currently, the Image Editor Window consists of the following components:

Filter Menu
The filter menu holds tools for applying filters for special effects. (See also:
Using Filters)

Toolbox
The toolbox holds tools for creating and editing images. (See also: Using the
Toolbox)

Options Palette
The options palette provides options for using a tool. (See also: Using the
Options Palette)

Layer Palette
Layer Palette helps you monitor and modify images. (See also: Using the Layer
Palette)

Color Palette
Color Palette displays the color values for the current foreground and
background colors. (See also: Using the Color Palette)

Histogram Palette

The histogram of an image normally refers to a histogram of the pixel intensity
values. This histogram is a graph showing the number of pixels in an image at
each different intensity value found in that image. (See also: Using the
Histogram Palette)

Replacing an Image

(o
1. On the Toolbox, click Replace button —"7'".

2. In the pop-up Open dialog box, search the image file you want and click
Open button.

Note: Only BMP, PCX, TIF, and JPEG format file can be opened.

3. You get a confirmation message asking you if you want to continue to
replace the current active image. If yes, click the Ok button to finish.

Note: The replaced image will never be recovered.
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Saving Images

H .

1. On the Toolbox, click Save to File button

2. Inthe File name box of the Save dialog box, type a new nhame for the image.

Note: Currently the file format type is limited to save as BMP.

Zooming Images

You can use the zoom tool A to magnify or reduce your view.
To zoom in

Select the zoom tool “A! on the Toolbox. The pointer becomes a magnifying
glass with a plus sign in its center & . Click the area you want to magnify.

To zoom out

Select the zoom tool. The pointer becomes a magnifying glass with a minus sign
in its center & . Click the center of the area of the image you want to reduce.

Using the Toolbox

The first time you start the application, the toolbox appears on the left side of
the screen. Some tools in the toolbox have options that appear in the tool
options palette (See using the tool options palette).

You can select a tool by clicking its icon in the toolbox. Positioning the pointer
over a tool displays a tool tip with the tool's name.

To show or hide the toolbox:

Choose View > Image Toolbar > Tools. A check mark indicates the item is
showing.

To move the toolbox:

Drag the toolbox by its title bar to move.
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Selecting tools include Rectangle tool, Magic Wand tool and Lasso tools.

Painting tools include Eyedropper tool, Bush tool, Paint Bucket tool, Dodge
tool, Burn Tool and Eraser tool.

Flipping tool is to flip the entire image horizontally or vertically.

Selecting Tools

Using the rectangle tool

e Select the rectangle tool ._! from the Toolbox.

o Drag over the area you want to select.
Using the magic wand tool

The magic wand tool lets you select a consistently colored area without having
to trace its outline. You can specify the tolerance for the magic wand tool's
selection.

e Select the magic wand tool 's.

« In the Options palette, drag the slider to specify the Tolerance, or enter a
value ranging from 0 to 255.

o To select only adjacent areas using the same colors, select Contiguous.
Otherwise, all pixels using the same colors will be selected.

o In the image, click the color you want to select. If Contiguous is selected,
all adjacent pixels within the tolerance range are selected. Otherwise, all
pixels in the tolerance range are selected.

Using the lasso tools

The lasso and polygonal lasso tools let you draw both straight-edged and
freehand segments of a selection border.

To use the lasso tool

e Select the lasso tool % from the Toolbox.
e« Drag to draw a freehand selection border.
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To use the polygonal lasso tool

e Select the lasso tool % from the Toolbox.

e Click in the image to set the starting point.

o Double click the image to close the selection.

Cutting, copying, and pasting selections

e Select the area you want to cut /copy.
e Choose Cut out tool .# or Copy tool '@ from the Toolbox.
« Paste the selection into the same image or another application.

Deleting selections
e To delete a selection, select the part you want to delete, and press the Del

key.
e To cut a selection to the Clipboard, click Cut out tool # from the Toolbox.

Painting Tools

1. Setting options for painting
You can set options for a painting tool in the Options palette.
Selecting a blending mode

The blending mode specified in the Options palette controls how pixels in the
image are affected by a painting or editing tool.

¢ To select a blending mode for a tool

Choose from the Mode drop-down menu in the options palette.

e Normal

Edits or paints each pixel to make it the result color. This is the default mode.
e Color Burn

Looks at the color information in each channel and darkens the base color to
reflect the blend color by increasing the contrast. Blending with white produces
no change.

¢ Color Dodge
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Looks at the color information in each channel and brightens the base color to
reflect the blend color by decreasing the contrast. Blending with black produces
no change.

e Darken

Looks at the color information in each channel and selects the base or blend
color--whichever is darker--as the result color. Pixels lighter than the blend
color are replaced, and pixels darker than the blend color do not change.

o Difference

Looks at the color information in each channel and subtracts either the blend
color from the base color or the base color from the blend color, depending on
which has the greater brightness value. Blending with white inverts the base
color values; blending with black produces no change.

¢ Exclusion

Creates an effect similar to but lower in contrast than the Difference mode.
Blending with white inverts the base color values. Blending with black produces
no change.

« Hard Light

Multiplies or screens the colors, depending on the blend color. The effect is
similar to shining a harsh spotlight on the image.

« Lighten

Looks at the color information in each channel and selects the base or blend
color--whichever is lighter--as the result color. Pixels darker than the blend
color are replaced, and pixels lighter than the blend color do not change.

¢ Linear Light

Burns or dodges the colors by decreasing or increasing the brightness,
depending on the blend color. If the blend color (light source) is lighter than
50% gray, the image is lightened by increasing the brightness. If the blend
color is darker than 50% gray, the image is darkened by decreasing the
brightness.

¢ Multiply

Looks at the color information in each channel and multiplies the base color by

the blend color. The result color is always a darker color. Multiplying any color
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with black produces black. Multiplying any color with white leaves the color
unchanged. When you're painting with a color other than black or white,
successive strokes with a painting tool produce progressively darker colors. The
effect is similar to drawing on the image with multiple magic markers.

e Overlay

Multiplies or screens the colors, depending on the base color. Patterns or colors
overlay the existing pixels while preserving the highlights and shadows of the
base color. The base color is not replaced but is mixed with the blend color to
reflect the lightness or darkness of the original color.

o Pin Light

Replaces the colors, depending on the blend color. If the blend color (light
source) is lighter than 50% gray, pixels darker than the blend color are replaced,
and pixels lighter than the blend color do not change. If the blend color is darker
than 50% gray, pixels lighter than the blend color are replaced, and

pixels darker than the blend color do not change. This is useful for adding
special effects to an image.

e Screen

Looks at each channel's color information and multiplies the inverse of the blend
and base colors. The result color is always a lighter color. Screening with black
leaves the color unchanged. Screening with white produces white. The effect is
similar to projecting multiple photographic slides on top of each other.

« Soft Light

Darkens or lightens the colors, depending on the blend color. The effect is
similar to shining a diffused spotlight on the image.

Specifying opacity or flow
You can specify opacity or flow for the following tools:

e Opacity specifies the maximum amount of paint coverage applied by the
brush, pencil, clone stamp, and paint bucket tools.
o Flow specifies how quickly paint is applied by the brush tool.

To specify opacity or flow

Enter a value, or drag the slider for Opacity or Flow in the Options palette.

94





Opacity or flow can range from 1% to 100%. For transparent paint or a weak
effect, specify a low percentage value; for more opaque paint or a strong effect,
specify a high value.

2. Using the eyedropper tool

The eyedropper tool samples color to designate a new foreground or
background color. You can sample from the active image. You can also specify
the area sampled by the eyedropper tool. For example, you can set the
eyedropper to sample the color values of a 3-by-3-pixel area under the pointer.

To sample color with the eyedropper tool:

e Select the eyedropper tool # from the Toolbox.
« In the Options palette, choose an option from the Sample Size menu.

Note: 3 by 3 Average or 5 by 5 Average to read the average value of the
specified nhumber of pixels within the area you click.

e Click the area containing the color you want to copy.
3. Using the brush tool

Image Editor provides the brush tool to let you paint with the current foreground
color.

¢ Select the Brush tool & from the Toolbox.
e Do one of the following in the Options palette:

s Click the triangle next to Brush, and set brush options: Diameter to
control the size of the brush. Hardness to control the size of the brush's
hard center

= Specify a blending mode(See Selecting a blending mode)

= Specify an opacity and a flow rate (See Specifying opacity or flow)

¢ Drag the image to paint.

4, Using the paint bucket tool

The paint bucket tool fills adjacent pixels that are similar in color value to the
pixels you click.

e Select the Brush tool & from the Toolbox.

e Do one of the following in the Options palette:
m  Specify a blending mode(See Selecting a blending mode)
m Specify an opacity (See Specifying opacity or flow)
m  Specify a tolerance
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Note: The tolerance defines how similar in color a pixel must be to be filled.
Values can range from 0 to 255. A low tolerance fills pixels within a range of
color values very similar to the pixel you click. A high tolerance fills pixels
within a broader range.

e Click the part of the image you want to fill.

5. Using the dodge tool

The dodge tool is used to lighten areas of the image.
To use the dodge tool:

e Select the dodge tool e
e Do the following in the options palette:
»  Set brush options: Diameter to control the size of the brush. (See Using
the brush tool)
s Select what to change in the image: Shadows to change the dark areas;
Highlights to change the light areas.
o Drag over the part of the image you want to modify.

6. Using the burn tool
The burn tool is used to darken areas of the image.
To use the burn tool:

e Select the burn tool €,
e« Do the following in the options palette:
= Set brush options: Diameter to control the size of the brush. Hardness
to control the size of the brush's hard center (See Using the brush tool)
= Select what to change in the image: Shadows to change the dark areas;
Highlights to change the light areas.
¢ Drag over the part of the image you want to modify.

7. Using the eraser tool

e Select the Eraser tool & from the Toolbox.
e Do one of the following in the Options palette:

s Click the triangle next to Brush, and set brush options

= Specify an opacity and a flow rate (See Specifying opacity or flow).
o Drag the pointer over the area you want to erase.

8. Choosing foreground and background colors
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You can use the Color Picker to select the foreground or background color by
choosing from a color spectrum or by defining colors numerically.

You can designate a new foreground or background color using the eyedropper
tool, the Color palette, or the Color Picker. (See Using the eyedropper tool and
Using the color palette)

The default foreground color is black, and the default background color is white.
To display the Color Picker:
Do one of the following:

e Click the foreground or background color selection box in the Toolbox.
e Click the active color selection box in the Color palette.

Flipping, Repairing and Cloning

o Flipping entire images
e Using the healing brush tool
e Using the clone stamp tool

1. Flipping entire images

e In the Toolbox, click = or # to flip the entire image horizontally or
vertically.

« To flip the image you select, click Rectangle tool or Lasso tool to select an
area, and click Flip tool sor#.

2. Using the spot healing brush tool

The spot healing brush tool effortlessly removes dust, scratches, blemishes, and
other flaws and automatically preserves the shading, lighting, and texture of the
original image.

To use the healing brush tool:

e Select the spot healing brush tool .
e Do the following in the options palette:
s Specify the diameter option to control the size of the brush.
s Specify the roundness option to control the ratio between the brush's
short and long axes.
e Press down Alt key and click an area to define a source to repair.

3. Using the clone stamp tool
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The clone stamp tool takes a sample of an image, which you can then apply over
another image or part of the same image. Each stroke of the tool paints on more
of the sample.

To use the clone stamp tool:

e Select the clone stamp tool<.
o Do one of the following in the Options palette:
= Click the triangle button next to Brush in the Options palette, and set
brush options: Diameter to control the size of the brush. Hardness to
control the size of the brush's hard center
= Specify a blending mode(See Selecting a blending mode)
= Specify opacity and a flow rate (See Specifying opacity or flow).
e Drag in the image.

Using Filters

1. On the menu bar, select the Filters menu.
2. Select an item from the drop-down menu to add an effect to the image.

Using the Function Palette

Most tools have options that are displayed in the tool options palette. The
options bar changes as different tools are selected. Some settings in the options
bar are common to several tools, and some are specific to one tool.

You can move the options bar anywhere in the work area.
To display the tool options palette:

Choose View > Image Toolbar > Function.

Function

Flow: 1 1wo = %
Opadty: 1 w0 = =%
Mode: Mormal -
Brush: -

Brush Function palette

To move the options bar:
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Drag the options bar by its title bar.

Using the Layer Palette

The Layers palette lets you set layer opacity, fill layers and choose a blending
mode.

Layer

Fill: 1 100 * %
Opacity: 1 100 2%
Mode: Mormal -
Layer palette

Displaying the Layer palette
Choose View > Image Toolbar > Layer.
Setting layer opacity

A layer's opacity determines to what degree it obscures or reveals the layer
beneath it. A layer with 1% opacity appears nearly transparent, while one with
100% opacity appears completely opaque.

To specify opacity for a layer

1. Select a layer or layer set in the Layers palette.
2. Inthe Layer palette, enter a value in the Opacity text box or drag the Opacity
slider.

Using the Color Palette

The Color palette displays the color values for the current foreground and
background colors. Using the sliders in the Color palette, you can edit the
foreground and background colors according to several different color models.

Note: Image Editor uses RGB mode to work with images.
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To display the Color palette:
Choose View > Image Toolbar > Color.
To select the foreground or background color:

1. To edit the foreground or background color, make sure that its color selection
box is active (outlined in black). To make the foreground or background color
selection box active, click the box.

2. Do one of the following:

e Drag the color sliders. By default, the slider colors change as you drag.
e Enter values next to the color sliders.

Using the Histogram Palette

A histogram can tell you whether or not your image has been properly exposed,
whether the lighting is harsh or flat, and what adjustments will work best. This
can show you whether the image contains enough detail in the shadows (shown
in the left part of the histogram), midtones (shown in the middle),
and highlights (shown in the right part) to make a good correction.

Shadows Midtones Highlights

Pixel Number

0 255

Example Histogram

To display the histogram for an image:

Choose View > Image Toolbar > Histogram.
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Quit Image Editor

1. Click the Close button on the upper right corner of the Image Editor
window.

2. You get a confirmation message asking you whether you want to save the
modified image to the PDF file. Click Yes to save the changes to the PDF file,
click No to abort the changes on the image and return to the Main window;
click Cancel to continue working in the Image Editor window.
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Chapter 7 - Working on Graphics
Objects

A graphics object is an arbitrary shape made of straight lines, rectangles, and
cubic curves. A path may contain multiple sub-paths (or path segments). A path
object can be painted (filled and stroked), and the unpainted (“invisible”) path
objects are sometimes used as placeholders or to denote text bounds.

Setting Graphics Options

Before inserting graphics, you might like to preset some options so that you can
easily insert graphics with your personalized preferences.

To set graphics options, do the following:

e Select Edit > Options from the menu bar, or press Alt + O keyboard.

« In the pop-up Options dialog box, click Graphics.

« In the Graphics tab, change the values to suit your preferences.

e After you are done, click the Ok button. Click Restore Default button to
leave settings unchanged.

Note: After you exit the program, all the changes are restored to default.

Selecting Graphics Mode

Before modifying graphics objects, you can select to work in a graphics state, so
that you can easily and solely interact with those graphics objects without
affecting any other type of objects.

To select graphics state, do one of the following:
1. Select Path from the drop down list of Choose Selected Objects’ Type Ly
in the Menu Bar.

2. Select Edit > Options. In the pop-up dialog box, select the Other tab, and
check “Path only” under Objects Selection Mode.
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Inserting New Graphic Objects

With Advanced Editor, you can swiftly insert graphic objects by a simple and
useful Graphic Editor.

To insert graph objects, do the following:

1. Locate the page where you want to insert the image in your document, and
then do one of the following:
B Point to the Object toolbar, and click the Add Graphics Objects

button IE:

B Select Object > Add Graphics on the Menu bar
B Use keyboard shortcut CTR+R

2. Your current Document window is switched to the Graphics Editor window
(see example 2)

3. Select one of path tools, and draw in the place where you want to insert the
graphics (see example 3)

4. After you are done, click the Save button Iﬁl to exit and get back to the
Document window.

5. You are back to the Document window, and the graphic object is inserted
(see example 4). You can adjust its size by dragging the sizing handles, or
change its fill/stroke color.

Example 1: Current Document Window

UE_ Foxit PhantomPDF Advanced Editor - [3BigPreview.pd
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Example 2: Graphics Editor Window

103





Fle Edit Object Document View Fiter Window Help

AoEH=E 0 66 /O~ L«Hﬂ\u

>

Spozt Color CMY|
PanFanoss G .
PanCosted |
PanUncoat - & .
oc I Y
e [ « ]
Focalzone I:I
Trumatch : RG|
Hexachrome - R .

Spot G .
Blend B .
‘ P\ NN A A

T B © © | O show Comments  115.00% ~ ) —U G |

RGB Image

1

CMYK Image

Photoshop Layer Mask

a0 T1 - € CEE€ECEEEERE
bC TT - €ce€cceeccee Stroked Text
bCTI - €€€€€E€€EcEE :

| File Edit Object Document View Fiter Window Help - & X

MuW& o0 06 /OcoQ2~0&kCRIKR S

Spozt Color MY
Panfanose | G .
PanCosted

o
PanUncoat -

RGB Image CMYK Image

Photoshop Layer Mask

a0 T1 - E€€ €€ EE EECEE 5 z
PCTT - €€€€ecEcecee Stroked Text 2
PCT1 - €€e€eceEecee 5
R} 33
< [ 0 | >
i/1 He e ‘ [] show Comments  115.00% ~(=) — ) |

Example 4: Inserted graphlc in the Document wmdow

=/ Fle Edit Object Document View Fiter Window Help

fﬁ’juiﬂ\@\e YBRaN~» 00 800e|dl
ﬁ =R ‘Lé L “ \_pM\*\‘ﬂI—I
BE /- NER @2 S35 -

-

RGB Image CMYK Image m m__ SpotColor L] CMYK Color Gray|=
4

PanPa ;

PanCoated : :
|
|
[ |
|
[ |

Photoshop Layer Mask -
Ti - E€€€EEEEEEEE 55 IfnEgz2 T, |
- €€e€EcEcccee Stroked Text 25 85Ty I |
Tl - £c€eccececee E - 8
< [ »
51/ 1 [-] & | [ show comments  100% -= 0 (&

[l
L

104





Changing Graphics Properties

To alter line width

1. Click the graphics you want to change in your page (see example 1).
2. In the Path Properties tab, click the value field next to Line Width.
3. Input the value you want, and click any other place to change.

See also: Line Width in Path Properties.

Example:
Frmm‘ ntomPDF Advanced Editor - [38i i Editor - [38igPreviev =il
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Line Width value at 1
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To alter miter limit

1. Click the graphics you want to change in your page.
2. In the Path Properties tab, click the value field next to Miter Limit.
3. Input the value you want, and click any other place to change.

See also: Miter Limit in Path Properties.

To alter line cap style

1. Click the graphics you want to change in your page.

2. In the Path Properties tab, drop down the combo box next to Line Cap
Style.

3. Select a style you want.

See also: Line Cap Style in Path Properties.

To alter line join style

1. Click the graphics you want to change in your page.

2. In the Path Properties tab, drop down the combo box next to Line Join
Style.

3. Select a style you want.

See also: Line Join Style in Path Properties.

To alter line dash pattern

You can change the line to be a dashed or a solid pattern.

1. Click the graphics you want to change in your page (see example 1).

2. In the Path Properties tab, click the Dash value field, and click the edit
button ] next to it (see example 2).

3. In the Edit box, input any negative numbers in the Dash Count, and
change the Array value according to your preference (see example 3).

4. Click any other place for the change to take effect.

5. If you do not want a dashed line, input *0” in the Dash Count.

Example:

@ Here, we click a round rectangle in

the Document window
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To fill/stroke graphics color in RGB/CMYK

1. Click the graphics object you want to fill/stroke in your page.
2. In the Path Properties tab, click the text field next to Fill Color/Stroke
Color.
3. Click the == button on the right to view current value.
4. Click the Edit button [-*lon the right, drag the color bar match the color.
5. After you done, click the button to make the change.
CMYK
RGB
C ] 100 = %
: 0 - 9%
.R-D - - 0 100 » %
G [I 0 < |5
- Y 0 100 * %
7 : :
B 0 i K ] 100 * %
A 0 100 - % A ] 100 = %
RGB Fill/Stroke Color Box CMYK Fill/Stroke Color Box

See Also: Setting Default Color for Objects

To change the fill type for graphics fill color
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There are three different fill types to use, and Advanced Editor takes No Fill as a
default setting. If you find the text you selected cannot be filled, you must
change the fill type to Alternate or Winding type.

To change the fill type, do the following:

e Click the Path Properties tab in the Properties pane.
o Drop down the Fill Type box; and select a style of fill types.
e After you are done, click any other place for the changes to take effect.

See Also: Fill type in Path Properties.

To change the stroke type for graphics stroke color

Advanced Editor takes No Stroke as a default setting. If you find the text you
selected cannot be stroked, you must change the stroke type to Yes.

To change the stroke type, do the following:

1. Click the Path Properties tab in the Properties pane.
2. Drop down the Stroke Type box and select Yes.
3. After you are done, click any other place for the changes to take effect.

About the Graphics Editor

As you select to insert a graphic object in the Main window of Advanced Editor,
or double click a graphic object, you will be switched to the Graphics Editor
Window as shown in the following figure:
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< X rq Y D
AAAAAN :
75% > J

Graphics Editor Window
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You can use the Path toolbar to add a line, rectangle, circle, or other shapes and
then you can change and enhance these objects with colors and borders in the
Main window.

When you are drawing a shape, it stays selected until you click elsewhere on the
page and a wireframe with sizing handles appears to let you adjust the size and
shape.

Note: Sizing handles are the small circles or squares that appear at the corners
and sides of a selected object. You drag these handles to change the size of the
object

When drawing a graphic shape, you can press the Ctrl + Z or Ctrl+ Y to undo or
redo your operation. After creating the graphics you intended, click the Save

o
and Exit tool ] on the Path toolbar to go back to the Main window.

Path
/O0<=oQZ U wo kR e«
A B C D E F G H I 1] K L M N

A. Line tool B. Rectangle tool C. Ellipse tool D. Round Rectangle tool E. Polygon
tool F. Polyline tool G. Polybezier tool H. Curve tool 1. Delete tool 3. Fit Window
tool K. Select tool L. Point Select tool M. Exit without Saving tool N. Save and
Exit tool

Note: If you don't see the Path toolbar in the program window, point to the
View menu and then click Path toolbar.

Drawing Graphics

To draw a straight line

1. Point to the Path toolbar and then click the Line tool / .
Click a region in the document where you want to create the drawing and
draw the line.

3. Drag the handles to adjust the line size if necessary.

4. Click outside the shape when you are done to set the line.

To draw a rectangle
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1. Point to the Path toolbar and then click the Rectangle tool - to create a

square-cornered shape, or click the Rounded Rectangle tool = to
create a round-cornered shape.

2. Click a region in the document where you want to create the drawing and
draw a rectangle.

3. Drag the sizing handle diagonally in the direction you want.

To draw an ellipse

1. Point to the Path toolbar and then click the Ellipse tool
2. Drag the pointer to draw the ellipse.
3. Click outside the shape when you are done to set the ellipse.

To draw a polygon, polyline, or polybezier

« Point to the Path toolbar and then click the Polygon tool O, Polyline

z

e« Drag the pointer to draw a straight line.
¢ Click once at each position where you want a new line segment to appear.
o Click outside the shape when you are done to set the shape.

tool , or Polybezier tool ot .

To draw a curved line or a curved shape

Point to the Path toolbar and then click the Curved tool U ;

Draw a straight line by dragging the pointer.

Click once at each position where you want a new line segment to appear.
Click outside the shape when you are done, and then drag the sizing handle
to adjust the curve.

DRWN

Editing Graphics

You can use Image Editor to edit your graphics.

To edit graphics, do the following:
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1. Double -click the image you want to edit in the Document window.

2. You will be switched to the Graphics Editor window.

3. Inthe Graphics Editor window, you can change the shape of the graphics, or
add another graphics object onto it.

v
4. After you are done, click the Save and Exit button =1 to close the
Graphics Editor window and get back to your Document window.

To sketch the shape

1. Point to the Path toolbar and then click the Select tool L'E‘- .
2. Click the object you want to sketch.
3. Drag the sizing handle diagonally, horizontally, or vertically.

To adjust the view

o To fit the view, point to the Path toolbar, and click the Fit Window tool

N L4

e To zoom in/out the view, point to the Path toolbar, and click the zoom

R —

in/out tool
¢ To magnify or reduce the view in a percent degree, point to the Status
bar and drop down the Zoom box, and then select a percent.

To change the graphics

1. Point to the Path toolbar and then click the Select Point tool i L:*- .
2. Click the graphics you want to change the shape of.
3. Drag the handles to change the graphic shape.

To resize the shape

[=Y

. Position the pointer over one of the sizing handles.
2. Drag the sizing handle until the object is the shape and size you want.

e To increase or decrease the size in one or more directions, drag the mouse
away from or toward the center.
« To maintain the object's proportions, drag one of the corner sizing handles.
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To shear the graphics

Point to the Path toolbar and then click the Select tool L'E‘- .
Double-click the graphics you want to shear.

Drag the double arrow == to shear the graphic shape.

Click outside the graphic shape to set the shearing.

A WN -

To rotate the graphics

1. Point to the Path toolbar and then click the Select tool L:‘- .
Double-click the graphics you want to rotate.

3. Drag the rotate handle ¢ on the graphics in the direction you want to
rotate it.

4. Click outside the graphic shape to set the rotation.

To delete the graphics

¢ Point to the Path toolbar and then click the Select tool L'E‘- .
e Click the graphics you want to delete.

e Click Delete tool ﬁ on the path toolbar or press DEL key.

Quit Graphics Editor

1. Click the Close button on the upper right corner of the Graphics Editor
window.

2. You get a confirmation message asking you whether you want to save the
modified graphics to the PDF file. Click Yes to save the changes to the PDF
file, click No to abort the changes on the graphics and return to the Main
window; click Cancel to continue working in the Graphics Editor window.
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Chapter 8 — Working on Shading
Objects

A shading starts at a certain point on the page with a given color and ends at a
second point with different colors. Shading is used for many purposes like
shadows, three dimensional appearances or simply to make a nice background
for a diagram.

A shading object has a smooth transition between colors across an area, and
Advanced Editor offers linear and radial gradients for users to choose.

Selecting Shading Mode

To modify shading objects, you can select to work in a shading state, so that you
can easily and solely interact with those shading objects without affecting any
other type of objects.

To select shading state, do one of the following:
1. Select Shading from the drop down list of Choose Selected Objects’ Type

Ly in the Menu Bar.
2. Select Edit > Options. In the pop-up dialog box, select the Other tab, and
check “Shading only” under Objects Selection Mode.

Inserting New Shading

With Advanced Editor, you can insert shading objects easily, just do the
following:

1. Locate the page where you want to insert the shading objects in your PDF
document;

2. From the Insert Object toolbar, click Add Shading Objects button s , or
select Object > Add Shading Objects on the Menu bar.

3. Your current Document window will be switched to the Shading Editor
window.

4. Select a tool from the Path Toolbar to draw a path anywhere within the
current page.

5. Select one shading color from the Select Shading Style which box popped up
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in Shading Editor Window.

6. Select Linear B or Radial l—l gradient, and drag mouse to draw a line
within the path area or anywhere in the current page of PDF document, so
that finish inserting new shading object.

7. Edit colors to a shading, such as clicking underneath the preview bar to add
colors, and clicking and dragging to move the colors and change the shading
effect.

8. Click the Save button |£| to save and exit to get back to the Document
window.

Foxit PhantomPDF Advanced Editor - [3BigPreview.pdfl

i] Fle Edit Object Document View Fiter Window Help _8x

#oW 2 0 e 6|1y [——— Linear and Raf
/O0=2002| <04 o kG e |
Path Toolbar Select Shading Style

Preset

ial gradients

&

Shading Object

Preview bar

color: [l location: 0.00 %

About the Shading Editor

As you select to add a shading object in the Main window of Advanced Editor, or
double click a shading object, you will be switched to the Shading Editor
window.

114





Foxit PhantomPDF Advanced Editor - [3BigPreview.pdf]
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Shading Object

Advanced Editor offers linear and radial gradients for users to choose. After
drawing a path, you can select one shading color from the Select Shading Style

E O

box and choose Linear or Radial gradients from Shading Object.

Path Toolbar

Select a tool from the Path Toolbar to draw a path anywhere within the current
page, like adding a rectangle, circle, etc.

Note: More information about drawing path, please see Drawing Graphics.

Path =

/O0=20QZ ~UlgQ kAR e M

Select Shading Style

Select Shading Style box will be popped up while switching to Shading Editor
window. Here you can preset and edit the shading color.
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Select Shading Style @

Preset

.
o

—

Edit

color: [l location: 0.00 %%

You can select the different shading colors from the Preset box, and to preview
the shading effect of the path you drew in the current document page, please do
one of the following:

e If you check Apply option (] apply , you can automatically preview the
shading effect of the path after choosing one shading color.

e If you don’t check Apply option, you should click Apply button

after selecting one shading color to preview the shading effect.

After presetting shading color, you can also edit the shading color, like add new
colors, delete existed colors, etc.

Move colors

Each color can be moved by clicking and dragging.

—— E——

Change colors to a shading

Double click one color, and select the color you like in the Color dialog box. Also,

you can click the small square box Celor: M 2nd choose one color you like.
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Add colors to a shading

Select one color you like at first and click underneath the preview bar. There will
be new colors added to a shading.

Delete colors to a shading

Click one color you want to delete, and click Delete button . Also, you

can move it away from the preview bar, the color will be removed from shading.

Drawing New Shading

Linear shading

Linear shading defines a field of color that varies along the line between the
start and end coordinates and extends infinitely away from the line. Linear is
just one form of interpolation that can be used to define the gradient fill of the
shading.

In the Shading Editor window, select a tool from the Path Toolbar to draw a path,

= on the Tool Bar and select one shading color in the Select
Shading Style box. Now you can drag the mouse to draw a line within the path
area or anywhere in the current page of PDF document.

and select Linear

Note: More information about drawing path, please see Drawing Graphics.
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For linear shading, the start —1—Shading Area
and end point are shown,
connected by a line. The Start Poill
transition from one color to
another varies linearly
along the line. The color
gradient begins at the start
point and finishes at the end
point.

End Point

You can drag either start or end point to move it individually, or drag the line to
move them both at the same time. This moving will change the shading effect.
Compare with Shading 1, Shading 2 is dragging the start point to move, Shading
3 is dragging the end point to move, and Shading 4 is dragging the line to move.

A

Shading 1 Shading 2 Shading 3 Shading 4

Select one shading color from the Select Shading Style to preset, and you can
edit shading color on the preview bar.

To preset different shading colors

You can select the different shading colors from the Preset box, and to preview
the shading effect in the shading area.
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To edit shading colors
You can add new colors, delete existed colors, or move any colors.
Compare with shading 1, Shading 2 is dragging the color to move and changing

the shading color order, Shading 3 is adding new colors, and Shading 4 is
deleting the existed colors.

44l

Note: For more information about presetting and editing shading colors, please
see Select Shading Style.

Radial shading

Radial shading defines a color gradient fill between two circles or cylinders. This
method is most commonly used to produce the visual effect of a
three-dimensional sphere or cone. Radial shading is accomplished by
one-dimensional interpolation along the radius of the circle, form the center of
the circle outward. The resulting path can be either circular or elliptical.

In the Shading Editor window, select a tool from the Path Toolbar to draw a path,

Ed

Shading Style dialog box. Now you can drag the mouse to draw a line within the
path area or anywhere in the current page of PDF document.

and select Radial on the Tool Bar and select one shading color in the Select

Note: More information about drawing path, please see Drawing Graphics.
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For radial shading, both the
inner and outer circle is
shown, together with their
centers. When first creating
Radial shading, the centers
are exactly on top of each
other, and the inner circle
has no radius.

Inner Circle

Inner Circle Center

Outer Circle Center

—Outer Circle

Shading Area

To bring out the inner circle

When first creating radial shading, the inner circle has no radius; you really just
see one circle. To bring out the inner circle and let its radius be greater than zero,
first dissociate the circles’ centers by dragging the center point, then click and
drag the inner circle’s center point to bring out the inner circle you like.

To move one of the circles

To move one of the circles individually, click and drag the center point of the
circle you wish to move.

Compare with Shading 1, Shading 2 is dragging the inner circle’s center, and
Shading 3 is dragging the outer circle’s center.
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L1 LB

Shading 1 Shading 2 Shading 3
To move both circles

To move both inner circles and outer circles at the same time, just click and drag
the line which connects the two circles’ centers.

an

To resize the circles

To resize one of the circles, click and drag the circumference of the circle.
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Editing a Shading

To edit an existed shading in the Shading Editor window, just do the following:
1. Double-click the shading you want to edit in the Document window, or select

the shading object and click Edit Object button E in the Menu Bar.

2. You will be switched to the Shading Editor window.

3. Inthe Shading Editor window, you can change the shape of the shading area
and edit the shading colors.

4. After done, click the Save and Exit button Iﬁl to close the Shading Editor
window and get back to your Document window.

To sketch the shading objects

Click the Select tool L} and drag the sizing handle = diagonally, horizontally,
and vertically to sketch the shading objects.

To adjust the shading objects’ shape

Click the Select Point tool ‘)[E and drag the handles to change the shading
area’s shape.
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Note: There are four kinds of sizing handles, included yellow O, green B, blue
® and red ® small square.

e The yellow small square is the start point of the path.

e The green one is the center point fo the path, click and drag it to move the
whole path.

e The blue one is to pull the endpoint which connects two curves.

e The red one will be shown if there are curves in the path, and it is to adjust
the curve which is conneted by two blue squares, and the bule squares are
adjacent to the red small square.

To edit the shading colors

Click one shading color to preset in the Select Shading Style, or edit colors on
the preview bar.

More information of editing shading colors, please see Select Shading Style.

To rotate the shading objects

e Click the Select tool L@ and then double-click the path you want to
rotate.

e Drag the handle ™ around the path to rotate the shading object.

e When finished, click outside the path shape to set the rotation.

e« Also, you can change the Rotate values E in the Properties

Pane in the Document window.

' 4> )

N s Py

To shear the shading objects

e Click the Select tool L‘§ and then double-click the path you want to shear.
¢ Drag the handle == around the path to shear the shading object.
« When finished, click outside the path shape to set the shearing.
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Also, you can change the Shear values E in the Properties

Pane in the Document window.

Quit Shading Editor window

To quit the Shading Editor window, just do the following:

Click the Close button * on the upper right corner of the Shading Editor

window.

You get a confirmation message asking you whether you want to save the

modified shading to the PDF file. Click Yes to save the changes to the PDF file;
click No to abort the changes on the shading and return to the Main window;

click Cancel to continue working in the Shading Editor window.

Also, you can click Exit without save button on the Menu bar, if you just

want to exit and return to the Document window without saving any
changes to the PDF file

About shading properties

In the Document window, you can check the shading properties and modify the
related values in the Properties Pane.

Extend is an optional array of two Boolean values that specify whether or not to
extend the start and end colors past the start and endpoints, respectively. The
default value for each element of the array is true.

If the Extend Boolean values are true, the field may also extend infinitely far
along the line, past either or both endpoints, using the constant color of that
endpoint.

If the Extend Boolean values are false, the field may stop extending past
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either or both endpoints, using the constant color of that endpoint.

Setting the Extend values to “true” will extend the gradient fill towards the
drawing direction with the color where it leaves off or starts.

e Inthe shading object with “true true” Extend values, the start and end color
will separately extend to the fields past the start and end points.

e In the shading object with “false false” Extend values, the start and end
color will stop extending to the fields past the start and end points.

e In the shading object with “true false” Extend values, the start color will
extend to the field past the start point, and the end color will stop extending
the field past the end point.

e In the shading object with “false true” Extend values, the start color will
stop extending to the field past the start point, and the end color will extend
the field past the end point.

true true true false

true true

true true true false false true false false
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Keyboard Shortcuts

There are number of keyboard shortcuts that you can use to speed up your
navigation within the Foxit PhantomPDF. You can both use the default keyboard
shortcuts and customize your own shortcuts.

Zoom out Alt + -

Zoom in Alt + +

Set to background Alt+ 1

Set to foreground Alt + 2

Go to a specified page Ctrl + G

Load image Ctrl +1I

Insert Text Ctrl + T

Insert Graphics Ctrl + R

Modify Object Ctrl + M

Optimize Alt + M

Import Font Alt + 1

First page At + T

Next page Alt +N

Previous page Alt+ P

Last Page Alt + L

Undo Ctrl +Z

Redo Ctrl +Y

Delete Selected object Delete

Page Delete Alt + Del

Move one point up , down, left, right arrows

Move ten point Ctrl +( up , down, left, right
arrows)

File top Home

File End End

Select All Ctrl + A

Copy Ctrl + C

Paste Ctrl + Vv

Cut Ctrl + X

New File Ctrl + N

File Print Ctrl + P

File Open Ctrl + O

Set Options Alt+ O

Saving and exiting the in-place editing mode | ESC

Fill a selection with the foreground color Alt + Delete

Fill a selection with the background color Ctrl + Delete

Deselect a selection Ctrl + D
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Properties Ctrl + Alt+ P
Save Ctrl + S
Optimize and Save As Alt+ S
Search Ctrl + F
Bookmark Ctrl + Alt+ B
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Contact Us

Feel free to contact us should you need any information or have any problems
with our products. We are always here, ready to serve you better.

o Office Address:
Foxit® Corporation
42840 Christy Street. Suite 201
Fremont CA 94538
USA

e Mailing Address:
Foxit® Corporation
42840 Christy Street. Suite 201
Fremont CA 94538
USA

e Sales:
1-866-680-3668 (24/7)

e Support:
1-866-MYFOXIT or 1-866-693-6948 (24/7)

e Fax:
1-510-405-9288

o Website:
www. foxitsoftware.com

e E-mail:
Sales and Information - sales@foxitsoftware.com
Technical Support - support@foxitsoftware.com

Marketing Service - marketing@foxitsoftware.com
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Undo and Redo

When making quick adjustments to your document, you may want to undo or redo the most
recent action performed. You can undo and redo up to 10,000 actions in Foxit PhantomPDF.

Undo your last action

® (Click Undo ) on the Quick Access toolbar of Foxit PhantomPDF window.

®  Press Ctrl +Z.
Note: Some actions can’t be undone, such as clicking any command on the File menu. If you can’t

undo an action, the Undo command will be grayed out

Redo actions

®*  (Click Redo Oon the Quick Access toolbar of Foxit PhantomPDF window.

4 Press Shift + Ctrl + Z.

Header & Footer, Watermark & Background to PDFs

Add Header/Footer, Watermark/Background to PDFs with Text, image and PDF, making your PDFs
more professional and help you to easily view, navigate watermark and place marks on
documents.

Header & Footer
<~ To add a new header & footer, please do the following:

1. Choose ORGANIZE > Page Marks > Header &Footer > Add.
2. Edit the text of header & footer in the “Add Headers and Footers” dialogue box.
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Add Headers and Footers M

Saved Settings: |[None specified] « Delete Save Setfings...

Font Margin (Inches)

Nl Hll 7apfDingbats - Size: 9 - D Top: 0.5 = Bottom: 0.5 =
Appearance Options... Left: 1 id Right: 1 =
Left Header Text Center Header Text Right Header Text
- - -

Left Footer Text Center Footer Text Right Footer Text
Showr Preview Insert Page Number] [ Insert Date Page number and date format Page Range Options...

Preview

Preview Page: 1 =

oK ] [ Cancel

Add Headers and Footers Dialog Box
Click Save Settings at the top of the dialog box to save the current settings as a profile which
can be applied directly to future documents.

Click OK to activate the operation.

To update the header & footer, please do the following:

1. Choose ORGANIZE > Page Marks > Header &Footer > Update.

2. Update the content in the “Update Headers and Footers” dialogue box.
3. Click OK to activate it.
<~ To remove the header & footer, please do the following:
Choose ORGANIZE > Page Marks >Header &Footer > Remove.
2. Click “Yes” in the pop-up message box.
Background

<~ To add a new background, please do the following:
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1. Choose ORGANIZE > Page Marks >Background > Add.

2.

Edit the background in the “Add Background” dialogue box.

User Manual

*  Choose one color as the background, or add the file from your computer via clicking

the browse button. If the file has many pages, you can select one of them.

* Set the appearance by choosing the rotation degree, the opacity. You also can choose

to make the scale relative to target page or not. Click “Appearance Options” to set

when to display the background.

e  Set the vertical and horizontal distance between the target page and the background.

*  Choose the page range to play the background. You can select all pages or specify the

page range, or choose even pages or odd pages via clicking the right items in the

subset list.

*  Check or uncheck the Show Preview option to preview the changes or not.

Add Background

X

Saved Settings: |[None specified] « Delete Save Settings...

Source

@ From color D

) File Browse

Page Number: |1 = Absolute Scale: | 100%

Appearance

Rotation: = =

Opacity: 0 100%

Scale relative to target page 100% =

Appearance Opfions...

Position

Vertical Distance: 0 2 IInches v‘ from ICenter

Horizontal Distance: 0 z IInches v‘ fram ICenter

Page Range Options...

[C1show Preview 0K ] I Cancel

Click Save Settings at the top of the dialog box to save the current settings as a profile which

can be applied directly to future documents.
Click OK to activate it.

To update the background, please do the following:

Choose ORGANIZE > Page Marks > Background > Update.
Update the content in the “Update Background” dialogue box.
Click OK to activate it.
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<> To remove the background, please do the following:

1. Choose ORGANIZE > Page Marks > Background > Remove.
2. Click “Yes” in the pop-up message box.
Watermark

<> To add a new watermark, please do the following:

1.
2.

Choose ORGANIZE > Page Marks > Watermark > Add.
Edit the watermark in the “Add Watermark” dialogue box.

* Input the text as the background and choose the font, size and the color, or add the file
from your computer via clicking the browser button. If the file has many pages, you can
select one of them.

* Set the appearance by choosing the rotation degree, the opacity. You also can choose
to make the scale relative to target page or not. Click “Appearance Options” to set
when to display the watermark.

» If you choose the “appear behind page”, the page content will obstruct your view
of some part of the watermark.

» If you choose the “appear on the top of page”, the watermark will cover some
content, but you can adjust it via setting the opacity of the watermark.

*  Set the vertical and horizontal distance between the target page and the watermark.

*  Choose the page range to play the watermark. You can select all pages or specify the
page range, or choose even pages or odd pages via clicking the right items in the
subset list.

*  Check or uncheck the Show Preview option to preview the changes or not.
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Add Watermark ﬁ

Saved Settings: |[None specified] - Delete Save Settings...

Source

@ Text:

Font:  Helvetica ~ Size: - E\

| _) File: Browse
Page Mumber: | 1 : Absolute Scale: | 100%
Appearance
Rotation: (45" @ MNone 71 45° ) Custom 0= =
Opacity: ft 50% (=

Scale relative to target page 50% =

Location: () Appear behind page @ Appear on top of page
Appearance Opfions...

Position
Vertical Distance: 0 5 [Inches v] from [Center v]
Horizontal Distance: 0 o [Inches v] from [Center v]

Page Range Options...

[C1show Preview 0K ] ’ Cancel

3. Click Save Settings at the top of the dialog box to save your current settings as a profile
which can be applied to other documents directly next time.
4. Click OK to activate it.

<- To update the watermark, please do the following:

Choose ORGANIZE > Page Marks > Watermark > Update.
Update the content in the “Update Watermark” dialogue box.
Click OK to activate it.

<> To remove the watermark, please do the following:

Choose ORGANIZE >Page Marks >Watermark > Remove.
2. Click “Yes” in the pop-up message box.

Bates Numbering

What’s Bates Number?

Bates numbering is used in the legal, medical, and business fields to place identifying numbers
and/or date/time-marks on images and documents. These numbers may be solely numeric or
may contain a combination of letters and numbers. It is a unique serial number attached to every
page of a document collected and is also a method of indexing legal documents for easy
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identification and retrieval.

Add Bates Number

Choose ORGANIZE > Page Marks > Bates Numbering> Add.

2. In the “Add Bates Numbering” dialog box, add the files, folders or opened files by clicking
Add Files, Add Folders or Add Open Files. In the files list, you can change the order by
clicking Move Up or Move Down and delete a file by clicking Remove.

g al
Add Bates Numbering Iﬂ
Add Files...

Arrange Your Files

Name Location Size Modified

Move Up Move Down Remove

Output Options... oK

3. Click Output Options. Here, you can set the target output folder, name the file and create
the log file in the dialogue box. Click OK to exit the box after completing these settings.

4. Click OK and a dialog box to add Headers and Footers will pop up for you to insert Bates
Number on the PDF documents.

T P———
Add Headers and Footers - M

Saved Settings: |[MNone specified] = Delete Save Settings...

Font Margin (Inches)
Name: - seeo -~ [l Top: 0.5 Bottom: 05 %

Appearance Options... Left: 1 - Right: 1 -

Left Header Text Center Header Text Right Header Text

Left Footer Text Center Footer Text Right Footer Text

] show Preview [ Insert Bates Number... ] l Insert Date Page number and date format Page Range Options...

OK ] [ Cancel

71



Foxit PhantomPDF
User Manual
¢ Click Insert Bates Number...
« Another dialog box will appear for setting the number of digits used, the start number,
and the prefix/suffix, if needed. Click OK to finalize the setting.

[ Bates NMumbering Options Lﬁﬁ
Nurmber of Digits: © =
Start Mumber: 1 =
Prefi:
Suffie:
oK l | Cancel

+ Click OK button.
Remove Bates Number

Choose ORGANIZE > Page Marks > Bates Numbering > Remove.

Adding Logical Page Number

If your PDF file contains front matter like document cover and copyright page, the page numbers
on the document pages (i.e. printed page number) may not start from the document cover but
from the body pages. You may need to synchronize the page numbers displayed below the page
thumbnails (i.e. logical page number) with printed page numbers. Foxit PhantomPDF enables
users to add logical page numbers to meet different needs.

To add custom logical page number, please do as below:

1. Click ORGANIZE > Page Marks tab > Edit Page Numbering . Or right-click a page

thumbnail and select Edit Page Numbering....

2. Inthe Page Numbering dialog box, specify a range of pages you want to number and set the
style of page number and the number you want to start at. You can also add a prefix to the
number, like adding a letter “P” before the number. You can preview the result viewing the
Sample at the bottom of the dialog box.

3. If you need to continue the numbering sequence from previous pages without interruption,
please check Extend numbering used in preceding section to selected pages.

4. Click OK to finish.
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Page Numbering |

Pages
O oAl
) Selected

@) From: 2 To: 9 of 9

Numbering |

@ Begin new section

Style: [1,2,3, ... -
|

Prefe: P

Start: 1]

() Extend numbering used in preceding section to selected pages

Sammple: P1,P2,P3,...

l DK l [ Cancel

Page Numbering dialog box

Links

This function helps you to lead the readers to related articles, references, or the intended web
page.

Generally speaking, there are three options of links for you: rectangle link tool & Link ,

]
Weblinks {:3 and Bookmark il in Foxit PhantomPDF.

Rectangle Link

Add a rectangle link
Rectangle Link tool enables you to add a link with the shape of rectangle on the PDFs.

To add a rectangle link, please do the following:

. Choose EDIT > Links > Linkgg':"m Link .

*  Position the cursor on the place you want to add the link, hold and drag your mouse button

to draw a rectangle.

Tip: To draw a square link, press Shift key when you hold and drag your mouse button.
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*  Pops up Create Link dialog box. Specify the appearance and destination of the link.

. Appearance

A. Thickness — the thickness of the four sides of the rectangle. The higher of the value, the
thicker of the sides. You can choose the thickness from 0-12, while the default is 1.

B. Border Style — the style of the rectangle’s border. There are three types of the border
styles:

Solid: the border is solid, but not hollowed out.

Dashed: the border is drawn as a dashed line.

Underline: the sides are visible except the underline.

Solid Style Dashed Style Underline Style
Three types of border style

C. Highlight - the effect when you click the rectangle link. There are four types of the
highlighting effects:

None: doesn’t change the appearance of the link.
Invert: changes the link’s color to its opposite.
Outline: changes the link’s outline color to its opposite.

Inset: creates the appearance of an embossed rectangle.

_ |

None Invert Outline Inset

Four types of highlight

D. Color - the border color of the rectangle. Click the color button to choose any colors you
like, or you may choose Other Color to add a customized color. The default color is red.
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<]
EEN
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other color

[

Choose the color

. Destination

The destination refers to any point or location, for example, a web page, a named file or
position the link goes to. There are four options for you to choose:

A. Go to a page view — designate the link to a specific page view. Not only can you designate
the link to a page in the current PDF, but you can also set the link to the page in another

PDF. Also, you may change the current zoom setting and then set the position.

To go to a page view, choose this option, click the Next button and do one of the following:

<> Set the position in current document — scroll the current document, go to a new
position where you want to set and click Set this position.

<> Set the position in another PDF document — click the Open button on the Quick

Access toolbar of the application window > select the PDF you want to set position >
scroll this document and go to a position where you want to set > click Set this position.

Note: The new PDF document should be opened in the existing window but not a new

window.

<> Change the view magnification -- scroll in the current document or another document >
go to a new position where you want to set > change the magnification of the position >
click Set this position.

<> Click Cancel to cancel out of your operation.

B. Go to a named position — designate the link to a named position that has been set by the

creator of the current document.

To go to a named position, choose this option and click the Next button > select a named

position for the pop-up list > click OK.

Note: An empty pop-up list indicates that no position has been named by the document’s
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creator.

C. Open/execute a file — designate the link to open another file. To do this, please follow the
steps below:

< Choose Open/execute a file > click the Next button > select the destination file and click
Select.

D. Open a web page — designate the link to open a web page. Do the following:

<~ Choose Open a web page > click the Next button > enter the URL of the destination
web page or click the drop-down button to select a web site you have opened before.

E. Others (use action property page) — add an action to the link. Please refer to “Actions tab
for the button properties” for more details.

Move or resize a link

You can move and resize the link after you create it.

# Select one of the link tools or the Annotation Selection Tool & , and then move the

cursor over the link untill the cursor turns into a triangle.
# Then do one of the following:

A. To move the link, drag it to the desired area.
B. To resize the link, drag any corner point to adjust.

Delete a link

& Select one of the link tools or the Annotation Selection Tool “® , and then move the

cursor over the link untill the cursor turns into a triangle.
Select the link you want to delete.
Press the Delete key.

Weblinks

Foxit PhantomPDF allows users to check URLs in the PDF document automatically and add link
annotations directly to the related URLs.

Create web links from URLs

To create web links, please do as following:
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1. Click EDIT > Links > Create links from URLs @- A message box will pop up to prompt you

whether to proceed because the operation cannot be undone. Click Yes to continue.

2. In the pop-up Create web links dialog box, choose All to create links from all URL in the
document, or choose From...To and enter a page range to create links on selected pages.

3. A message box will pop up to prompt you how many web links were added to the document.

To remove all web links, choose EDIT > Links > Remove all links @

Bookmark

Please refer to “Add a bookmark”.

File Attachments

You can attach PDF files and other types of files to a PDF. There are two options for you to add an
attachment: attaching a file as a comment and attaching a file to the entire PDF. An attached file

as a comment will appear in the page with the File Attachment icon by default, while the

attached file to the PDF file acts invisible and only can be seen when you click the Attachment

pane in the navigation pane.
Add a file as a comment

Choose COMMENT > Pin > File.
Position the cursor to the place where you want to attach a file as a comment > click the
selected position.

3. Inthe Add Attachment dialog box, select the file you want to attach, and click Open.

Note: If you try to attach certain file formats (such as EXE), Foxit PhantomPDF warns you
that your attachment is denied because of your security settings.

4. The File Attachment Icon appears at the place you designated in the PDF file.

Work on the attachment comment
You can open the attachment, add a description, move and delete it, and set the preferences.
<> Open an attachment
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QT . . ,
Select the Hand Tool -/ or Annotation Selection Tool “* and do the following:

1. Double-click the File Attachment icon

2. In Open file attachment dialog box, select one of the three options and click OK.

The file attachment may harm your computer. Open this file only when you ensure that it
is safe. Would you lke to :

@ Dpen the file attachment

") Always open file attachments of this type
") Mever open file attachments of this type

0K l [ Cancel

Open file attachment dialog box

A. Open the file attachment — open this file attachment and the dialog box will always pop
up when you double-click the File Attachment icon.

B. Always open file attachments of this type — open this file attachment and the files of
this type will be opened automatically when you double-click the File Attachment Icon
next time.

C. Never open file attachments of this type — forbid to open the file attachments of this
type. Whenever you double-click the File Attachment Icon, the files of this type will be
forbidden to open and you’ll be prompted that “File attachment of this type cannot be
opened because of your security settings”.

See also “Doing security settings”.

Note: If you are in Safe Reading Mode, you cannot choose the way to open the attached file.
Please go to FILE > Preferences > Trust Manager to check if the Enable Safe Reading Mode option
is checked or unchecked.

< Move a file attachment icon

-------

Icon to move it to other place.

<~ Delete an attachment comment
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# Right-click the File Attachment icon and choose Delete.

# Click the File Attachment icon and press Delete key.
<> More options with an attachment comment

You are able to work on the attachment comment just like an ordinary comment, including set
status, mark with checkmark, open popup note and add some descriptions, reply to the
comment, and change the icon’s appearance. For all the operations, please refer to “Chapter 7 —
Comment”.

Add a file to the entire PDF as an attachment

1. Click the attachment button é on the navigation pane and click Add button R} , or choose

EDIT > Insert > File Attachment @ .

2. Inthe Add Attachment dialog box, select the file you want to attach, and click Open.
3. The added document will be displayed in the attachment panel.

Tip: An easy method to add a file attachment to PDFs, you can just drag and drop the file you
want to attach to the attachment panel. Foxit PhantomPDF will pop up a window to ask you
whether to attach the selected file to current PDF document. Click OK to complete the operation.
Check “Always attach file when dragging files to the attachment panel” option and the next time
you the file will be attached directly without this pop-up window.

<~ Work on the attachments

You can open, save, edit descriptions, delete and do settings to the attachments. Click the

attachment button & on the navigation pane > Open button /Save button H /Add button

D} /Edit Description button [* /Settings |:’?’*/Delete button I

Attachments LA |
= )
Mame Description Size Modified Location in document
rr. FoxitPhantomP... 976 KB 4/12/.. Pagel4
Foxit PDF [Filter... 1MB 4/12f.. Page23
g FoxitPhantomP... 1MB 7/24f.. Page5l
=7 | FoxitPhantomP... G MB 4/12/.. Page59
Quick Start for ... 216 KB 4/12f.. Pagels4
= SharePointConf... 363 KB 4/12/.. Pagel®T
&

Attachments Panel
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<> Security settings

To change the security settings you have set when you open the attachment file as a comment,

Click the Settings button (% in the Attachment Panel and do one of the following:

e To add a new extension, click the Add button to input the file extension in the Security
Settings dialog box.

. To delete an extension, click one of the existing extensions and click the Delete button.

*  To change the settings of how to open the attachments of the type, choose one of the three
options listed.

Security Settings _ @

[ Add... |l Delete

Extension Strategy
Foxit Ask me before operating file attachments of this type.

Settings
@ Ask me before operating file attachments of this type.
) Always open [ save file attachments of this type.
©) Never open [ save file attachments of this type.

Bookmarks

Bookmarks are navigational tools that make your PDF files easier to read. They are usually
generated automatically during the PDF creation.

Bookmarks are useful for users to mark a place in a PDF file so users can return to it with ease. Or
you may like to have your own bookmark structure and new bookmark names. With Foxit
PhantomPDF, you can easily nest, edit, or delete bookmarks in a PDF file if the security settings

allow.
Add a bookmark

1. Go to the page where you want the bookmark to link to.

]
2. (Optional) If there is no bookmark in the document, click EDIT > Links > Bookmark ll , or click

-

the New Bookmark icon at the top of the Bookmarks panel.
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3. Select the bookmark under which you want to place the new bookmark. If you don’t select a
bookmark, the new bookmark is automatically added at the end of the bookmark list. Click

]
EDIT > Links > Bookmark, or click the New Bookmark icon "~ at the top of the Bookmarks

panel, or right-click the selected bookmark and choose Add Bookmark.

m
[

s
-
=

2

Bookmarks | Bookmarks LR |
PRrRERPE Bl@"l’@b[&[ﬂ
o Contents Contents

M Chapter 1 — Introduction

MOEE ]

M Chapter 2 — Get Started

] Chapter 1 — Introduction

- Chapter 2 — Get Started
w-J| Chapter 3 — Read

] Chapter 4 — Create g ] Chapter 3 — Read

w-J Chapter 5 — Edit w-J| Chapter 4 — Create
w-J| Chapter 6 — Organize w- | Chapter 5 — Edit

w-J| Chapter 7 — Comments =4 @-J| Chapter 6 — Organize
- Chapter 8 - Forms ﬁ il Chapter 7 — Comments
- W Chapter 8 — Security # | 5 W Chapter 8 — Forms

4. Type or edit the name of the new bookmark, and press Enter.

Move a bookmark

Select the bookmark (named “Bookmark A”) you want to move, and then do one of the

following:

Hold the mouse button down and then drag “Bookmark A” icon ]directly to the desired

place. The Line icon t--- shows the place where the icon will be located.

Right-click “Bookmark A” icon ] and choose the Cut option > right-click the

bookmark(named “Bookmark B”) under which you want to place “Bookmark A”, choose
“Paste after Selected Bookmark” if you want to put “Bookmark A” after “Bookmark B”,
which will be in the same hierarchy with “Bookmark A”; or choose “Paste under Selected
Bookmark” if you want to put “Bookmark A” under the “Bookmark B” which will be the

parent bookmark.

Note: The bookmark links to its original destination in the document although it is moved.

Organize a bookmark hierarchy

A bookmark hierarchy is an outline or stratified structure that places some bookmarks within
others. In Foxit PhantomPDF, multilevel bookmark hierarchy can be defined by properly dragging

the bookmark icon in the Bookmark panel.
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To nest a bookmark or move a bookmark out of nested position, please refer to Move a
bookmark.

<~ To expand or collapse a bookmark
Click the plus sign (+) next to the bookmark icon to show any children. Click the minus sign (-) to

collapse the list. Or click [ﬂ to collapse all bookmarks.

<~ To expand a bookmark

Click l" button in the Bookmark panel in navigation pane to expand the selected bookmark.

Edit a bookmark

In Foxit PhantomPDF, you are able to rename a bookmark, reset a bookmark’s destination, or
customize the text appearance of a bookmark with ease if the security settings allow.

<> To rename a bookmark

Right-click the bookmark you want to rename in the Bookmarks panel > Rename> type the new
bookmark name. Or you double click the bookmark you want to rename and then type the new
name.

< Toreset a bookmark’s destination

. In the document pane, move to the location you want to specify as the new destination.
. (Optional) Adjust the view magnification.
. Right-click the bookmark, choose Set Destination and select Yes.

<~ To customize the text appearance of a bookmark

. In the Bookmarks panel, right-click the bookmark > choose Properties.
. In the Bookmark Properties dialog box, click the Appearance tab, and select the font style
and color for the text.

Note: After defining a bookmark’s appearance, you can set it as bookmarks’ default property by
right-clicking the bookmark and then selecting the option of Use Current Appearance as New
Default.

<~ To add an action to a bookmark

. Right-click a bookmark, and choose Properties.
. In the Bookmark Properties dialog box, click Actions.
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. Choose an action from the Select Action menu and click Add, and then refer to the section
of “Actions tab for the button properties”.

< To delete a bookmark, please do one of the following:

. Select the bookmark you want to delete and click the Delete button rg}at the top of the

Bookmarks panel.
. Right-click the bookmark you want to delete and choose Delete.

Note: Deleting a bookmark deletes all the bookmarks that are subordinate to it.

Images

You can specify a rectangle on any part of a PDF page and then insert an image into that
rectangle. This feature is helpful when you want to explain or show something more dynamically.

Add an image

You can add an image to a PDF with the Image Annotation tool |i_|'§' After you insert a new

image, you can adjust its size and position, change the appearance and other settings, etc.

To add an image, do the following:

. Choose EDIT > Insert > Image Annotation % .

*  Drag arectangle on the page to define the canvas area for the image.

* In the Add Image dialog box, click the Browse button to select the image that you want to
insert and click the Open button. You will see the URL of this image has been added to the
Location field.

*  Click the Advanced... button to edit the setting of the image.
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Image placement @
When to scale: lmways v]
Scale: ’Non-Pmportionalty v]
Border Image
(50,50)

lUse this dialog to change the way the image is
scaled to fit inside the border
Reset ] [ oK ] [ Cancel

Image Placement dialog box
A. When to scale — choose when to scale the image you insert.

B. Scale — choose to scale the image non-proportionally or proportionally. This option will be
disabled when you select Never in the field of When to scale.

C. Border — drag and move the scroll bar to change image’s position in the rectangle. The

coordinates change when you move the scroll bar.

Click OK for your changes to take effect, or click Reset to reset the data to the original
settings.
Click OK.

Apply an image to other pages

After adding an image, you may want to place the same image on additional pages while

maintaining the original location and settings.

To apply an image to other pages, please do the following:

A w N Pe

Right click on the image you wish to apply to other pages.
Choose the option Place on Multiple Pages in the menu.
Specify the page range.

Click OK.

Move and resize an image

To move an image, please do the following:
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so that the cursor changes into a triangle.
2. Click and drag the image to another place you like.

To resize an image, please do the following:

image and the cursor turns into a triangle, and then click the image.

Place the cursor on any corner point. The cursor changes into the cursor showing the
direction at which the rectangle will be resized.

[] " %

To resize the image

Drag the cursor outside, it will increase the size of the rectangle proportionally. Drag
the cursor inside, it will decrease the size of the rectangle proportionally.

Set properties of an image

Double-click the image or right-click it and select Properties....
2. Inthe Appearance tab, do any of the following:

Annotation is hidden from view — The image annotation will be invisible in Hand tool mode.
Border — Select the border width of the image and the border’s style and color.

<> Locked —When selected, prevents any further changes to any image properties.

<> Close — Applies and saves the current properties, and closes the image properties
dialog box.

3. Inthe Settings tab, follow the steps in “To add an image”.

4. For the Actions tab, Please refer to “Actions tab for the button properties”.

Delete an image

85



Foxit PhantomPDF
User Manual

-------

image and the cursor turns into a triangle, and then click the image.
2. Press Delete or right-click the image > Delete.

Select multiple images

2. Press and hold Shift or Ctrl and click the images you want to edit.
Align images

* Select two or more images that you want to align.
* Click EDIT > Arrange tab > Arrange button > select a type of alignment, or right-click the
anchor > Align, and then choose a command as follows:
A. To align a column of images, choose Left, Right, or Vertically to align them respectively to
the left edge, right edge, or vertical axis of the anchor image.
B. To align a row of images, choose Top, Bottom, or Horizontally to align them respectively
to the top edge, bottom edge, or horizontal axis of the anchor image.

Note: When you right-click or Ctri-click one of the selected images, it will be highlighted in red,
indicating that it’s the anchor image. The align menu commands move the other selected images
to line up with the edges of the anchor image.

Below is an example:

on + | Q Webknks - | ) Fie

,,,,,,,,

L | Revtsed B8
Truglype.

. » A A. Suppose that you want to set A

as the anchor image.
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HOME CONVERT | EDIT |CRGANII COMMEN) VIEW FORM FROTECT SHARE  WEP  [@ Foi Plm- a

©hana BT i R R Arange + | S Wbk - | & P Aact

Ty et + %2' @l = -l-'" 2, Rotate | @ ik

Bzoom- | oga- ¥ [ F-| 110 AT B 1) Bookmark | O Videa & Aud

Unteisd pdf * AN .
- : B. select these two images >

right-click A and choose Align >
Left. You will see the other
image is placed to the left edge
of A.

D> g ) # =
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Center images

This function enables you to center the rectangle enclosed by the images you select vertically,
horizontally or both.

Below is an example:

B-EH8TNNC, U pat * - et anesmPeE: ERE
HOME  CONVERT | EDIT CRGAMDE COMMENT VEW FORM  FROTECT  SHARE  HELP e sla-

Owed | B Bonnson Tt | T aod Tee T R A - | S Wtk - | e it

s | B ‘?;/Sqnnm Baos g fix |15

B Zoem | oBjects Tast 5 Add Shasws N - ) wockmark | 0 vides & Audde:

B B .

. . _ A. Select two images. You can see
s 2

I these two images consist of an
; area with the shape of rectangle
& (marked with red).

= a4 e

B HSON 00 ntickd 3 * - Fonk BrancombOF B e 8w

Dot B3 Bomamcre T | g | B S| B .

Foama | @rotmpss . Ao | G
B zson | o Teat % Add shapas + S e ) ek | 2 Voo uo

B. Right-click one of the images >

Center > Vertically. You will
find that the red rectangle is

centered vertically in the page.

Je [ D F N FE

Distribute images

This function will be available when selecting three or more images.

* To distribute the images evenly between the topmost and bottommost images, choose
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Distribute > Vertically.
* To distribute the images evenly between the leftmost and rightmost images, choose
Distribute > Horizontally.

Below is an example:

o el
M e e | e e e

| B @ B e i & S a

@ Zorm - | e Tam T At S - h - ) Beskerat. | £ Vilen B st

ireeczer

¥ A. Select three images A, B and C. A
is the topmost image and C is
the bottommost image.

n
L]
=
a
&
]
=
A

e o - e
RS T T . e
Ao | b, B v S DL 5 1) Dok | v e

”

B. Right-click any one of the images >
Distribute > Vertically. And you will
see that B is distributed evenly
between A and C.

0D SN &

Resize images

You can adjust multiple images with the same height, width, or both. Select one of the images as
the anchor, and the rest of the images will be resized with the same height or width as that of the
anchor image.

Below is an example:

A. Select images A and B. Suppose
that you want to set A as the

Dy FNS™ .

anchor image.

1

>
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B. Right-click A > Size > Height. And
A you will see that the height of B
is resized to be the same as that

B of A.

Setting properties of multiple images

* Select multiple images > right-click one of them > Properties...
* Adialog pops up with an Appearance tab. Follow the steps specified in “Setting properties of

an image”.

PDF Optimizer

With the PDF optimizer, users can compress the images, clear out the data redundancy of PDF
objects and update your PDFs.

# Choose FILE > PDF Optimizer.
# Setting the properties in the PDF Optimizer dialogue box.

PDF Optimizer X

Setting Select: Current PDF Version: 1.5  Make compatible with: [ Retain existing v] [ Audit space usage ]

Fonts Color/Grayscale Images:

Discard Objects
Discard User Data

Downsample:’ajcubchownsarmhgto v] 150 ppi for images above 225 ppi.

Monochrome Images:

Downsample: ’Bqubic Downsampling to v] 300 ppi for images above 450 ppi.

Optimize images only if there is a reduction in size All units are in pixels per inch(ppi).

| Defauk | [ ok | [ cancel

PDF Optimizer Dialog Box
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*  Select the compatibility level to save the current PDF file in the list box of Make compatible
with item.

*  Click Audit space usage to see the space usage of the current PDF file and then you can
decide which items are needed to be optimized.

*  For Images, you can specify color/grayscale and monochrome image settings, including
image downsampling and image compression. Choose the appropriate down sampling
method in the Downsample list box (including average the downsampling, subsampling and
the bicubic downsampling) or you can choose off item to turn off the option. Set the right
pixels and image compression (including retaining existing, JPEG and high compression).

Note: If you check the option “Optimize images only there is a reduction in size”, the images will
not be optimized when there is no reductions.

*  For Fonts, move the embedded fonts to the right list to lift to embed.

*  For Discard Objects, please check the objects settings you want to discard.

*  For Discard User Data, please check the user related information you want to discard.
*  For Clean Up, please check the Cleanup settings you want to optimize the document.
*  Click OK button and save the optimized PDF file.

Work with Video & Audio

Foxit PhantomPDF does not only support playing videos and audios in PDFs, but only allows users
to add and edit multimedia files to a PDF.

Play a Movie or a Sound Clip

Some PDF files may be multifaceted with multimedia, including sound, music and video clips.
Each movie and sound file usually includes a play area from which the media can be activated.
The play area typically appears on the PDF page as an image or a blank rectangle, but can also be

invisible. To play the media files, please make sure you have the necessary media player installed

on your computer.

To play a movie or a sound, please do the following:

Wy . . .
. Select the Hand tool °-/, and click the play area of the movie or sound file.

Note: To protect your computer from viruses, Foxit PhantomPDF pops up a dialog box soliciting
your approval before playing multimedia files.
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Multimedia Content

Multimedia contents have been opened. Please decide whether to play
contents.

[C1 Remeber choice until close the document

Pay | | Reject

Remember choice until close the document — check this option means to apply this setting to
the media content which can be played directly without Multimedia Content dialog box pop-up
the next time you click to play the media content.

Adding a movie or a sound clip

Adding movies or sounds to PDFs is as easy as inserting an image. "Movies" are desktop video
files with formats such as FLV, AVI, QuickTime, and MPEG, and file extensions such
as .avi, .wmyv, .mov, .qt, .mpg, and .mpeg. An animated GIF file always has a .gif file extension,
while “Sounds” are like midis, wavs, and mp3 files.

Note: If an alert message tells you that no media handler is available, you must install the
appropriate player before you can add clips to the PDF. For example, you must install QuickTime if
you want to embed an MOV file in a PDF.

Adding movies or sounds
1. Choose EDIT > Insert > Video & Audio &= .
Press and hold mouse button down, drag to select an area on the page where you want the

movie or sound to appear. For movies, the play area is the exact size of the movie frame.
3. Inthe pop-up Add Video & Audio dialog box, you will see some options listed below:
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Add Video & Audio | |

Content Settings
Content Type: | Click here to select a content type

Embed content in document Show Player

Poster Settings
@ Do not use 3 poster

) Create poster from file

*  Embed content in document: includes the media file into the PDF file. This option will
increase the file size of the PDF. It is selected by default. If the check box is cleared, you will
not be able to play it if you open this PDF file on other computers.

*  Poster Settings: choose whether to display an image in the play area when the movie isn’t

playing. You can choose to use no poster, or create poster from file.
Edit the play area
To move, resize, align, center or distribute a multiple clip, please refer to “Images”.
Set Video & Audio properties

In Foxit PhantomPDF, you can specify properties for the multimedia files you added, such as the
appearance of a movie’s play area, whether the movie plays once or continuously, create
alternate renditions, etc.

To set video & audio properties, please do the following:

""""" ~

1.  Select the Video & Audio tool b= , or the Annotation Selection Tool LK,

2. Double-click the play area or right-click the play area > Properties.
3. Forthe Appearance tab, please refer to “Setting properties of an image”.

Note: If you select Locked on any tab, it will lock all options for this multimedia file, but not just
the options on that tab.

4. Inthe Settings tab, there are many options listed below:
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Video & Audio Properties =]

Appearance |Settings| Actions

LUl el r = A nnotation from Kalimba.mp3)]
Alternate Text:

Renditions

List Renditions for Event:

Rendition from Kalimba.mp3 Up

[ Add. | [ Edi.. | [ Dekte |

[ Locked Close

®  Annotation Title -- Type the title of the movie or sound in the Annotation Title box. This title
does not determine which media file is played.

®  Alternate Text -- Type a description of the media file in the Alternate Text box.

® Renditions — Allows you to create alternate or other renditions to ensure that users can play
the movie or sound clip on their systems.

A. List Renditions for Event -- You can assign different renditions to different actions but
Mouse Up is chosen by default. Mouse Up means that when the mouse button is clicked
and released, the rendition is played.

B. Add Rendition — There’re three ways for you to choose: Use a File, Use a URL, By Copying
an Existing Rendition

C. Edit Rendition — When clicking the Edit Rendition button, the Rendition Settings dialog box
appears, which allows you to specify the playback location, and other settings to
differentiate it from other renditions.

Media Settings -- Specifies the general properties for the movie or sound clip:

Rendition Settings @

-

Meda Se&ings Playback Settings  Playback Location

Feneral Rendition Settings

Rendition Name: RS N S e S T e T

[JRendition iz accessible to JavaSeript

Rendition Media Settings
Media Clip Location: <Embedded Contemt>

Content Type! |audio/mpeg ']

Embed content in document

Rendition Aliernate

Mlow Temp File: |If document properties allow content extraction for accessibility -
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®  Rendition Name: Enter the name for the rendition, which will appear in the list of
renditions. (This name does not determine which media file is played.)
Media Clip Location: Specify the clip by typing or navigating to it.
Content Type: Will be selected automatically when you specify the clip location.
Changing the Content Type setting may cause problems playing the media.
® Embed content in document: Includes the media file into the PDF file. This option
will increase the file size of the PDF. It is selected by default. If the check box is
cleared, you will not be able to play it if you open this PDF file on other computers.
Rendition Alternate Text: Type a description of the rendition.
Allow temp File: Specify whether writing a temp file is allowed and when. Some
media players write a temp file when they play a movie or sound clip. If you want to
prevent users from easily copying the media content in a secure document, you may
want to disallow the creation of temp files. However, selecting this setting may
prevent the movie from being played by media players that require the use of temp
files.

Playback Settings — Use this tab to determine how the movie or sound clip is played.

r 1
Rendition Settings [&J

Media Settings | Playback Settings | Playback Location

Flayback Settings
Eeep Flayer Open: |For normal length of content -

¥olume: 100 -2 % of wolume of the content
Show Player Controls
Eepeat
3 Contimmonsly

Times 2

Flager List

Hame Status

Add. Edit. .. Delete

[ o8 |[ Comcel

® Keep Player Open: Select whether you want the player to close after it plays the
movie or sound clip.
Volume: Lets you specify how loud the movie will be played.

® Show Player Controls: Select to display a controller bar at the bottom of the play
area allowing users to stop, pause, or play the media, provided the media player
supports player controls.

® Repeat: Lets you replay a clip two or more times, or continuously.
Player List: Click Add to specify a player and the settings that are required, preferred,
or disallowed to play the movie or sound clip. Select the name of the player and the
status. If you set the status of more than one player to Required, only one of the
required players may be used to play the rendition. If you set the status of players to
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Preferred, these players are selected over nonpreferred players (but not over
required players). If you set the status of players to Disallowed, they are not used to
play the rendition.
® Add/Edit/Delete button: Allows you to add a new player, as well as edit or delete
the selected player in the Player List.

Playback Location — Determines whether a movie or sound clip is played in the PDF
remains hidden while played (recommended for sound clips), is played in a floating window,
or is played full screen. The options for Floating Window Settings are unavailable except
you choose Floating Window.

Rendition Settings lﬁj

Media Settings  Playback Settings | Playback Location

Flayback Location Settings

Flayback Location: |In Tocument -

Background Color:

Floating Window Settings
Show title bar

Show control closing window

Title Text:
Besize! |Don't allow user to resize window
#indow Position: |Top center Relative To! |Document window

Width: o Height: il

If Window is  |Move window onto screen

[ ok ][ Cencal

Playback Location: Selects the location for playing a movie or sound clip.

®  Background Color: Selects the background color for the media player.
Show title bar: Selects to show or hide title bar when playing the media in a floating
window.

® Show control closing window: Selects to show or hide the close button at the top
right corner in a floating window.

® Title Text: Adds a title for the media that will be showed on the title bar when
playing the media in a floating window.

® Resize: Determines to allow or forbid users to resize the floating window. There're
three options for you to choose: Don’t allow user to resize window, Allow user to
resize window but maintain original aspect ratio, or Allow user to resize window.

® Window Position: The window position is determined relative to the document
window, application window, the virtual desktop or document monitor.
Width/Height: Specifies the width and height of the floating window.
If Window is Off-screen: Selects to play, do not play, or move window onto screen to

play the media file if the floating window is off-screen.

D. Delete Renditions — Deletes the selected renditions.
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E. Up/Down — Arranges the order of the renditions. If the first rendition cannot be played, the
next available rendition is played.

5. Actions tab for the Video & Audio properties

Please refer to “Actions tab for the button properties”.

Objects

When reading a PDF, you may need to frequently edit text, image, or other objects in this PDF file.
With Foxit PhantomPDF, you can add, edit, modify, join and split objects.

Add New Objects

You can add or insert new text, image or shape objects into a PDF using respective tools in Edit
tab.

<~ Add new text objects
To add text objects, please do the following:

«  Select EDIT > Edit Content > Add Text tool 1 .

e Click on the specific page you want to input the text and type new text in the position where
the cursor is blinking. You can also paste or delete the text you input.

*  OBJECT FORMAT tab appears on the ribbon toolbar.

*  You can choose the text font format as you want in the Font tab. In Paragraph tab, you can
also align the text and set other paragraph formats including word spacing, character scale,
line spacing, etc.

Courier 12 A E=E=EE
U s X' X A4 AB 1=
OBJECT FORMAT tab

<- Add new image objects
To add image objects, please do one of the following:

e To add a self-created image or embed an image from the clipboard, locate the page where

you want to insert the image in the document, and choose EDIT > Edit Content > Add
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Images tool fac > New Image ObjectE-. A New Image dialog box pops up as below. You

may specify the parameters and click OK. Then you are switched to the Image Editor

window.

A New Image S|
Width: 300 pixels - OK
Height: 300 pixels ~| [ cancel |
Resolution: 96 o pixels / inch

| color Mode: FillColor:
[] Compress image |

A. In the IMAGE tab, draw your image from scratch. Or click Paste button on the tool bar to
insert an image from the clipboard and then edit the image.

fror} 2] test0.pdf * - Foxit PhantomPDF TEXT TOOLS e B =
I3 HOME  CONVERT EDIT  ORGANZE COMMENT VIEEW FORM  PROTECT  SHARE  HELP  OBJECT FORMAT Find »
I3 savetoFle | [ vd B ; = == <] | 2% Replace
Egcony L'""*LLF“w G [_\ ;5 N Vw e w & - KFI\:Hurzanta\N € m
d Select ) = | ‘Color Brush ¥ ) A ¥ V k= Hide Function | Apply Exit Image
O Paste (O [ § - - == Flip Vertically Panel Changes  Editor
test0.pdf * x v Image Editor Function Panel v x
4 Bush
Flow: 0 100 2 %
Opacky: 0 100 = %
4 Levels
oK
R 100 2 % G: 100 = % B: 100 =
V) Layer
Fil: 0 100 2 %
Opacity: 0 100 2 %
wode: [Nomal ]

11841% ~ O —+—— @ 4

B. To draw or edit image, you can use the tools on the tool bar and the Image Editor

Function Panel at the right side of the window. For more information the Image Editor,

please refer to “About the Image Editor”.

v

C. Click Apply Changes button . when finishing editing and then click Exit Image Editor

button a to exit and go back to the Document window. And the image will be

successfully inserted. You can resize the image and drag it to any place you want.

To add an image from file, locate the page where you want to insert the image in your

document, and choose EDIT > > Edit Content > Add Images tool lac > Image Object From
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File “=. Choose the target image file in the Open dialog box and click Open. Then your

current main window is switched to the IMAGE Editor and you can begin to edit the image in
the IMAGE tab. How to edit image objects, please refer to “To Add a Self-created Image”.

< Add New Shape Objects

With Foxit PhantomPDF, you can also directly insert graphic shapes like rectangles, curve, straight
line, etc. into your PDF as well as text objects and image objects.

To add a shape object, please do as the following:

* Locate the page where you want to insert the image in the document, and choose EDIT >

Add New Object > Shapes r‘> > choose one shape from the drop-down list. The cursor

changes into a cross . Click and drag the cursor to draw the shape you want.
* When you are drawing a shape, it stays selected until you click elsewhere on the page
and a wireframe with sizing handles appears to let you adjust the size and shape.

Note: Sizing handles are the small circles or squares that appear at the corners and sides of a
selected object. You drag these handles to change the size of the object.

* When drawing a shape, you can press the Ctrl + Z or Ctrl+ Y to undo or redo your
operation. After creating the shape you intended, click anywhere outside the shape.

SO0 & 0°R6G
A B cC D E F G H |

A. Line tool  B. Rectangle tool  C. Round Rectangle tool  D. Ellipse tool  E. Polyline tool
F. Polygon tool  G. Polybezier tool  H. Curve tool |. Brush tool

To draw a straight line

1. Choose the Line tool /

g

Click a region in the document where you want to create the drawing and draw the line.

w

Drag the handles to adjust the line size if necessary.
4. Click outside the shape when you are done to set the line.

To draw a rectangle

]

1. Choose the Rectangle tool to create a square-cornered shape, or click the Rounded
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Rectangle tool - to create a round-cornered shape.

2. Click a region in the document where you want to create the drawing and draw a rectangle.
3. Dragthe sizing handle diagonally in the direction you want.

To draw an ellipse

1. Choose the Ellipse tool O

2. Drag the pointer to draw the ellipse.
3. Click outside the shape when you are done to set the ellipse.

To draw a polygon, polyline, or polybezier

1. Choose the Polygon tool O, Polyline tool a, or Polybezier tool C')

Drag the pointer to draw a straight line.
3. Click once at each position where you want a new line segment to appear.
Click outside the shape when you are done to set the shape.

To draw a curved line or a curved shape

1. Choose the Curved tool {:-‘

Draw a straight line by dragging the pointer.

3. Click once at each position where you want a new line segment to appear.
Click outside the shape when you are done, and then drag the sizing handle to adjust the
curve.

To draw a custom shape

1. Choose the Brush tool E’ .

Draw a shape you want by dragging the pointer.
3. Double-click outside the shape when you are done, and then drag the sizing handle to adjust

the curve.
Shape Settings

You can set shape options when adding different shape objects to the PDFs. An OBJECT FORMAT
tab appears once you add a new shape object, then you can set the shape options including fill

color, line width, line style, etc.
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Edit Objects

You can freely edit any selected object(s) by the related tools.

To edit text objects, click EDIT > Edit Content tab > Edit Object button > Text. And click on

the text you want to edit. A selected object usually is outlined by a bounding box. Double-click
the box or choose Edit in the context menu. Then the cursor will be blinking, and you can add,
paste or replace text only if the font used for that text is installed on your system. More editing
information, please refer to “Add New Text Objects”.

To edit image objects, click EDIT > Edit Content tab > Edit Object button > Image.

Double-click the image or choose Edit in the context menu. Your current main window is
switched to the Image Editor window. Further information about editing image objects, please
refer to “Add New Image Objects”.

To edit shape objects, click EDIT > Edit Content tab > Edit Object button > Shape.

Double-click the shape or choose Edit in the context menu. Further information about editing
shape objects, please refer to “Add New Shape Objects”.

Tip: When editing text, image and shape objects together, you can choose EDIT > Edit Content

tab > Edit Object button > All, and continue to edit objects.

Modify Objects

A selected object usually is outlined by a bounding box. When you click the selected objects, the
selection handles appear and you can drag them to a defined place. You can also modify them
through the tools in the OBJECT FORMAT tab which appears after you select objects.

Select EDIT > Edit Content > Edit Object tool > select Text/Image/Shape/All, and do one of

the following:
1. To select one or multiple objects, please do one of the following:
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*  Click the object to select it, or press Ctrl and select more objects.
*  Hold the pointer over the objects and drag a rectangle around them.
*  Press Ctrl + A on keyboard. All objects on the current page are selected.

Note: To deselect all the objects, click any blank area in the document.
2. Move and resize an object

*  To move an object, drag the object to the desired place. To move objects to a different
page use cut and paste.

* To resize an object, drag a handle of the object. Shift-drag the handle to retain the
original aspect ratio.

3. Rotate an object

To rotate an object, put the cursor over the selected object, the cursor will change to *, then
do one of the following:

* In OBJECT FORMAT tab, click Arrange > Rotate N > Clockwise/Counter-clockwise by

90 degrees.
* Clickanddrag @ to rotate the image as you need.

*  Choose EDIT > Arrange tab > Rotate N > Clockwise/Counter-clockwise by 90 degrees,
or right-click the selected and choose Rotate.

4. Shear an object

To shear an object, select the object and do the following:

Click Effect > Shear Lh— in OBJECT FORMAT tab, or right-click the object and choose Shear in

the context menu. Enter a value in the pop-up dialog box to shear the object and click OK to
finish.

5. Arrange objects

After selecting multiple objects, you can arrange them in the documents. To align, page-center or
distribute objects, please click EDIT > Arrange tab > Arrange button > Align/Page
Center/Distribute. Or choose Align/ Center/ Distribute after right-clicking one of the selected
objects. (See also “Align Images”, “Center Images” and “Distribute Images”.)

6. Clip an object
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¢ Select the object and click EDIT > Effect tab > Clipping '|¢ Choose one clipping shape

in the drop-down list.
¢ Click on the object and it will turn to the clipping mode where the selected object will

be enlarged and the cursor changes to a cross . Drag the cursor to draw a clipping

shape. The cursor then changes to <€E> You can adjust the shape’s position by dragging

the cursor <€E> to move.

*  Drag the dots of the clipping shape in the direction you want until the clipping shape
displays the results you want.

*  (Optional) You can choose another clipping shapes to do further clipping on the object
if needed.

¢ (Optional) To delete clipping shapes, click EDIT > Effect tab > Clipping '|¢> Edit
Clipping, select one clipping shape and press Del or right-click the clipping shape and
select Delete. To remove all clipping shapes, please click EDIT > Effect tab > Clipping
'|¢ > Clear Clipping.

*  Click on the area outside the shapes to exit the clipping mode.
7. Delete an object

*  Select one or more objects, press Delete key or right-click and choose Delete from the
context menu.

8. Place an image

*  Right-click the objects and choose Place Image from context menu.
Edit Text

With Edit Text tool, you can edit texts in a paragraph like Microsoft Office Word as well as
changing their font, font size and color.

To edit texts in a paragraph, please do the following:

»  Select EDIT ribbon > Edit Content > Edit Text @ Click on the specific page you want to

edit.

e You can set the font, font size and color as you want in the EDIT > Font, and other paragraph
formats in EDIT > Paragraph tab.

. Double-click Foxit PhantomPDF will automatically change a line when the text comes to the
margin of it. You can also start a new line by pressing Enter.
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Join and Split Text Objects

With Foxit PhantomPDF, you can connect blocks of text into a single paragraph to improve reflow.
Blocks of text may be joined together when you need to join text as one object. Otherwise, a

block of text can be divided up into several parts.

To join text, do the following:

1. Click EDIT > Edit Content tab > Join & Split Text button .

2. Click the text blocks you want to join and the text blocks will be numbered.

i 2 =0 = test.pdf - Foxit PhantomPDF I TC
HOME  CONVERT | EDIT | ORGANFE COMMENT VIEW FORM  PROTECT  SHARE  HELP aq | Find el kG @
o 2 i i = @ Wabinke - ;
L} Hand g = Join & Split Text | T Add Text Helvetica I Ba Arange % Weblinks ) File Attachment
Th Select - Et Igd‘rt 2% spelCheck [ah Add Images - 2h Rotate - | & Link [i2 Image Annotation
@, zoom - | Object~ Text I Add Shapes = ™ Bookmark | £ video & Audio
test0.pdf x v
’ i
im . )
Command-line Installation
=z
==
You can also use the command.line to install the application:
= 1
& msiexec /Option <Required Parameter> [Opt“éﬂa\ Parameter] [PROPERTY=PropertyValue]
For detailed information on msiexec.exe options, required parameters, and optional
= parameters, type “msiexec” on the comman3ine or visit Microsoft TechNet Help Center|
P
/& _ . . .
Public Properties of the Foxit PhantomPDF MSI Installation Package

VIR e » HEmEE wmew -O—s—@ 4

3. Right-click the selected blocks and select Join Text Boxes. Then the selected blocks will be

joined together as one block.
To Split Text, do the following:

1. Click EDIT > Edit Content tab > Join & Split Text button .

Click the text block you want to split.
3. Right-click the selected block and select Split Text Boxes. Then the selected block will be
divided.

Object Properties

When you right-click an object and choose Properties..., you can view and change the options in
it.

Set objects properties
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Right-click text objects, images objects and shape objects(or path objects), and choose
Properties....
There are General tab and Appearance tab in the properties dialog box. The general tab is as
below: (Take image objects properties for example.)

Image Object Properties w |

General | Appearance

Position X: [ width:  262.5  Inches
Position Y: 636.4 Height:  205.5 Inches

Image Object Properties Dialog Box

You can specify a number of properties that are common to all objects in the General
properties.

e  Position X and Y: Allow you to set the precise horizontal and vertical position of the
objects.
e  Width and Height: Displays the selected object’s width and height values.

In Image Object Properties dialog box, please do as the following.

Image Object Properties (|
General |Appearance
Opacity: | [0 % {

* In the Appearance tab, drag the slider or enter a value to specify the opacity of the
image object. Opacity can range from 1% to 100%. For transparent paint or a weak
effect, specify a low percentage value; for more opaque paint or a strong effect, specify
a high value.

In path object properties dialog box, please do any of the following:
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Path Object Properties w -— X
General |Appearance

Stroke Color: !
Fil Color: |RGE | 21

Line Width: 1.0 Dash: —— =

Miter Limit:  10.0 Line Cap Style:
Line Join Style:

Opacity: 100 % {

Path Object Properties

Stroke Color: The stroke color is used to paint the border of paths and text that are
stroked.

Fill Color: The fill color is used to paint the interior of paths and text characters that are
filled.

Line Width: The line width specifies the thickness of the line used to stroke a path and
is measured in user space units. A line width of 0 specifies the thinnest line that can be
rendered on the output device. The default value is 1.

Note: A line width of 0 is an inherently device-dependent value. Its use is discouraged
because the line may be nearly invisible when printing on high-resolution devices.

Miter limit: When two line segments meet at a sharp angle it is called a Miter join and
have been specified as the line join style. It is possible for the miter to extend far
beyond the thickness of the line stroking the path. The miter limit imposes a maximum
on the ratio of the miter length to the line width, as shown in the following figure.
When the limit is exceeded, the join is converted from a miter to a bevel.

The value for miter limit is a number that must be greater than or equal to 1, and
has a default value of 10.

Line width
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*  Line Join Style: The line join style specifies the shape to be used at the corners of paths
that are stroked. The allowed values are Miter joins, Round joins and Bevel joins.

< Miter — the outer edges of the strokes for the two segments are continued until
they meet. If the extension projects too far, as determined by the miter limit, a
bevel join is used instead.

< Round — a circular arc with a diameter equal to the line width is drawn around
the point where the segments meet and filled in, producing a rounded corner.

< Bevel — the two path segments are drawn with butt end caps (see the discussion
of line cap style), and the resulting notch beyond the ends of the segments is filled

in with a triangle.

Miter Round Bevel
Square line cap style Round line cap style Flat line cap style

* Line Cap Style: The line cap style specifies the shape to be used at the ends of open sub
paths when they are stroked. Allowed values are Butt end caps, Round end caps, and
Projecting Square End.

< Square: --- the stroke is squared off at the endpoint of the path.

< Round: --- a semicircular arc with a diameter equal to the line width is drawn
around the endpoint and filled in.

<+ Flat: --- the stroke extends beyond the end of the line by a distance which is half
the line width and is squared off.

*  Dash: Select a type of line, dashed or solid.
*  Opacity: Enter a value, or drag the slider to specify the opacity. Opacity can range from
1% to 100%. For transparent paint or a weak effect, specify a low percentage value; for

more opaque paint or a strong effect, specify a high value.

In text object properties dialog box, please do any of the following:
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Text Object Properties — Ll |t

General |Appearance

FontMame: I(Embedded Font) ABCDEE+Calibri -
Font size: 10 Horizontal scale: 100 %
Character space: 0.0 Word space: 0.0 '
Text mode: ’Fill text -
Stroke Color: | GRAY .
Fill Calor: . {a]
Opacity: 100 % fd

Close

Text Object Properties
Font Name— Changes the font used by the selected text to the font you specify.
Font Size — changes the font size to the size that you specify.

Horizontal Scaling — adjusts the width of characters by stretching or shrinking them in the
horizontal direction. The scaling is specified as a percent of normal width of the characters,
with 100 being the normal width. The scaling always applies to the x coordinate. The

following figure shows the effect of horizontal scaling.

WO rd 100 (default)
WordWord

Text Mode — determines whether text is stroked or filled. There are four types of text
modes: Fill Text, Stroke text, Fill then stroke text and Text with no fill and no stroke.

T, ..' """ o I.
- = =
1 2 3 4

1. Filltext 2. Stroke text 3. Fill then stroke text 4. Text with no fill and no stroke
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Character Space — inserts uniform spacing between two or more characters in selected
text.

Character

0 (default)

Character [oss

Word Space — inserts uniform spacing between two or more words in selected text.

Word Space 0 (defult)
Word Space | s

About the Image Editor

Image Editor is an image editing program that includes various tools and the function panel.
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- select Color Brush = s ¥ 1F= Hide Function | Apply  Exit Image
T Paste (o L% - - =3 Flip Vertically Panel Changes  Editor

test0.pdf * x w Image Editor Function Panel v X

~| 4 Brush
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Opacity: 0 100 - %

4 levels
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.

A Layer

Fill: 0 100 2 %

Opacity: 0 100 2 %

Mode: _Nnrmal v

41|3/5 MR 144.64% O —H—— @D 4

Tools tab

You can select a tool by clicking its icon in the Tools tab in IMAGE EDITOR. Positioning the pointer

over a tool will display a tool tip with the tool's name. There are selecting tools and painting
tools.
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< Selecting Tools

Selecting tools include Rectangular Marquee tool, Magic Wand tool, lasso tools(Lasso tool and
Polygonal Lasso tool), etc. For how to use these tools, please follow the steps as below.

Rectangular Marquee tool:

+ Select the rectangle tool - from the Tools tab.

« Drag over the area you want to select.

Magic Wand tool:
+ Select the magic wand tool ~,

+ In the Image Editor Function Panel, drag the slider to specify the Tolerance, or enter a
value ranging from 0 to 255.

+ To select only adjacent areas using the same colors, select Contiguous. Otherwise, all
pixels using the same colors will be selected.

+ In the image, click the color you want to select. If Contiguous is selected, all adjacent
pixels within the tolerance range are selected. Otherwise, all pixels in the tolerance
range are selected.

Tip: The magic wand tool lets you select a consistently colored area without having to trace its
outline. You can specify the tolerance for the magic wand tool's selection.

Lasso tools:

Lasso tool:

e Select the lassotool * from the Tools tab.

e Dragto draw a freehand selection border.
Polygonal Lasso tool:
e  Select the lasso tool b from the Tools tab.

e Click in the image to set the starting point.
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e Double click the image to close the selection.

Cutting, copying, and pasting selections:

e Select the area you want to cut /copy.

e  Choose Cut Out tool %4 or Copy tool kR from the Clipboard tab.

e  Paste the selection into the same image or another application.
Deleting selections

e To delete a selection, select the part you want to delete, and press the Del key.

vl
e To cuta selection to the Clipboard, click Cut Out tool <" from the Tools tab.

< Painting Tools

Painting tools include Eyedropper tool, Brush tool, Paint Bucket tool, Dodge tool, Burn Tool and
Eraser tool, etc. These tools are generally used in combination with the options in Image Editor
Function Panel.

1. Setting options for painting
You can set options for a painting tool in the Function Panel.
Selecting a blending mode
The blending mode controls how pixels in the image are affected by a painting or editing tool.
e To select a blending mode for a tool
Choose from the Mode drop-down menu.
+  Normal
Edits or paints each pixel to make it the result color. This is the default mode.
+  Color Burn

Looks at the color information in each channel and darkens the base color to reflect the

blend color by increasing the contrast. Blending with white produces no change.

«  Color Dodge
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Looks at the color information in each channel and brightens the base color to reflect the
blend color by decreasing the contrast. Blending with black produces no change.

+  Darken

Looks at the color information in each channel and selects the base or blend
color--whichever is darker--as the result color. Pixels lighter than the blend color are
replaced, and pixels darker than the blend color do not change.

+  Difference

Looks at the color information in each channel and subtracts either the blend color from the
base color or the base color from the blend color, depending on which has the greater
brightness value. Blending with white inverts the base color values; blending with black
produces no change.

+  Exclusion

Creates an effect similar to but lower in contrast than the Difference mode. Blending with
white inverts the base color values. Blending with black produces no change.

+  Hard Light

Multiplies or screens the colors, depending on the blend color. The effect is similar to
shining a harsh spotlight on the image.

«  Lighten

Looks at the color information in each channel and selects the base or blend
color--whichever is lighter--as the result color. Pixels darker than the blend color are
replaced, and pixels lighter than the blend color do not change.

«  Linear Dark/Light

Burns or dodges the colors by decreasing or increasing the brightness, depending on the
blend color. If the blend color (light source) is lighter than 50% gray, the image is lightened
by increasing the brightness. If the blend color is darker than 50% gray, the image is
darkened by decreasing the brightness.

+  Multiply

Looks at the color information in each channel and multiplies the base color by the blend

color. The result color is always a darker color. Multiplying any color with black produces

black. Multiplying any color with white leaves the color unchanged. When you're painting
with a color other than black or white, successive strokes with a painting tool produce
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progressively darker colors. The effect is similar to drawing on the image with multiple
magic markers.

¢  Overlay

Multiplies or screens the colors, depending on the base color. Patterns or colors overlay the
existing pixels while preserving the highlights and shadows of the base color. The base color
is not replaced but is mixed with the blend color to reflect the lightness or darkness of the
original color.

+  Pin Light

Replaces the colors, depending on the blend color. If the blend color (light source) is lighter
than 50% gray, pixels darker than the blend color are replaced, and pixels lighter than the
blend color do not change. If the blend color is darker than 50% gray, pixels lighter than the
blend color are replaced, and pixels darker than the blend color do not change. This is useful
for adding special effects to an image.

+  Screen

Looks at each channel's color information and multiplies the inverse of the blend and base
colors. The result color is always a lighter color. Screening with black leaves the color
unchanged. Screening with white produces white. The effect is similar to projecting multiple
photographic slides on top of each other.

+  Soft Light

Darkens or lightens the colors, depending on the blend color. The effect is similar to shining
a diffused spotlight on the image.

Specifying opacity or flow
You can specify opacity or flow in the Function Panel for the following tools:

e  Opacity specifies the maximum amount of paint coverage applied by the brush, pencil,
clone stamp, and paint bucket tools.
e  Flow specifies how quickly paint is applied by the brush tool.

To specify opacity or flow
Enter a value, or drag the slider for Opacity or Flow in the Function Panel.

Opacity or flow can range from 1% to 100%. For transparent paint or a weak effect, specify a low
percentage value; for more opaque paint or a strong effect, specify a high value.
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2. Using the Eyedropper tool

The eyedropper tool samples color to designate a new foreground or background color. You can
sample from the active image. You can also specify the area sampled by the eyedropper tool. For
example, you can set the eyedropper to sample the color values of a 3-by-3-pixel area under the
pointer.

To sample color with the eyedropper tool:

Select the eyedropper tool ﬁ from the Tools tab.

e Inthe Pipette palette of Function Panel, choose an option from the Sample Size menu.

Note: 3 by 3 Average or 5 by 5 Average to read the average value of the specified number of
pixels within the area you click.

e  Click the area containing the color you want to copy.
3. Using the Brush tool

Image Editor provides the brush tool to let you paint with the current foreground color.

P
. Select the Brush tool < from the Tools tab.
e Do one of the following:

A
o
rush

B
m  Click the triangle - , and set brush options: Diameter to control the size of the brush.

Hardness to control the size of the brush's hard center.
m  Specify a blending mode(See “Selecting a blending mode”)

m  Specify an opacity and a flow rate (See “Specifying opacity or flow”)

e Dragthe image to paint.
4. Using the Paint Bucket tool

The paint bucket tool fills adjacent pixels that are similar in color value to the pixels you click.

e Select the paint bucket tool ] from the Tools tab.

e Do one of the following in the Function Panel:

m  Specify a blending mode(See “Selecting a blending mode”)

m  Specify an opacity (See “Specifying opacity or flow”)

m  Specify a tolerance

Note: The tolerance defines how similar in color a pixel must be to be filled. Values can
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range from 0 to 255. A low tolerance fills pixels within a range of color values very similar to
the pixel you click. A high tolerance fills pixels within a broader range.

e  Click the part of the image you want to fill.

5. Using the Dodge tool

The dodge tool is used to lighten areas of the image.

To use the dodge tool:

Select the dodge tool o .

Do the following in the Function Panel:

m  Set brush options: Diameter to control the size of the brush. (See “Using the brush
tool”)

m  Select what to change in the image: Shadows to change the dark areas; Highlights to
change the light areas.

Drag over the part of the image you want to modify.

6. Using the Burn tool

The burn tool is used to darken areas of the image.

To use the burn tool:

[

Select the burn tool =~

e Do the following in the Function Panel:
m  Set brush options: Diameter to control the size of the brush. Hardness to control the
size of the brush's hard center (See “Using the brush tool”).

m  Select what to change in the image: Shadows to change the dark areas; Highlights to
change the light areas.
e Dragover the part of the image you want to modify.

7. Using the Eraser tool

Select the Eraser from the Tools tab.

e Do one of the following in the Function Panel:
m  Set brush options (See “Using the brush tool”).

m  Specify opacity and a flow rate (See “Specifying opacity or flow”).

Drag the pointer over the area you want to erase.

8. Using the Spot Healing Brush tool
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The spot healing brush tool effortlessly removes dust, scratches, blemishes, and other flaws and
automatically preserves the shading, lighting, and texture of the original image.

To use the healing brush tool:

e Select the spot healing brush tool

e Do the following in the Function Panel:

m  Specify the diameter option to control the size of the brush.

m  Specify the roundness option to control the ratio between the brush's short and long
axes.

Press down Ctrl key and click an area to define a source to repair.

9. Using the Clone Stamp tool

The clone stamp tool takes a sample of an image, which you can then apply over another image
or part of the same image. Each stroke of the tool paints on more of the sample.

To use the clone stamp tool:

e Select the clone stamp tool =.

e Do one of the following in the Function Panel:
m  Set brush options: Diameter to control the size of the brush. Hardness to control the
size of the brush's hard center(See “Using the brush tool”).

m  Specify a blending mode(See “Selecting a blending mode”)

m  Specify opacity and a flow rate (See “Specifying opacity or flow”).

e Draginthe image.

10. Choosing foreground and background colors

You can use the Levels palette to select the foreground or background color by choosing from a

color spectrum or by defining colors numerically.

You can designate a new foreground or background color using the eyedropper tool(See “Using
the eyedropper tool”) and the Levels palette.

The default foreground color is black, and the default background color is white.

Levels palette:

The Levels palette displays the color values for the current foreground and background colors.

-

Entering the value in the Levels palette or clicking the arrows ™ to increase or decrease the
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value, you can edit the foreground and background colors according to several different color
models.

4 Levels

Rt 100 * % G: 100 * % B: 100 =

Levels palette

Note: Image Editor uses RGB mode to work with images.

11. Using the Layer palette

The Layers palette lets you set layer opacity, fill layers and choose a blending mode.

A |ayer
Fill 0 100 * %
Opacity: U 100 - 9%
Made: |MNormal -

Layer palette
Setting layer opacity

A layer's opacity determines to what degree it obscures or reveals the layer beneath it. A layer
with 1% opacity appears nearly transparent, while one with 100% opacity appears completely
opaque.

To specify opacity for a layer

1. Select a layer or layer set in the Layers palette.
2. Inthe Layer palette, enter a value in the Opacity text box or drag the Opacity slider.

12. Hiding/Displaying the Function Panel

To hide/display the Function Panel, please select Hide Function Panel button , or Show

Function Panel button
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Filter tab

Using filters, please select an item from the Filter tab to add an effect to the image.

Filter tab
Flipping and Replacing Images
Flipping tools are to flip images horizontally or vertically. And you can also replace the original

image with other images with Replace tool[=+,

To flip images, please do one of the following:

| il
e Inthe Toolbox, click N or = to flip the entire image horizontally or vertically.

e Toflip the image you select, click Rectangle tool or Lasso tool to select an area, and click Flip

tool il or #

To replace images, please do as the following:
4
1. Onthe Images tab, click Replace button e
2. Inthe pop-up Open dialog box, search the image file you want and click Open button.
Note: Only BMP, PCX, TIF, and JPEG format file can be opened.

3.  You get a confirmation message asking you if you want to continue to replace the current
active image. If yes, click the Ok button to finish.

Note: The replaced image will never be recovered.

Spelling Check

Foxit PhantomPDF allows users to check the spelling of PDF files and provides suggestions to

correct misspelled words. This feature is useful when users want to proofread text. You can check
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for possible mistakes and then confirm each correction.

To perform a spellcheck, please do the following:

« Click EDIT > Edit Content tab > SpellCheck button v .

¢ In the pop-up Spelling dialog box, you will see the suspect word and suggestions for

correction.

Ignore — Click Ignore if no correction is needed.

Ignore All — Click Ignore All to skip all further occurrences of the current “misspelling”.
Change — Click Change after selecting one suggestion to make the suggested correction.

Add To Dictionary — Click Add to Dictionary if the suspect word is spelled correctly but

doesn’t appear in Foxit PhantomPDF’s dictionary. Choosing Add to Dictionary adds the word

to Foxit PhantomPDF’s custom dictionary, which is a supplemental list of spelled-correctly

words used to proofread a document.

Cancel — Click Cancel to exit the Spelling dialog box.

Spelling |
Change To:  menu Ianore Al |
Suggestions:

meny |

Add To Dictionary

Spelling dialog box

Send to Evernote

Directly send current PDF document to Evernote as an attachment.

>

Prerequisites — You should set up an Evernote account
https://www.evernote.com/Registration.action.

Download and install — http://evernote.com/evernote/?file=Win&btn=grey.
Open a PDF file.

Choose SHARE > Send to > Evernote @ .

from
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Foxit PhantomPDF comes with a built in functionality to combine various PDF files & split one

PDF into various small single & multiple page PDF files according to page numbers as well as page

range. Organize PDF files by re-arranging pages, composing page outlines, etc. Foxit PhantomPDF

displays an overview page without any additional software so you can easily know what you are

working on. It allows you to split, merge, and reorganize pages in your PDF document.

Insert Pages

Insert pages from file

Foxit PhantomPDF allows you to insert pages from a file or multiple files into a PDF.

To insert pages from a file or multiple files into a PDF, open the PDF and do either of the

following:

® Directly drag the page thumbnails from a PDF file or files (not limited to PDFs) to the Page

panel of navigation pane and drop at the place where you want to insert. If you need to

insert certain pages from a non-PDF file, please choose the other method.

® Choose ORGANIZE > Pages > Insert [¢> From File, or click the Insert button IE on Page

panel of navigation pane, or right-click one page thumbnail and choose Insert Pages... > From

File. In the pop-up dialog box, select the files that you want to insert into the target

document, and click Open. If the files are non-PDF files and you only want to add certain

pages not the whole files, please choose to preview first in the pop-up Foxit PhantomPDF

message. Then do the following steps to finish:

Tnsert Files x|
-
Add Files... Total 3 Files [
Add documents to be inserted into the table below.
The sequence in the table determines the insertion sequence.
MName Location Size Type Added Time Seled|
5 File 3.do0cx C:\Users\foxit043\Desktop) | 27.72 KB 2013-09-13 1...
FHe 1.pdf Ci\Users\foxit043\Desktop\,  229.23 KB Foxit Phanto... 2013-09-13 1... 1-7
|| File 2.txt C:\Users\foxit043\Dasktop\  16.34 KB Text Document 2013-09-13 1. 1-10
o m »
MoveUp | [ MoveDown | | Remove
Insert From Insert To
page: 2-3| of 7 @ Before page 4 < of 5
Sample:1,5-9,12 ©) After page 4 of 5
If your document has page numbers with a dash or () Beginning of documeant
comma, please enclose each page number in
guotes. For example: "1-1" - "24" © End of document
[Z] show Preview

o -

Insert Files dialog box
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1. In the Insert Files dialog box, you can still add files, folder and open files further by
clicking Add Files... button.
2. Then choose one file you added, specify where you want to insert to the current PDF
document (at the beginning or the end, or before or after a designated), and page range
(insert from ...to ...) of the file that you want to insert.
3. Check Show Preview in the lower left corner, and you can preview the target page and
the insert page in preview boxes. Click OK to insert the pages.
4. To leave the original PDF intact as a separate file, choose Save As, and type a new name
for the merged PDF.

Insert pages from folder

1. Open a PDF file, and choose ORGANIZE > Pages > Insert D-’> From Folder, or right-click one

page thumbnail and choose Insert Pages... > From Folder.

2. The Browse For Folder dialog box pops up. Select the folder that you want to insert into the
target document, and click OK. (See also “Insert pages from file”.)

Browse For Folder @

All supported files in the selected folder and subfolders will
be added.

B Desktop -
» |8 Libraries
» A foxitdd3
- 1M Computer
’*i.ij Metwork
J 1,2 L
E hd

m

Insert pages from open files

1. Open a PDF file, and choose ORGANIZE > Pages > Insert [2’> From Open Files, or right-click

one page thumbnail and choose Insert Pages... > From Open Files.

2. (Optional) Directly drag the page thumbnails from an open PDF file and drop at the target
place of the current PDF file.

3. In the pop-up Open PDF Files dialog box, select files you want to insert and click Add Files to

continue. (See also “Insert pages from file”.)
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Insert pages from a scanner
You can insert pages from a paper document using Foxit PhantomPDF and your scanner.

1. Open the PDF that you want to serve as the basis of the combined file, and choose

ORGANIZE> Pages > Insert D-’> From Scanner, or right-click one page thumbnail and

choose Insert Pages... > From Scanner. In the pop-up From Scanner dialog box, specify the

place you want to insert pages.

From Scanner ﬁ
Destination
@ Before page 4 2 of 5
) After page |4 = of 5
() Beginning of document
© End of document
[ oK ] [ Cancel ]

2. Then select a scanner, the input and documents options in the Custom Scan dialog box, and

then click Scan.

Custom Scan

Scanner: |Please select a scanner A

Input
Sides:

Color Mode:
Resolution:
Paper Size:
Width: Height:

Qutput
New PDF Document

Append Browse...
|
Documents (
Optimization
Optimization Options
Text Recognition
Options

Make Searchable(run OCR)

w
al
0
]
m

Custom Scan dialog box

See also “Create a PDF Using Scanner”

3. To leave the original PDF intact as a separate file, choose Save As, and type a new name for

the merged PDF.
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Insert pages from clipboard

1. Open a PDF file, and choose ORGANIZE> Pages > Insert [2’> From Clipboard, or right-click

one page thumbnail and choose Insert Pages... > From Clipboard.

2. In the pop-up From Clipboard dialog box, specify the place you want to insert pages. Then the
content in the clipboard will be inserted.

3. To leave the original PDF intact as a separate file, choose Save As, and type a new name for
the merged PDF.

Insert pages from a blank page

1. Open the PDF that you want to serve as the basis of the combined file, and choose

ORGANIZE> Pages > Insert D-’> From Blank Page, or right-click one page thumbnail and

choose Insert Pages... > From Blank Page.
2. In the Insert Blank Pages dialog box, specify where you want to insert the blank and page
count (how many blank pages you want to insert), and click OK.

Insert Blank Pages (e S|
Destination
@ Before page 4 = of &
O After page |4 ~ of 6

_) Beginning of document

_) End of decument

Insert Pages Count: 2 =

0K l I Cancel

Insert Blank Pages dialog box

3. To leave the original PDF intact as a separate file, choose Save As, and type a new name for
the merged PDF.

Delete Pages

After combining PDF files, you can delete unwanted or blank pages.
Delete Pages using the Delete command

1. Open the PDF document where you want to delete pages.
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2. Choose ORGANIZE> Pages > Delete (.

Delete Pages lé]

Page Range
Page: 4, of 6
Sample:1,5-9,12
Delete: |Even and odd pages
If your document has page numbers with a dash or

comma, please enclose each page number in
guotes. For example: "1-1" - "2-4",

[C]shaw Preview oK ] I Cancel

Delete Page dialog box
3. Specify a page range and click OK to delete the selected pages.

Note: If you want to retain a copy of the original PDF, make sure that you save the new document
using Save As rather than Save.

Delete Pages using page thumbnails
1. Inthe Pages panel, select a page or group of pages:

<> Drag the mouse to select the page thumbnails.
<> Shift-click or Ctrl-click to select a range of page thumbnails.

2. Press Delete to delete the selected pages. Or right-click the selected pages, choose “Delete
Pages...” in the context menu and click OK.

Extract Pages

Extraction is the process of reusing selected pages of one PDF in a different PDF. Extracted pages
contain not only the content but also all form fields, comments, and links associated with the
original page content.

You can leave the extracted pages in the original document and create a new PDF that includes
all of the extracted pages during the extraction process - comparable to the familiar processes of
cutting-and-pasting or copying-and-pasting, but on the page level.

Note: Any bookmarks or article threading associated with pages are not extracted.
1. Open the PDF in Foxit PhantomPDF and choose ORGANIZE > Pages > Extract = . Check

Show Preview to preview the current document in the pop-up Extract Pages dialog box.
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2. (Optional) Right-click the page thumbnails that you want to extract and choose Extract
Pages....

Extract Pages lé]

Page Range

Pages: 1, of 6
Sample:1,5-9,12

Extract: |Even and odd pages
If your document has page numbers with a dash ar

comma, please enclose each page number in
quotes. For example: "1-1" - "2-4"

[T 1mmediately save extracted pages
[“] Delete the pages after extraction
[] show Preview

0K l I Cancel

Extract Pages dialog box

3. Inthe Extract Pages dialog box, specify the page range to be deleted. To extract even or odd
pages, the page range should include both one even page and one odd page at least.

4. In the Extract Pages dialog box, check the item Immediately save extracted pages to save
the extracted pages into a new PDF file after you click OK. The saved file will not be opened
in Foxit PhantomPDF automatically. If the item is not checked, a new PDF file that includes
the extracted pages will be opened without being saved. You will have to manually save it.

5. In the Extract Pages dialog box, check the item Delete the pages after extraction to delete
the selected pages from the original document.

6. Click OK after setting. The extracted pages are placed in a new PDF document named
“Extracted pages from [original document name].pdf”.

Note: The creator of a PDF document can set the security to prevent the extraction of pages. To
view the security settings for a document, choose FILE > Properties, and select Security tab.

Replace Pages

You can replace an entire PDF page with another PDF page. The text, images and comments on

the original page will be replaced.
To quickly update a PDF, you can replace individual pages.

1. Open the PDF that contains the pages you want to replace. Choose ORGANIZE > Pages >

Replace 3 or right-click the page thumbnails that you want to replace and choose Replace

Pages....
2. Select the PDF document containing the replacement pages, then click Open.
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Replace Pages ]
Select pages to replace Select replacement pages
Replace pages: Select file: File 1.pdf

Replace with pages:

4

To: 1 S of 5
Page: 1, of 7

Sample:1,5-9,12

in test0.pdf

If your document has page numbers with a dash or comma, please enclose each page
number in quotes. For example: "1-1" - "2-4".

[C1show Preview 0K ]’ Cancel

Replace Pages dialog box

3. Inthe pop-up Replace Pages dialog box, from the original PDF file select pages you want to
replace and select replacement pages from the selected file. You can click Browse to change
the selected file.

4. Click OK to finish.

Note: The bookmarks associated with the original pages will be unavailable after the
replacement.

Swap Two Pages

The Swap feature is useful sometimes if you want to swap two different pages within a PDF
document.

Open the PDF document within which you want to swap pages.
2. (Optional) Directly drag and drop the page thumbnail to the target location in the Page
panel of navigation pane.

&
3. Choose ORGANIZE > Pages > Swap Uq' .

4. In the Swap Two Pages dialog box, select or enter two different page numbers in the Swap
and For options.
5. Click OK.

Duplicate Pages

The Duplicate Pages feature allows you to copy pages within a PDF document.

1. Open the PDF document within which you want to copy pages.

2.  Choose ORGANIZE > Pages > Duplicate Iy .
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3. In the Duplicate Pages dialog box, specify where you want to copy pages within the
document and the page range that you want to copy.
4. Click OK.

Move Pages

The Move Pages feature allows you to move pages within a PDF document.
Move one or more pages within a PDF document

1. Open the PDF document within which you want to move pages.

2. Choose ORGANIZE > Pages > Move L% .

3. Inthe Move Pages dialog box, specify where you want to move pages within the document,
and page range that you want to move.
4. Click OK.

Note: Tagged bookmarks affect the order that reading devices follow, such as devices for the
visually impaired. Tagged bookmarks do not change the sequence of pages in a PDF.

Move one or more pages within a PDF, using page thumbnails

1. Click the Pages button to open the Pages panel, and select one or more page thumbnails.
2. To move a page, drag the page number box of the corresponding page thumbnail or the
page thumbnail itself to the new location.

Split Document

The Split Document feature is a process of splitting one or more documents into multiple
smaller-size documents.

1. Open the PDF document you want to split.

2. Choose ORGANIZE > Pages > Split ', or right-click on the target page thumbnails and choose

Split Document in the context menu.

3. In the Split Document dialog box enter the maximum number of pages or file size after splitting,
or choose whether to split by the top-level bookmarks if the document has bookmarks.

4. Click Select More Files... to split more files. Click Output Options to specify the storage
location, the file names and other settings.
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5. Click OK.

Crop Pages

The Crop Pages feature allows you to adjust the visible page area. You can create a PDF
document with pages of different sizes.

Crop one or more pages

1. Open the PDF document you want to crop.

2. Right click the target page(s) on the Pages thumbnails, choose Crop Pages.

3. Inthe pop-up Crop Pages dialog box, specify the settings in the Margin Control: select
CropBox, ArtBox, TrimBox, or BleedBox (they are displayed in the preview box in
black, red, green and blue respectively) and adjust the proportions to crop. You can
preview all the boxes on the right after checking the item Show All Boxes.

Crop Pages [

— e — .

Show All Boxes Units:
,

Constrain Proportions

Margin Contrals

i}

Top: 3.00

Bottom: 3.00

Left: 3.00

EAREANEONE

Right: 3.00

[] Rermove White Margins

Set To Zero

Page Range

Page:
1, |
Sample:1,5-9,12 -
of 5 1 = of 5 Pages |

TrimBox size: 2.27 x3.69 inch
Crop: |Even and odd pages

CropBox — Defines the content boundary of the page when it’s displayed or printed.
ArtBox — Defines the meaningful content of the page including blank space.
TrimBox — Defines the final dimensions of the page after trimming.

BleedBox — Defines the clipping path when the page is printed professionally to allow
for paper trimming and folding. Printing marks may fall outside the bleed area.

Constrain Proportions — Locks the cropped proportions and each margin will have the
same distance from each side to the border.

128



Foxit PhantomPDF
User Manual

Remove White Margins — Crops the page to the artwork boundary, which is useful for
trimming the edges of presentation slides saved as PDFs.

Set To Zero — Restores all the crop margins to zero.
Reset — Resets all the margins to the original dimensions.

4. Arectangle in the page thumbnail showed in the preview box shows the boundaries
of the cropped area.

5. Choose the page range you want to crop.

6. Choose the unit of the margin cropping values.

7. Click OK.

Crop one page
1. Choose ORGANIZE > Transform > Crop it , the cursor will change to " Drag the

cursor to select an area you want to crop. Then double-click the area you cropped.

2. In the pop-up Crop Pages dialog box, the margin measurement indicates the size of the
area you selected. You can directly click OK or provide new settings in the dialog box.

Note: Cropping does not reduce file size because information is not discarded but merely
hidden. So you can restore the page and its content to its original dimensions by resetting

the page size.

Rotate Pages

You can rotate all or selected pages in a document.

Open the PDF document within which you want to rotate pages.
2. (Optional) To rotate one page, choose ORGANIZE >Transform > click Rotate Pages

]

LD > Left/Right. Rotation is based on 90° increments.

3. To rotate one or more pages, please use one of the following methods:

<> Choose ORGANIZE >Transform > click Rotate Pages LD s Multi-page rotate.
<> Right-click the selected page thumbnails and choose Rotate Pages.
<> Select multiple page thumbnails in Page panel and click the Rotate

Counterclockwise button B and Rotate Clockwise button E“ . Rotation is

based on 90° increments.
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4. Inthe pop-up Rotate Pages dialog box, specify the direction you want to rotate the
pages and the page range.
5. Click OK.

Note: To temporarily change your view of the page, choose VIEW > Page Display > Rotate
View > Rotate Left or Right. The original page orientation is restored the next time you open
the PDF.

Flatten Pages

The Flatten Pages feature can discard interactive annotations in the PDF file and make them
become part of objects of the PDF pages.

1. Open the PDF document where you want to flatten pages.

Y

2.  Choose ORGANIZE > Transform > Flatten - w.

3. Inthe Flatten Pages dialog box, specify the page range (current page, all pages, a range of
pages), and click OK.

Note: If you want to retain a copy of the original PDF, make sure that you save the new document
using Save As rather than Save.
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Chapter 7 — Comments

A comment is a written note intended as an opinion, an explanation, an illustration, or a
statement of fact or opinion, especially a remark that expresses a personal reaction or attitude.
You can type a text message or add a line, circle, or other shape to make comments on PDFs you
are reading with Foxit PhantomPDF commenting tools. You can also edit, reply, delete, and move
the comments with ease.

Use Different Comments Tools

There are various annotation tools with different functions for you to choose: Text Markup Tools,
Pin Tools, Typewriter Tools, Drawing Tools, Measure Tools and Stamp Tools. You can add different
comments by selecting the annotation tools from the Comments tab or Toolbar.

Operating Systems

° MicrosoﬂW’M Text Markup
(32-bit & 64-bit).

° Windowsome Basic, Home Premium, E
without Service Pack 1 (32-bit & 64-bit).

Drawing Comment

; oS =Note 9/16/2013 2:18:12 PM[]
s—Nindows 7 (32 {Digheg options - | ——— Note
¢ Windows 8 (32-
¢ Microsoft Office uir
e For users utilizir s

integration capz Ws

Text Markup Tools

You can use Text Markup tools to indicate where text should be edited or noticed. Text Markups
do not change the actual text in the PDF. Instead, they indicate which text should be deleted,
inserted, highlighted or underlined. Text Markup tools include Highlight Tool, Squiggly Tool,
Underline Tool, Strikeout Tool, Replace Tool, and Insert Tool.

To select a markup tool:

# Choose COMMENT > Text Markup > select [Markup tools name]. Then click and drag from

the beginning of the text you want to mark up.
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Text Markup Tools

Description
To mark important passages of text with a fluorescent (usually) marker as

abc Highlight Text Tool )
a means of memory retention or for later reference.
U Squiggly Text Tool | To draw a squiggly line under. Similar to Underline Tool.
Underline Text ) o )
U To draw a line under to indicate emphasis.
Tool
- Strikeout Text . . )
1 Tool To draw a line to cross out text, making others know the text is deleted.
00
T Replace Text Tool | To draw a line to cross out text and provide a substitute for it.
A proofreading symbol (*) used to indicate where something is to be
T Insert Text Tool

inserted in a line.

Note: If you want to add multiple comments without reselecting the same tool, you can check
Keep Tool Selected at COMMENT > Manage Comments tab.

Pin Tools

You can use pin tools to add comments by adding notes and attaching a file. In note comments

you can type a text message. Using the tool I;}, you can attach a file in the document as a

comment.

Add a Note Comment

To add a note comment, please click the Note tool%, click where you want to place the note

and make comments in the box.

ments > T riter > Typewrite

ter betweé’_ﬁ_.‘he letters to activa

|
el
in

Mote icon

Note 2013/3/25 12:48:58[]
Shirley Options = Options menu
MNote Comment.

Close button

T

Textmessage

Di

Resize corner
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Add a file attachment

To add a file attachment as a comment, do the following:

<  Click the button %" on the Pin ribbon under the COMMENT menu.

< Position the pointer to the place where you want to attach a file as a comment > click the
selected position.

<+ Inthe Add Attachment dialog box, select the file you want to attach, and click Open.

Note: If you try to attach certain file formats (such as EXE), Foxit Phantom PDF warns you that
your attachment is denied because of your security settings.

<% The File Attachment Icon 1 appears at the place you designated.

Typewriter

The Typewriter tools include Typewriter Tool, Callout Tool, and Textbox Tool.
Typewriter Tool

You can use the Typewriter Tool to add comments anywhere on a PDF, which doesn’t appear as
annotations.

Note: The Typewriter Tool can be used to fill forms. See also “Filling non-interactive forms”.

I'm using the Typewriter Tool.

Typewriter comment

<~ Add comments with typewriter

* Choose COMMENT > Typewriter > Typewriter Tool.

¢ Put the cursor on the area to type any text you want. The COMMENT FORMAT tab
appears for you to specify the font format.

* Press Enter if you want to start a new line.

+ To finish typing, click anywhere outside the text you have inputted.

< Editing the typewriter comment

¢ Choose Comments > Typewriter > Typewriter.
e Put the pointer between the letters and double-click to activate the typewriter text
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field.
» Do any changes to the text you have inputted by using the COMMENT FORMAT tab.
Use Backspace or Delete keys to delete the characters before or after the pointer.
+ To finish editing, click anywhere outside the text field.

Tip: You can use the Arrow Keys to move the pointer right and left or up and down.
<~ Spell Checking Typewriter Input

You are able to use the Spell Checker to check your typewriter input give you correcting
suggestions if the security settings allow. The Spell Checker component has been integrated into
Foxit PhantomPDF. However in the future when an update of this component is available on the
Foxit server, you have to manually download the component by going to Check for Updates in
the Help menu of Foxit PhantomPDF.

If you have installed Spell Checker, when you use typewriter to insert any English text, this tool
will try to find any spelling errors and highlight them with squiggly lines.

# Right click on the misspelled words, and you will see a list of suggested words.
# Choose one of the suggested words to correct your input or ignore the squiggly line.

<~ Move the typewriter comment
Do one of the following:

» Choose COMMENT > Typewriter > Typewriter Tool and put the cursor on the typewriter
comment when the cursor turns to be an arrow *, hold down the mouse and drag the
typewriter comment to the intended place.

Tips:

+ You can use Home, End or Arrow Key to move the cursor among characters.
+ When moving the typewriter comment, a rectangle appears.

move it to the intended place.

<~ Delete the typewriter comment

Choose COMMENT > Typewriter > Typewriter Tool. Position the cursor to the ending or the
beginning of the text, drag the cursor to select them all, and press the Delete key.

o

(Recommended method) Click the Annotation Selection Tool X or Hand Tool */, right-click

the text field, and choose Delete.
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Callout Tool and Textbox Tool

Callout Tool and Textbox Tool are designed for users to create comments in a callout text box or a

box.

Callout text boxes are especially useful when you want to single out (but not obscure) a particular

area of a document.

t Softwara|Callout |s mq
| eprgineers working in fiy
Foxit PDF Core Technolq
Foxit PDF User Interface

A textbox is a rectangle of any size, possibly with a border that separates the text box from the
rest of the interface, allowing the user to input text information. A text box usually remains

visible on the document page. It doesn’t close like a pop-up note.

About Our Goal

Text box
Foxit Software has posi
technology solution prov
alternative to Adobe for

Note: You can add comments to Japanese, Chinese, and Korean text with the Callout Tool or
Textbox Tool, but you must have the Eastern Asian Language module installed. Callout text boxes

and Text boxes allow for horizontal text only.
<~ Add a callout or textbox

Choose COMMENT > Typewriter > Callout/Textbox.
Click the place where you want to insert the callout or text box. The COMMENT

FORMAT tab appears for you to specify the font format.
® Type the text. Text wraps automatically when it reaches the right edge of the box.

< Resize, move, edit or delete a callout or textbox
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o e
Select the Hand Tool \—’ or Annotation Selection Tool , and do one of the following:
To resize the callout or textbox, select it and drag any of the handles to resize it.
® To move the callout or textbox, select it and drag to the intended place.
To edit the callout or textbox, double-click it and do the editing by using the COMMENT
FORMAT tab.
® To delete the callout or textbox, select it and press Delete, or right-click it and then choose
Delete.

<-  Setting callout or textbox preferences

Please refer to “Setting typewriter preferences”.

Drawing

Drawing Tools allow you to mark up a document with rectangles, ovals, polygons, clouds, arrows,

lines, polylines, etc. It is quite useful when you have to make some shapes to mark the text or

image.
Drawing Tools
Button Tool Name Description
To draw a four-sided plane figure with four right angles. Press Shift
— Rectangle Tool
key to draw a square.
) Oval Tool To draw an oval shape or a circle with pressing Shift key.
To draw a closed plane figure bounded by three or more line
) Polygon Tool
segments.
e Cloudy Tool To draw cloudy shapes.
To draw something, such as a directional symbol, that is similar to an
K, Arrow Tool ) )
arrow in form or function.
L Line Tool To mark with a line.
£ PolyLine Tool | To draw an open plan figure with three or more line segments.
v Pencil Tool To draw free-form shapes.
An implement, acts as a piece of rubber, used for erasing the pencil
Rubber Tool

markups.

Area Highlight
Tool

To mark important area as a means of memory retention or for later
reference.

Note:

If you draw a cloud shape in a counterclockwise direction, the cloud comes out inwardCB. If you

draw the lines forming the shape in a clockwise direction, the cloud is created with the points
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outward&.

Tips:

# To draw a line in horizontal, vertical, or at a 45 degree angle, press Shift while you draw.
# To draw a square or circle with Oval Tool or Rectangle Tool, press Shift while you draw.

Edit, resize or move the markup

--------

To edit the drawing markup, right-click, select Properties and do settings as needed.
or resize the drawing markup, select it, put the cursor on one of the green points, and drag
one of the handles to make your adjustments.
To move the drawing markup, select it and put the cursor on one of the segments to drag.
To add a pop-up note to the markup, select it and double-click the markup or right-click it
and choose Open Popup Note.

# |If you draw a line or arrow, you can enable the comment to be shown on the line or arrow
by checking Show text in line in the line properties box.

# Check Set Current Properties as Default so that the current settings can be applied next
time by default.

Arrow 6/6/2013 4:13:39 PM [
Shirley Options -
Eaxit Corporation|

Arrow Comment
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(X

Appearance | General Review History

Thickness: E_:
Borderstyle: —
Color: ! Fill calor: ﬂ
Start of line [None v] End of line: [Dpen
Opacity: 100 %

[[]show text in line

8

[|Locked [C]Set Current Properties as Default

Close

v
F@xﬂ-eew-pe@an

The Properties of the Arrow Comment

Delete the markup

Select the markup and press the Delete key. Or right-click the markup and select Delete.

Group the markups

Grouping drawing markups enables you to combine them so that you can work with them as

though they were a single object. You can move or delete the group, set its status, change its

appearance, etc.

Wy N
Select the Hand Tool o or Annotation Selection Tool V*, and do one of the following:

® To group/ungroup markups, select the markups you want to group/ungroup by pressing

Ctrl > right-click group/ungroup.

® To work with a group, select one of the markups and then work with the group as other

comments.

Measure Tools

See also “Using Measuring”
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Stamps

The Stamp Tools in Foxit PhantomPDF are a group of advanced tools that enable you to stamp
content and watermarks into a PDF document. Foxit PhantomPDF supports image stamps with
various image formats (JPEG, GIF, BMP, WMF, etc.) and PDF file stamps. You can either create
dynamic stamps which can obtain information from your system including name, date and time,
or import existing dynamic stamps. Stamping PDF files is a very useful feature especially when
you need to give reviewers some advices about the document's status or sensitivity.

APPROVED ) ———  Standard Stamp

QONFIDENTIAL ]

Administrator at 8:34 pm, May 05, 2011

Dynamic Stamp

Create a Custom Stamp

— Create a Custom Dynamic
(;x stamp

Stamp a PDF

You can choose from a list of predefined stamps, or create custom stamps before stamping a PDF.
All the stamps that you import or create are listed in the menu of Stamp Tool and Stamps Palette.
To apply a stamp, please do the following:

1. Choose COMMENT > Stamps tab > Stamp button > choose a stamp from the menu. Or
choose COMMENT > Stamps tab > Create > Show Stamps Palette.... In the Stamps window,
select a category from the menu, and then select a stamp.

2. The cursor changes into a rectangle. Click on the position where you want to place the
stamp.

Note: All the stamps that you import or customize will be listed after you click Stamp button, you
can choose directly a stamp from the menu.

Create a Stamp
You can create custom stamps and dynamic stamps.

<-  Creating a Custom Stamp
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Choose COMMENT > Stamps> Create>Create Custom Stamp.
In the Create Custom Stamp dialog box, click Browse... and choose an image file or a PDF file.
If the selected file contains multiple pages, you can drag the scroll bar to select a page.
3. Type a new category name or choose a category from drop-down menu, name the stamp,
and then click OK.

Note: If the stamp you choose is an image file, you can adjust the opacity of the image via

dragging the scrollbar as needed.

d

Create Custom Stamp

@ File:  C:\Users\foxit043)Desktc

Category:  <to name a new category= -

Name: MNew Stamp

Opacity: 48 9% D

DK l [ Cancel

Create Custom Stamps Dialog Box
You can also create a stamp from the clipboard. Please do as the following:

+ Copy the image to the clipboard.

¢ Choose COMMENT > Stamps > Create > Paste Clipboard Image as Stamp Tool, the cursor will
be changed into a rectangle.

+ Putthe cursor over the desired place and you’re done.

<> Create a Custom Dynamic Stamp

You can create a Custom Dynamic Stamp to add text, author name and date time on stamps.

Please do the following:

Choose COMMENT > Stamps > Create > Create Custom Dynamic Stamp....

2. In the Create Custom Dynamic Stamp dialog box, choose one stamp template from the left
list or create your own stamp template which can be an image or a PDF file. Choose a
category from drop-down menu or name a new one, then name the stamp.

3. Specify Font, Font Size and Font Color.
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4. From the Stamp Text option, if you choose <author name>, <date and time>, <date> or <
author name, date and time> category without typing any text, it will automatically obtain
current user, date, time from your system when you click Add button.

5.  You can instantly adjust the added content to fit your needs when you preview current
stamp on the right top preview pane.

6. Click OK.

Create Custom Dynamic Stamp l&]

Stamp Template: Preview:
Arrow Stamp(Blue -

Arrow Stamp(Deep Blue) B
Arrow Stamp(Deep Green)
Arrow Stamp(Green)

Arrow Stamp(Purple)

Circle Stamp(Blue)
Diamond Stamp(Blue)
Diamond Stamp(Green)

Category: . .
Elipse Stamp(Green) = gary: <to name 3 new category>
Ellipse Stamp(Purple) -
Elipse Stamp(Red) Mame: New Stamp
Qctagon Stamp(Blue)
Octagon Stamp(Purple) Font: |Helvetica v]

Rectangle Stamp(Blue)

Rectangle Stamp(Deep Blue) Stamp Text: <type here to create 3 text> v
Square Stamp(Green)

Square Stamp(Purple) Font Size:  Auto - Colar:
Triangle Stamp(Blue) % : .
Create your stamp template... Add Remove

Create Custom Dynamic Stamp Dialog Box
Manage a stamp
To manage a stamp, please do the following:

i Choose COMMENT > Stamps > Create > Manage Stamps, open Management Custom Stamps
dialog box, and select a stamp.

*  Click Create and choose one option from the drop-down menu to create a stamp. Please
refer to Creating a stamp.

*  Click Edit to edit the selected stamp, such as changing category, stamp name, or replacing
the image or PDF files etc. Please refer to Creating a stamp.

*  Click Delete to remove the stamp.
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Manage Custom Stamps Léj
i Custom Stamps and Categories:
= image
I butterfly
f it
. A
Create... ] [ Edit... ] ’ Delete ]
[
A I B S o

Manage Custom Stamps Dialog Box
Note: Deleting a custom stamp category will delete all stamps that are subordinate to it.
<> Cut/Copy and Paste a Stamp
To cut/copy and paste a stamp, please do the following:

*  Select the stamp you want to cut or copy.

*  Right-click the stamp > Cut/Copy. Or use the shortcut keys Ctrl + X/C to cut and copy.

*  Right-click on the page you want to paste the stamp and select Paste. Or use the shortcut
keys Ctrl + V to paste.

<> Undo/Redo a Stamp

To undo/redo a Stamp, please click the undo button L2 and redo button 1§ on the Quick

Access toolbar.

<> Resize/move a stamp

--------

o Toresize a stamp, select it, put the cursor on one of the red points, and drag one of the
handles to make your adjustments.

« To move a stamp, select it to drag.

e To add a pop-up note to a stamp, select it and double-click the stamp or right-click it
and choose Open Popup Note.

<> Delete a stamp
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Do one of the following:

delete and then press the Delete key.

n
. Select the Hand Tool ./ or the Annotation Selection Tool “*, right-click on the stamp, and

choose Delete from the Context Menu.
Set Favorite Stamps

*  Choose COMMENT > Stamps > Create > Set Favorite Stamps....

*  Select a stamp in All Stamps panel, and then click Add to Favorite, then the stamp you select
will be added to Favorite Stamps panel.

* To remove a stamp from Favorite Stamps panel, select the stamp you want to remove and
then click Remove from Favorite.

-

Set Favorite Stamps
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Set Favorite Stamps

Change the Appearance of Comments

You can change the color and appearances of comments or markups after you create them. Also,
you can set the new look as the default appearance for that tool.

Change the appearance of Note Comments

1. After you create a note comment, right-click the note icon and choose Properties..., or click
Options at the top-right corner of the note popup box and choose Properties....

143



Foxit PhantomPDF

User Manual
Note Properties S|

Appearance | General Review History MNote Type

Color: ¢

Opacity: 100 %

([

[ Locked [T]5et Current Properties as Default

2. In the Note Properties dialog box, do any of the following, and then click Close:

Click the Appearance tab to change the color and opacity of the comment.

Click the Note Type tab to change the type of icon used.

Click the General tab to change the author’s name and subject of the comment.

Click the Review History tab to see the history of changes people have made to the status of

a comment during a review.
See also “Set a status”.

# Check Locked at the bottom of the Note Properties dialog box to prevent the comment from
being moved, altered or deleted.
# Set Current Properties as Default — Sets the current property settings as default so that all

the settings can be applied by default next time.

Change the appearance of Text Markups

Appearance | General Review History

Color:

Opacity: 100 % |

il

[[1Locked []Set Current Properties as Default

# Follow the steps of “Change the appearance of Note Comments”.

# There is no Note Type tab in Text Markups settings.

Change the appearance of Drawing Markups
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Appearance | General Review History

Thickness: H =
Border style: — |

Color: ! Fill color: ﬂ

Opacity: 100 %

u

[[]Locked [T]Set Current Properties as Default

In the Properties dialog box, do any of the following, and then click Close:

# Click the Appearance tab to change such options as the border style, color and opacity. The
type of the comment selected determines which options are available.
Click the General tab to change the author’s name and subject of the comment.
Click the Review History tab to see the history of changes people have made to the status of

a comment during a review.
See also “Set a status”.

# Select Locked at the bottom of the Properties dialog box to prevent the comment from
being altered or deleted.
# Set Current Properties as Default — Sets the current property settings as default so that all

the settings can be applied by default next time.

Change the appearance of Typewriter Markups

Typewriter Properties | |

Appearance | General Review History

Opacity: | [ %
1l

[[|Locked [C]Set Current Properties as Default

In the Typewriter Properties dialog box, do any of the following, and then click Close:

Click the Appearance tab to change the opacity.
Click the General tab to change the author’s name and subject of the comment.
Click the Review History tab to see the history of changes people have made to the status of

a comment during a review.

See also “Set a status”.
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# Select Locked at the bottom of the Properties dialog box to prevent the comment from
being altered or deleted.
& Set Current Properties as Default — Sets the current property settings as default so that all
the settings can be applied by default next time.

Change the appearance of a textbox or callout

Please refer to “Change the appearance of Drawing Markups”.

Set the default appearance for a comment

You can set default properties for any type of comments or markups so that subsequent
comments you create share the same icon and color properties.

# Choosing the Hand tool, or the Annotation Selection tool, or with the current comment tool
selected, right-click the comments, and select Set Current Properties as Default in the
pop-up Context Menu.

# All comments you create using this tool will display the properties you set.

Work on Comments

View all comments

The comments panel displays all comments in the PDF so that you can easily find the comments.
In addition, it also provides a toolbar with basic options: Search box, Expand All, Collapse All,
Previous, Next, Sort By and Hide/Show all comments.

* The comment is displayed in the popup note or on the markup icon and acts as a tooltip
when the popup note is closed.

* If you input the comment with too many lines, it will only show some of the comment while
the rest will be displayed as suspension points when the cursor is moved outside the popup
note. Click inside the message box to view it with scroll bar.

*  The Comments Panel displays all the comments in the PDF. When you navigate through
comments, the selected comment will automatically be kept in sync with the current
comment being displayed. And you click on a comment to go to the specify comment on

page.

To view comments in Comments panel,

Click the comments button = in Navigation panel to open Comments panel.

* |In Comments panel, there are the following functions to provide you:
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|}J Search =] =

<> Search box - Type a string to search comments that contains the string.

<$  Expand All * —Click Expand All button to expand individual comments.

<> Collapse All = —Click Collapse All button to collapse all comments.

<> Previous /Next — Browse through the comments. Click the Previous button or
the Next button to go to the previous or next comment. The two buttons are
unavailable if no comment is selected.

<> Sort By —you can sort comments by author, page, type, date. In a thread of replies,
only first message is sorted, and the reply messages are sorted in the same category as
first message.

<> Show/Hide all comments = you can show/hide all comments in the PDF document.
Note:

You can click the plus and minus signs next to comment to expand or collapse comments.

The page on which comment is located is kept in sync with the selected comment. To go to

the page where a comment is located, only simply click the comment in the comment panel.
3. To show/hide all comments on the Comments panel, you can also choose COMMENT >

Manage Comments > Comments [ > Show All/ Hide All.

Cut, copy and paste comments

Cut comments

Cutting removes selected comments from the current location. Once you cut the comments, you
can paste within the same document, into a different document.

¢  Select comments to be cut.
*  Select Cut from the right-click menu, or press Ctrl + X.
*  You are now ready to paste.

Copy comments

Once you copy the comments, you can paste within the same document, into a different
document.

*  Select comments to be copied.
*  Select Copy from the right-click menu, or press Ctrl + C.
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*  You are now ready to paste.

Paste comments
You can paste comments within the same document, a different document in Foxit PhantomPDF.

*  Copy or cut the selected comments.

*  Place your cursor where you want to paste comments within the same document or to
another opened document.

¢  Select Paste from the right-click menu, or press Ctrl + V.

Undo and Redo comments

See also “Undo and Redo”

Set and change a status

Set a status

Setting a status is useful for keeping track of comments that you have read or that require further
action. You can use the status to indicate which comments you want to accept, reject, cancel,
complete or export to other documents.

By setting the review status, you can show or hide a certain set of comments, and let review
participants know how you are going to handle the comment. Once the review status is set, you
cannot remove the review status display from history in the Review History list, even if you
change the review status to None.

By setting the migration status, you can confirm whether the comment is exported to other
documents and let review participants know the results. Once the migration status is set, you
cannot remove the migration status display from history in the Review History list, even if you

change the migration status to None.
Change the status of a comment

# With the Hand tool, Annotation Selection tool or the corresponding tool selected, right-click
a comment you want to change the status of, choose Set Status >choose one option from
the pop-up Context menu, and then select an option.

# To view a markup’s history of changes:

A. Right-click the markup, and then choose Properties.
B. In the Properties dialog box, click the Review History tab to view the history of status

changes people have made to a markup.
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Reply to comments

Replying to comments is useful in shared reviews, when participants can read each other’s
comments. They can also be used by review initiators to let reviewers know how their
suggestions are being implemented. All replies appear in the popup note and are listed below the
original comment. You can view the respective reply with the reply title and mark.

1. Toreply to original comments in the pop-up note, do any of the following:
# Using the Hand tool, Annotation Selection tool, or the corresponding comment tool, open
the pop-up note for the comment and select Reply in the Options.
# Right-click the original comment and select Reply.
2. Respond to other reviewers’ comments
# Using the Hand tool, Annotation Selection tool, or the corresponding comment tool, and
open the pop-up note for the comment.
# Right-click other reviewer’s comment and select Reply to this Reply.
3. Delete the reply message

In the note pop-up window, right-click the Text message window and click Delete this reply.

4. Change the color of reply message window

In the note pop-up window, right-click the reply message window and choose Change Color.
5. Flag comments with a checkmark

You can mark with a comment with a checkmark by right-clicking the comment and selecting

Mark with a Checkmark. The checkmark icon ¥l will appear in the Comments pane in the

navigation panel. Or you can directly make the checkmark for a comment in the Comments
pane. With the checkmark you can sort comments.

6. Change the author name
Right-click the comment and select Change Author Name.

Note: To open/close all comments’ popup notes, please choose COMMENT > Manage Comments >
Popup notes SN Open All/ Close All.

Arrange comments

You can arrange multiple comments by aligning, centering and distributing them. Please follow

the steps below.
Select multiple comments

1. Select the Annotation Selection Tool .
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2. Press and hold Shift or Ctrl and click the comments you want to edit.

Align Comments

Select two or more comments that you want to align. Then do one of the following:

* Choose COMMENT > Drawing > Arrange > Alignment, and then choose a command as
follows:

JIf
ol
[l

A. To align a column of comments, choose , , or to align them respectively

to the left edge, right edge, or vertical axis of the anchor comment.

0
B. To align a row of comments, choose |I | , |ID| , or |ID| to align them respectively to

the top edge, bottom edge, or horizontal axis of the anchor comment.

Note: When you right-click or Ctrl-click one of the selected comments, it will be highlighted in red,
indicating that it’s the anchor comment. The align menu commands move the other selected
comments to line up with the edges of the anchor comment.

¢ Refer to Align Images for more information.
Center Comments

This function enables you to center comments vertically, horizontally or both.

To center comments, select two or more comments that you want to center. Then do one of the
following:

* Choose COMMENT > Drawing > Arrange > Page Center, and then choose —— , , or

to center them vertically, horizontally or both.

* Please refer to Center Images for more information.
Distribute Comments

In the context of laying out comments on a page, you can give a group of comments uniform
spacing, based on the centers of adjacent comments. This function will be available when
selecting three or more comments.

* To distribute the comments, choose COMMENT > Drawing > Arrange >Distribute, and then

Ih. =, .. . .
choose DU and = to distribute vertically or horizontally.

* Please refer to Distribute Images for more information.
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Summarize comments

Summarizing comments is an easy way to help you directly obtain a synopsis of comments
associated with the PDF. Foxit PhantomPDF supports to create a comment summary PDF. To
create a comment summary, do as below:

1. Choose COMMENT > Manage Comments > Summarize Comments.

2. In Create Comment Summary dialog box, do the following:

Create Comment Surmmary | S|

Layout
©) Document and comments with connector lines on separate pages

1 () Document and comments with connector lines on single pages

2 2 ©) Comments only
|3 I _
3 @ Docurment and comments with sequence nurmbers on separste pages

() Document and comments with sequence numbers on single pages

Include Pages

Comment. Type: © All pages
Paper Size: () Visible pages |
Sort comments by: Pages containing no comments

[ 0K ] [ Cancel ]

A. Choose the layout of the summary and there are five types of layouts for you to choose:
*  L1--Document and comment with connector lines on separate pages
*  L2-- Document and comment with connector lines on single pages
. L3—Comments only
*  L4-- Document and comment with sequence numbers on separate pages

*  L5-- Document and comment with sequence numbers on single pages

Page:17

L1 L2
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1

Page:l7

L3

L5

Paper Size-Select the paper size of the summary

Font Size - Select the font size of the summary.

m m O 0O W

Sort comments by — Choose how to sort the comments.

Include pages— Specify the page range you need to summarize.

L4

Comment Type - Choose the comment type you want to summarize.

3. Click OK and a PDF named Summary of Comments on [original document name).pdf will be

opened automatically. You can rename it before you save.

Send annotated PDFs

Foxit PhantomPDF makes it easy for users to share reviews. You can send your annotated PDFs to

any reviewers to check and respond to your comments.

To send an annotated PDF file, do the following:

. Click on the Save button H to save all the comments you have made.

. Choose SHARE > Send To > Email = to send it out.

152



Foxit PhantomPDF
User Manual

Import/export comments data

This feature is especially useful for PDF reviewing. When you receive an email invitation to a PDF
review, the invitation typically includes the PDF as an attachment or provides a URL to the PDF.
Alternatively, you may receive a Form Data Format (FDF) attachment. When opened, an FDF file
configures your review settings and opens the PDF in a web browser. At this moment, you need
to know how to import the comment data from the FDF file. Similarly, you may export comment
data and send them as an FDF file to the other participants.

Import comments data
Do as the following:

. Double-click a FDF file to open it directly with Foxit PhantomPDF.

. Choose COMMENT > Manage Comments > Import 3¢ > navigate to where the desired

file is, select it (if you want to import multiple comments file, you can select them by
holding Ctrl/Shift or by dragging the mouse to select), and press “Open”. You will be
prompted that the comments data has been imported successfully.

Foxit PhantomPDF S|

@ Successfully imported data to current document.

—

Export comments data
To export comments data, please do one of the following;

* To export comments data as a FDF

A. Choose COMMENT > Manage Comments > Export 5=,

B. You will be presented with a standard Windows “Save As” dialog box. Navigate to where
you want to save the FDF file (e.g., your Documents folder), specify its name and click
Save button.

C. You will be prompted that the data has been exported successfully.

*  To export and send in an e-mail

A. Choose COMMENT > Manage Comments > FDF via Email "=

B. Your default e-mail program will pop up, and the comments data will be exported as a
FDF file and attached in the email automatically.

C. Type the e-mail address and title > click Send.
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D. The comments in FDF will be sent separately.

Note: The option of Export comments data will be available only when the comments have been
added to the PDFs.

Tip: The users of Foxit PhantomPDF can import the comments data from txt and dbf files or

export the data of PDFs and save in FDF formats file. You can also export the data in FDF format
and email as an attachment.
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Chapter 8 — Forms

Foxit PhantomPDF is extremely useful for form filling and form designing. Please read below for
more information.

Interactive Form and Non-interactive form

There are two kinds of “form” files. One is a PDF file with fillable fields, which enables you to fill
the form directly by clicking the form fields without using other features. This is called an
Interactive PDF Form. The other kind of form is a plain PDF file with lines and texts, which should
be filled with the typewriter feature in Foxit PhantomPDF. This is called a Non-interactive PDF

Form.

Interactive Form

For interactive forms, you will see a document message bar appear between the toolbars and the
form itself. If you do not want to see it again when reopening this file, please choose FILE >
Preferences > Forms > Always hide document message bar. To show it, redo the steps.

|=| This document contains interactive form fields. | _Highight Fields | %

The left side of the message bar typically informs you that this document is a fillable form. The
right side of the message bar has two buttons. One is a Highlight Fields button, which colors the
backgrounds of all blanks to be filled in and outlines any required blanks, making it easy to see
them at a glance. Click to it to highlight all fields or cancel the highlight. Another button is a close
button.

Acro Form and XFA (XML Forms Architecture) Form

Foxit PhantomPDF now supports both Acro Form and XFA Form. You can fill in XFA forms with the

o
Hand Tool “./ , the same which you were able to do with normal fillable forms (also known as

—1

Acro Form).

Non-interactive Form

The document message bar will not appear. This kind of form acts like an ordinary PDF document

that has plain text and you will need to use the Typewriter feature to fill in this form.
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Fill in PDF Forms

Foxit PhantomPDF not only allows you to fill in PDF forms and print them out, but also supports
advanced form operations, such as saving filled-out forms and importing/exporting forms data.

Fill Interactive Forms

oM

If a PDF form contains interactive form fields, you can fill in the form with the Hand Tool\kq' .

=

When you place the pointer over an interactive form field, the pointer icon changes to one of the
following:

* Hand icon {b -- Appears when mousing over a button, radio button, check box, or item

on a list.

* |-beamicon I - Appears when you can type text into the form field.

To fill in an interactive form, please do the following:

i
*  If necessary, select the Hand tool -/ .

* (Optional) To make form fields easier to identify, click the Highlight Fields on the document
message bar. Form fields appear with a colored background (grey by default).
*  Choose FORM > Form Recognition > Run Form Field Recognition. Then click on the first form

field you want to fill in, either to select that option or to place an I-beam pointer I inthe

field so that you can start typing.
*  Right-click the text fields, and choose Paste or Select All to do other operations.
e After making a selection or entering text, do any of the following:
A. Press Tab or Shift + Tab to accept the form field change and go to the next or previous
field.
B. Right-click form field and press the Up arrow key to select the previous option in an item

of list, or press the Down arrow key to select the next option.

e After you fill in the form fields, do one of the following:
A. Click the submit button if one exists. Clicking this button sends the form data to a

database across the web or over your company intranet.

B. Click Save icon H on toolbar, or choose FILE > Save.

C. Choose FILE > Save As, and specify a location for the copy.
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Clear a form entry

Click one of the form fields, and use the Backspace key or Delete key.
Reset unsaved form entries

Choose FORM >Form Data> Reset Form |2

Clear a form in a browser

Do either of the following:

e  Select the reset form button if one exists. You can’t undo this action.
*  Quit the browser, and start again.

Note: Clicking the web browser’s Reload for Refresh button, the Back or Go Back button, or
following a link to another page may not complete clearing the form.

Fill lengthy entries in forms

Some PDF forms can contain dynamic text fields, which changes the text you input in size to
accommodate the text fields. The text appears smaller and smaller when the words you type
exceed the current size of the field. When you’re finished typing and the field is deactivated, the
text field displays all of the typed text in smaller size.

Spell-checking form entries

You can spell- check the text you typed in form fields after purchasing Foxit PhantomPDF if the
security settings allow.

If you have installed the Spell Checker, when you insert any English text in the form fields, the
spelling errors will be highlighted and underlined with squiggly lines.

To spell-check entries, do the following:

. Right-click on the misspelled words and you will see a list of five suggested words.
. Choose one of the suggested words to correct your input or ignore the squiggly line.
. If all the suggested words are not the exact words you want to input, try to correct them

with other words.

Fill Non-interactive Forms

If a PDF form contains non-interactive form fields, you can fill in the form with the Typewriter T/.
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When you place the pointer over a non-interactive form field, the basic pointer icon doesn’t
change.

Non-interactive PDF forms can be printed and filled in by hand. Or choose REIVIEW ribbon>

Typewriter tab> Typewriter Tool T/ to type information over the blank form fields and then save

or print a copy of the completed form.

To use the Typewriter Tool to fill the non-interactive forms and spell-check the entries, please
refer to “Typewriter Tool” .

Note: To add text before or after the form fields, you can either choose to use Edit > Edit Content >
Add Text or refer to the Typewriter Tool.

Comment on Forms

You can comment on PDF forms, just as on any other PDF. You can add comments only when the
form creator has extended rights to the users.

Whether or not these comments are included when the form is submitted depends on how it is
submitted. For example, if you use Foxit PhantomPDF to print the form for mailing or faxing, the
comments do not appear. But if you attach the filled-in form to email as a complete PDF, the
comments are included. Also, you can send the comments separately as an email attachment.

See also “Chapter 7 - Comments”.

Manage Form Data

You can import form data from other file formats to a PDF form, or export form data on a PDF

form to other file formats. You can also export form data from multiple PDF forms to a CSV file.

Import/Export Form Data

To import and export form data is similar to the way of importing and exporting comment data.
However, this function is only for PDF interactive forms. All the options for importing and
exporting form data will be unavailable when you open other ordinary PDFs or non-interactive
forms.

To learn how to import and export form data, please view “Import/Export Comments Data”.

You can also export form data to an existing CSV file by clicking FORM > Form Data > Export >
Append to an Existing Sheet. In the Open dialog box, select a CSV file you want to append the
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form data to and click Open. A Foxit PhantomPDF message will pop up to prompt that the form
data has been exported successfully and let you decide whether to open the file.

Tip: The users of Foxit PhantomPDF can import the form data from txt, xml, CSV, dbf or Excel
format files or export the data of PDFs and save in FDF formats file, and it also can import and
export the form data of PDFs and save as txt, xml, CSV, dbf or Excel format files.

Combine forms to a sheet

To export form data from multiple PDF forms to a CSV file, please do as following:
1. Choose FORM > Form Data > Combine Forms to a Sheet.

2. In the Export multi-forms to a sheet dialog box, click Add Files to add files that you want to

combine into a sheet. You can also click close button * in the dialog box to remove files.

3. (Optional) Check the option Contain forms you closed recently to add the PDF files you closed
recently. You can also append the exported form data to an existing file by checking the option
Append to an existing file.

4. Click Export. In the Save As dialog box, specify a folder and file name (“data source.csv” by
default) for the CSV file and click Save. A Foxit PhantomPDF message will pop up to prompt that
the form data has been exported successfully and let you decide whether to open the file.

Form Fields

Foxit PhantomPDF uses a group of buttons that can be used to create and design form fields in
interactive forms. You are able to add push buttons, text fields, check boxes, combo boxes, list
boxes or radio buttons to create an interactive PDF form and specify their properties.

Create Interactive Forms

You can either create an entirely new interactive form from a blank page or add form fields to an

existing electronic form.
To start from a blank page, please do the following:

. Create a blank PDF from FILE > Create > Blank, or choose CONVERT > Create > Blank.
. Open the blank page with Foxit PhantomPDF, and then add form fields.

To create forms from non-interactive table:
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. Open it with Foxit PhantomPDF and choose FORM > Form Recognition > Run Form Field
Recognition D All fillable fields in the document will be recognized and highlighted.

. Add form fields from FORM > Form Fields > click a type of form field button and the cursor

changes to crosshair -= . And the Designer Assistant D! is selected automatically.

. All the corresponding type of form fields will be automatically named with the text near
the form fields(Take the text fields for an example as below).

. Click the place you want to add the form field. To edit the form field further, please refer to
the properties of different buttons from “Buttons”.

Applicant Gender
Address

Creating Text Fields

Buttons

There are seven basic buttons to add form fields for you to create an interactive PDF form:

Button Tool Name Description
Creates an interactive form element to initiate certain predefined
p— Push actions, such as opening a file, submitting data to a web server, or
[G—H] Button resetting a form. This button can also be customized with images and
text.
« Check Box Presents yes-or-no choices for individual items. If the form contains
multiple check boxes, users can select what they want.
Ifixl Radio Presents a group of choices from which the user can select only one
= Button item.
= Combo Lets the user either choose an item from a pop-up menu or type in a
L Box value.

[EI List Box Displays a list of options the user can select.

Text Field | Lets the user type in text, such as name, address, phone number, etc.

Signature

Field Creates a blank digital signature field for reviewers to sign the document
ie
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Push Button

A PDF Form

<> Create a new push button

Choose FORM > Form Fields > Push Button , your cursor changes into " and do the following:

* Dragan area in the desired place to create a push button.

*  Abox appears under the button for you to input the button name and the name of label.

*  You can also click the All Properties to do more settings.
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<> Move and resize a push button

* To move a push button, select Annotation Selection Tool “Xor push button[ﬁj, click and

drag the button to move it to a new location.

* To resize a push button, select Annotation Selection Tool “¥or push button[ﬂl, click to

select the button, and then drag a border handle.
<~ Delete a push button

*  Select Annotation Selection Tool “* or push button[EJ, click the push button you want to
delete.
*  Press Delete, or right-click the push button > Delete.

<~ Create multiple copies of a push button

You can create multiple copies of a push button. The new push button names are based on the
original push buttons and appended with a number. However, you are able to create them with
the same names. In addition, all the new push buttons are created sequentially, using standard
array format.

¢ With the Annotation Selection Tool *® or push button |~EJ, select one or more push buttons

that you want to copy (press Shift or Ctrl when clicking to select more buttons).
*  Right-click one of the buttons > Create Multiple Copies...
* Inthe Create Multiple Copies of Fields dialog box, do the following:

Create Multiple Copies of F‘ie&d’s l A J L&J
Nurmber of Fields
Copy selected fields down (times) ]

A[w]f (<]

Copy selected fields across (times) 2

Overall Size{All Fields)
Change Width (in}) 0.04

|[w]f 4[>

Change Height (in) 0.04

0Overall Position{Al Fields)

[V Preview [T] same Hame

[ oK ] [ Cancel

The Create Multiple Copies of Fields dialog box

A. To specify the rows to be created, enter or select a number in Copy Selected fields down

(times). The default number is set to 2.
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B. To specify the columns to be created, enter or select a number in Copy Selected fields
across (times). The default number is set to 2.
C. To specify the width of the area in which the columns of fields appear, enter or select a
number in Change Width (in). The default number is set to 0.04.
D. To specify the height of the area in which the columns of fields appear, enter or select a
number in Change Height (in). The default number is set to 0.04.

Note: The width and height values don’t change the dimensions of individual fields but
designate the size of the entire area for all the selected and newly created fields.

E. To change the position of buttons, use the Up, Down, Left, and Right buttons in the
dialog box.

F. Click Preview to apply the results.

G. Click Same Name to apply the names of original buttons to the newly created buttons,
and click OK.

Note: Copies of push buttons function independently of each other. You can use a different
procedure to duplicate push buttons, creating an information- sharing relationship among
these buttons.

<> Duplicate a push button across multiple pages

*  Select the push button that you want to duplicate.
*  Right-click the button > Duplicate...

Note: The Duplicate command isn’t available for forms with only one page.
* Then do one of the following:

To duplicate the push button on every page in the form, select All, and click OK.

B. To duplicate the push button on odd/even page in the form, select Odd pages or Even
pages, and click OK.

C. To duplicate the push button on a limited range of pages, type the starting and ending
page on which you want the button to appear. Click OK.

Note: Enter the page number including or not including the page on which the button originally
appears doesn’t affect the duplication process. Including that page won’t create a second
copy on top of the original one, and not including it won’t remove the original button.

<~ Settab order

You can set the tab order of the buttons you created. The order number will show on the top left

corner.

e Choose the Annotation Selection Tool “¥, select the buttons you want to order and move
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the cursor to one of the buttons you selected.
*  Right click the button and choose Set Tab Order on the context menu.

<~ Set push button properties

You can set properties that apply formatting, determine the appearance and actions, and so
forth.

The push button has a General tab, Appearance tab, an Options tab, and an Actions tab. Besides,
there are two items on every tab:

» Locked — When selected, prevents any further changes to any push button properties.
» Close — Applies and saves the current button properties, and closes the button properties
dialog box.

Note: If you select Locked on any tab, it will lock all options for the button, but not just the options
on that tab.

1. General tab for the button properties

The General tab in push button properties contains the following options:

*  Name - Specifies the unique name of the selected push button.

*  Tooltip — Displays text that the hesitant user may find helpful in clicking the button. Tooltips
appear when the pointer hovers over the push button.

*  Form Field — Specifies whether the push button can be seen, either on screen or in print.
There are four choices for you: Visible, Hidden, Visible but doesn’t print, and Hidden but
printable.

*  Orientation — Rotates the push button by 0, 90, 180, or 270 Degrees.

*  Read Only — Prevents the user from clicking the push button.

*  Required — This option is not available for the push button.

2. Appearance tab for the button properties

The Appearance properties determine how the push button looks on the page. The Appearance
tab in push button properties contains the following options:

* Line Style — Alters the appearance of the frame. Select Solid, Dashed, Beveled, Inset or
Underline.
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Solid Dashed Beveled Inset Underline

The appearances of Push Button with different line styles
Note: You may not see the difference if no color is chosen as the border color.

*  Thickness — Specifies the width of the frame surrounding the push button: Thin, Medium, or
Thick.

* Border Color — Opens a color picker in which you can select a color for the frame
surrounding the button. To leave the button without a frame, select No color.

*  Fill Color — Opens a color picker in which you can select a color for the button. To leave the
button uncolored, select No color.

Note: A Fill Color choice other than No color will block any images on the PDF page that are
behind the button.

*  Font Size — Sets the size of the label for the button. You can either choose Auto, various
preset values, or type in a different value.

*  Text Color — Opens a color picker in which you can select a color for the label.

*  Font — Lists the fonts available on your computer.

Font Size: 30

Lab e ]:—’ Text Color: Green

Font: Times New Roman

Push Button
3. Options tab for the button properties

The Options properties determine how labels and icons appear on the button. A button can
have a label, an icon, or both. The Options tab in push button properties enables you to add any
labels you like. The Options tab in push button properties contains the following options:

*  Layout — Specifies the layout of label and icon of the button. There are seven choices:

Lavel] [mam] (=] [Z] jee] el (]
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A. Label only B. Icon only C. Icon top, label bottom D. Label top, icon bottom E. Icon left, label right F.

Label left, icon right G. Label over icon

Button Layouts

*  Advanced — Does the details settings to the icon.

A.  When to scale — choose when to scale the icon you insert. There are four options:

Always: scale the icon to fit the button you draw.

Never: never scale the icon. Show the icon with its original size all the time.

Icon is too Big: zoom out the icon to fit the button if the former one is bigger than the
latter one, or show the icon with its original size.

Icon is too Small: zoom in the icon to fit the button if the former one is smaller than

the latter one, or show the icon with its original size.

B. Scale — choose to scale the icon non-proportionally or proportionally. This option will
be disabled when you select Never in the field of When to scale.

Proportionally: scale the icon in its proportion.
Non-proportionally: scale the icon to fit the button when the magnification is changed.

C. Fit to bounds — check this option to scale the icon to fit fully within the bounds of the
button without taking into consideration the line width of the border.
D. Border — drag and move the scroll bar to change icon’s position in the button. The
coordinates change when you move the scroll bar.

*  Behavior — Specifies the display of the button when clicked. The button behavior options

include:
None: Keeps the appearance of the button the same.

Push: Specifies appearances for the Up, Down, and Rollover states of the mouse. Select an

option under State, and then specify a label or icon option:
Up: Determines what the button looks like when the mouse button is not clicked.

Down: Determines what the button looks like when the mouse is clicked on the button,

but before it is released.

Rollover: Determines what the button looks like when the pointer is held over the
button.
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Outline: Highlights the button border.

Invert: Reverses the dark and light shades of the button.

NDHE‘ Up DDWH Rollover
~

Push

The Button Behaviors

*  To define the label or icon that appears on the button, do the following:

If a label option is selected from the Layout menu, type the text in the Label box.

B. If anicon option is selected from the Layout menu, click Choose icon... > click Browse... >
Select the file type from the Objects of Type menu, double-click the file name, and click
OK. (To remove the selected icon, click Clear button.)

*  Click Close to accept these display properties.

4. Actions tab for the button properties

The Actions properties specify any actions that you want to associate with the push button,
such as jumping to a specific page or going to a web site. The Actions tab in push button
properties contains the following options:

*  Select Trigger — Specifies the user action that initiates an action: Mouse Up, Mouse Down,
Mouse Enter, Mouse Exit, On Receive Focus, or On Lose Focus.

*  Select Action — Specifies the event that occurs when the user triggers the action: Go to a
page view, Open/execute a file, Open a web link, Show/hide a field, Execute a menu item,
Submit a form, Reset a form, Import form data, and Run a JavaScript.

A. Go to a page view — designate to a specific page view. You can not only designate to a
page in the current PDF, but also to the page in another PDF. Also, you may change the
current zoom setting and then set the position.

To go to a page view, choose this option, click Add button and do one of the following:

a) Set the position in current document — scroll the current document, go to a new
position where you want to set and click Set this position.

b) Set the position in another PDF document — click the Open button on the toolbar >
select the PDF you want to set position > scroll this document and go to a position
where you want to set > click Set this position.
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Note: The new PDF document should be opened in the existing window but not a new
window.
c) Change the view maghnification -- scroll in the current document or another document >

d)

go to a new position where you want to set > change the magnification of the position >
click Set this position.
Click Cancel to revoke your operation.

Open/execute a file — designate to open another file. To do this, choose Open/execute a
file > click Add button > select the destination file and click Select.

Open a web link — designate to open a web link. To do this, choose Open a web link >
click Add button > enter the URL of the destination web page.

To show/hide a field, select the option > click Add... > choose to show or hide the
selected button when the user triggers the action, and click OK.

To execute a menu item, select the option > click Add... > select one of the items in
Menu Item Selection dialog box, and click OK.

To submit a form, select the option > click Add... > choose the submission method,
decide which fields should be submitted, and click OK.

To reset a form, select the option > click Add... > select the fields that will be reset, and
click OK.

To import form data, select the option > click Add... > choose the FDF file that contains
the form data you want to import, and click Open.

To run a JavaScript, select the option > click Add... > Enter JavaScript, and click Save and
Close.

*  Actions — Displays the list of triggers and actions that you have defined.

*  Up and down buttons — Change the order in which the selected action appears listed under

the trigger. (Available only when you have defined multiple actions for the same trigger.)

* Edit — Opens a dialog box with specific options for the selected action. You can also

double-click the actions to open a dialog box.

J Delete — Removes the selected action.

<> Set push button properties as default

After setting button properties for a new push button, you can set your settings as the new

default for all the push buttons you create in future. To set the current properties as default,

right-click the push button > select Use Current Properties as New Defaults.

Check Box Button

A check box button is a button to present yes-or-no choices for individual items. For creating,

moving, resizing, deleting, creating multiple copies, duplicating a check box button and setting

tab order, please refer to “Push button”.
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<> Set Check Box Button Properties

There are also four tabs a General tab, Appearance tab, an Options tab, and an Actions tab for
you to set check box button’s properties.

For General tab, Appearance tab and an Actions tab, please refer to Set Push Button Properties.

Options tab

Check Box Style - Specifies the style of the check box button. There are six choices:

v| |@® ¢ W X

Check Box Style
A. Check B.Circle C.Cross D.Diamond E.Square F. Star

Export Value - Identifies the check box button and differentiates it from other check box buttons
that share the same Name value.
Checked by default — Sets the selection state of the button when the user first opens the form.

Note: If you create multiple copies of the check box button, please make sure both the form filed
names and the export value are all different in related check boxes.

Radio Button

A radio button is a type of graphical user interface widget that allows you to choose one of a
predefined set of options. For creating, moving, resizing, deleting, duplicating the buttons and
setting tab order, please refer to “Push button”.

Tip: How to toggle radio buttons

Related radio buttons must have exactly the same form field name but different export values.
This ensures that the radio buttons toggle and that the correct values will be collected in the
database.

1. Please use copy-paste to create multiple copies if having more than one form field with the
same name. After this, to make the value usable, you have to change the value of the radio
buttons to make sure all radio buttons have the same field name but different export value.

2. Please note you cannot use “Create Multiple Copies” option if there is more than one radio
button with the same name. A warning message will pop up if you right click and choosing
Create Multiple Copies.
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<> Set radio button properties

How a radio button behaves is determined by settings in the Radio Button Properties dialog box.
You can set properties that apply formatting, determine the appearance and actions, and so
forth.

The radio button has a General tab, Appearance tab, Actions tab, and an Options tab as push
button. Also, there are two items on every tab:

>  Locked — When selected, prevents any further changes to any radio button properties.
» Close — Applies and saves the current button properties, and closes the button properties
dialog box.

Note: If you select Locked on any tab, it will lock all options for the button, but not just the options
on that tab.

1. General tab for the radio button properties

The General tab in radio button properties contains the following options:

*  Name — Specifies the unique name of the selected radio button.

*  Tooltip — Displays text that the hesitant user may find helpful in clicking the button. Tooltips
appear when the pointer hovers over the radio button.

*  Form Field — Specifies whether the radio button can be seen, either on screen or in print.
There are four choices for you: Visible, Hidden, Visible but does not print, and Hidden but
printable.

o Orientation — Rotates the radio button by 0, 90, 180, or 270 Degrees.

*  Read Only — Prevents the user from clicking the radio button.

*  Required — Forces the user to click the radio button. If the user attempts to submit the form

while a required radio button is not chosen, an error message appears.

2. Appearance tab for the radio button properties

The Appearance properties determine how the radio button looks on the page. The Appearance

tab in push button properties contains the following options:

* Line Style — Alters the appearance of the frame. Select Solid, Dashed, Beveled, Inset or

Underline.
T
| I
(@ (o
Solid Dashed Beveled Inset Underline
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The appearances of Radio Button with different line styles

Note: You may not see the difference if no color is chosen as the border color.

Thickness — Specifies the width of the frame surrounding the radio button: Thin, Medium, or
Thick.

Border Color — Opens a color picker in which you can select a color for the frame
surrounding the button. To leave the button without a frame, select No color.

Fill Color — Opens a color picker in which you can select a color for the background behind
the button. To leave the background uncolored, select No color.

Note: A Fill Color choice other than No color will block any images on the PDF page that are
behind the button.

Text Color — Opens a color picker in which you can select a color for the button.

Border color
Text color

Fill color

Radio Button

Note: The items of Font Size and Font are not available in the Appearance tab for the Radio

Button properties.

3. Actions tab for the radio button properties

Please refer to “Actions tab for the button properties” .

4. Options tab for the radio button properties

The Options tab in radio button properties enables you to change the button style and do other
additional settings. The Options tab in radio button properties contains the following options:

Button style — Specifies the shape of the maker that appears inside the button when the
user selects it. There’re six choices in total: Check, Circle (the default), Cross, Diamond,
Square, or Star. This property does not alter the shape of the radio button itself.

Export Value — Identifies the radio button and differentiates it from other radio buttons that
share the same Name value. The status of a radio button is “yes”. You can give them other
names with this box.

Checked by default — Sets the selection state of the button when the user first opens the
form.

Radio buttons with the same name and value are selected in unison — Allows single-click
selection of multiple related radio buttons. If the user selects a radio button that has the

171



Foxit PhantomPDF

User Manual
same field name and export value as another, both radio buttons are selected.
*  Click Close to accept these display properties.

<> Set radio button properties as default

After setting radio button properties for a new radio button, you can you're your settings as the
new default for all the radio buttons you create in future.

To set the current properties as default, right-click the radio button, select Use Current Properties
as New Defaults.

Combo Box Button

A combo box is a commonly-used GUI widget. It is a combination of a drop-down list or list box
and a single-line textbox, allowing the user either to type a value directly into the control or

choose from the list of existing options.

For creating, moving, resizing, deleting, duplicating the combo box and setting tab order, please
refer to “Push button”.

<~ Set combo box properties

How a combo box behaves is determined by settings in the Combo Box Properties dialog box. You
can set properties that apply formatting, determine the appearance and actions, perform

mathematical operations, and so forth.

The combo box has a General tab, an Appearance tab, an Options tab, a Format tab, a Validate
tab, a Calculate tab and an Actions tab,. There are two items on every tab:

» Locked — When selected, prevents any further changes to any combo box properties.
» Close — Applies and saves the current properties, and closes the combo box properties

dialog box.

Note: If you select Locked on any tab, it will lock all options for this combo box, but not just the

options on that tab.

1. General tab for the combo box properties

Please refer to “General tab for the radio button properties” .

2. Appearance tab for the combo box properties

Please refer to “Appearance tab for the button properties” .

3. Actions tab for the combo box properties
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Please refer to “Actions tab for the button properties” .

4. Options tab for the combo box properties

You can create a list of items from which the user selects with the Options tab.

* |tem — Accepts the text and space character that you type for options that you want to
appear in the menu for the field.

*  Add - Moves the current entry in Item to Item List.

*  Export value — Where you type in a value to represent the item if the data will be exported.
If left blank, the entry for Name in the General tab is used as the export value.

*  Item list — Displays the choices that will be available in the list.

Note: The highlighted item in the Item List box appears as the default selected item in the combo
box field. To change the default item, highlight another item from the list.

*  Delete — Removes the selected item from the list.

*  Up/Down — Change the order in which the items are listed in the combo box list. These
buttons are not available if Sort Items is selected.

e Sort items — Arranges the listed items numerically and alphabetically. A numerical sort (if
applicable) is performed before an alphabetical sort.

*  Allow user to enter custom text — Enable users to enter a value other than the ones in the
list.

*  Commit selected value immediately — Saves the value as soon as the user selects it. If this
option is not selected, the value is saved only when the user tabs out of the current field or
clicks another form field.

5. Format tab for the combo box properties

The Format tab in the combo box properties dialog box enables you to format the field values.

Select one of the categories listed below:

* None — No additional options are available. The input in a combo box with this property
does not require any specific formatting.
*  Number — Automatically imposes the selected formatting options on numeric data entries.

Decimal places — Sets the number of digits that appear to the right of the decimal point.
Separator style — Sets the placement of commas and periods.
Currency symbol — Sets the type of currency, such as Dollars, Euros, or Pounds.

o n x>

Negative Number Style — Sets how negative numbers are displayed. You can choose
Show parentheses, Use red text, neither, or both.

*  Percentage — Automatically imposes the selected formatting options on numeric data

expressed as a percentage.
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Decimal places — Sets the number of digits that appear to the right of the decimal point.
Separator style — Sets the placement of commas and periods.

Date — The list includes one-, two-, and four-digit variations where d stands for the day, m

stands for the month, and y stands for the year. Also, you can choose Custom option and

type your format.

Time — The list includes display variations where h stands for the hour on a 12-hour clock, H

stands for the hour on a 24-hour clock, MM stands for minutes, ss stands for the seconds,

and tt stands for AM or PM. Also, you can choose the Custom option and type your format.

Special — There are five options for you:

A.

moono®

Zip Code — For a five-digit postal code.

Zip Code + 4 — For a nine-digit postal code.

Phone Number — For a ten-digit telephone number.

Social Security Number — For a nine-digit US Social Security Number.

Arbitrary Mask -- Changes the format category to Custom and makes another text box

available, in which you can type a custom format. Use this option to specify which types

of characters the user can enter in any given position, and how the data displays in the

field.

a. A --Accepts only letters (A-Z, a—z).

b. X -- Accepts spaces and most printable characters, including all characters available
on a standard keyboard and ANSI characters in the ranges of 32—126 and 128-255.
O -- The letter “O” accepts alphanumeric characters (A-Z, a—z, and 0-9).

d. 9 -- Accepts only numeric characters (0-9).

For example, a mask setting of AAA--p#999 accepts the input BDF--p#367. A mask
setting of OO000@XXX accepts the input vad12@3Up.
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Combo Box Properties o

General Appearance  Options | Format | Validate Calculate 4|)|

Select format category: Sperial

—Special Options

Zip Code

Zip Code+4

Phone Murnber

Social Security MNurnber

Arbitrary Mask

<iDDD-AAA-}()(}( >

Use the Special format category to set up custom formatting
and to display phone numbers, zip/postal codes,and social
security numbers,

[~ Locked

Example of an Arbitrary Mask entry

*  Custom -- Makes additional options available to form designers who want to write their own
JavaScripts for formatting and keystrokes. For example, a custom script could define a new
currency format or limit the user entry to specific keystroke characters.

A. Custom Format Script — Displays any custom scripts you have added for formats. The
Edit button opens a JavaScript Edition dialog box in which you can write and add new
scripts.

B. Custom Keystroke Script —Displays any custom scripts you have added to validate
keystrokes. The Edit button opens a JavaScript Edition dialog box in which you can write

and add new scripts.

6. Validate tab for the combo box properties

The Validate properties restrict entries to specified ranges, values, or characters, ensuring that
users enter the appropriate data for a combo box.

*  Field value is not validated — Turns off validation.

*  Field value is in range — Sets a numeric range for a combo box using values you enter in
either as a number or a percentage. It is available only when Number or Percentage is
selected in Format tab.

*  Run custom validation script — Validates by a JavaScript that you create or provide. The Edit
button opens a JavaScript Edition dialog box in which you can write and add new scripts.
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7. Calculate tab for the combo box properties

With this option, you can perform mathematical operations on existing form field entries and
display the result.

*  Value is not calculated — Select this option if you want the users to type.
*  Value is the — Select this to make further options available:

A. The List includes the mathematical functions to apply to the selected fields. Choose
Sum to add the values entered in the selected fields, Product to multiply them, Average,
Minimum, or Maximum.

B. Pick — Opens a Field Selection dialog box with a list of the available fields in the form
that you select to add or deselect to remove from the calculation.

*  Simplified field notation -- Uses JavaScript with field names and simple arithmetic signs. The
Edit button opens a JavaScript Edition dialog box in which you can write, edit, and add
scripts.

*  Custom calculation script -- Displays any custom scripts you have added for calculations. The
Edit button opens a JavaScript Edition dialog box in which you can write and add new scripts.

<- Set combo box properties as default

After setting combo box properties for a new combo box, you can set your settings as the new
default for all the combo boxes you create in future.

To set the current properties as default, right-click the combo box > select Use Current Properties
as New Defaults.

List Box and Text Field Button

A list box is a GUI widget that allows the user to select one or more items from a list contained
within a static, multiple line text box. Also, you can set a list box property that enables the user to
Shift-click or Ctrl-click/Control-click to select multiple items on the list.

A text field is a common element of graphical user interface of computer programs, as well as the
corresponding type of widget used when programming GUIs, which let the user type in text, such
as name, address, phone number, etc.

For creating, moving, resizing, deleting, duplicating the list box and text filed and setting tab
order, please refer to “Push button”.

<~ Set list box properties

Please refer to “Set combo box properties”.
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<~ Set text field properties

Although most of the properties are common to those of combo boxes, the Options tab is
exclusive.

1. For all the other properties of a text field, please refer to “Set combo box properties”.

2. Options tab for the text field properties

e Alignment — Aligns the text left, right, or center within the field.

*  Default Value — Specifies the text that appears until the user overwrites it by typing in the
field. Enter the default value by typing in this option.

¢ Multi-line — Allows more than a single-line entry in the text field.

* Scroll long text — Compensates for text that extends beyond the boundaries of the text field.

¢ Allow Rich Text Formatting — Allows users to apply styling information to the text, such as
bold or italic. This might be useful in certain text fields where such styling information is
important to the meaning of the text, such as an essay.

¢  Limit of Characters — Allows entries of up to the number of characters you specify.

Note: If you entered a default value, that value is clipped to this limit.

*  Password — Displays the user-entered text as a series of asterisks (*). This option is available
only if Check Spelling is deselected.

*  Field is used for file selection — Allows the user to enter a file path as the field’s value when a
file is submitted along with the form. This option is available only when Scroll long text is the
only selected option in the Options tab.

*  Check spelling — Checks the spelling of user-entered text.

*  Comb of Characters -- Spreads the user-entered text evenly across the width of the text field.
If a border color is specified, Solid or Dashed Line is selected in the Appearance tab, each
character entered in the field is separated by lines of that color. This option is available only
when no other check box is selected.

11213 123

A B

Text fields with and without the Comb property

A. Text field with a border color, using the Comb property

B. Text field without the Comb property

<~ Set text field properties as default
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To set the current properties as default, right-click the text field > select Use Current Properties as
New Defaults.

Signature Field Button

The signature field is specially designed by to create blank digital signature fields for reviewers to
sign. You can place the field anywhere you want the reviewers to sign.

<> Create a new Signature field

Choose FORM > Form Fields > Signature Field button o , your cursor will change into " and do

the following:

* Dragan area in the desired place to create a signature field button.

*  Abox appears under the button for you to input the name.

*  You can also click the All Properties to do more settings. Or double-click the button to open
the signature Properties dialog box.

For moving, resizing, deleting, duplicating the signature field and setting tab order, please refer to
“Push button”.

To set signature field’s General, Appearance and Actions tab properties, please refer to “Set push

button properties”.

Signed tab for the signature field properties

o Nothing Happens When Signed — it is set as default.
. Mark As Read-Only - Prevents other readers to change the digitally signed form.

<> All Fields - Prevents any changes to any form field.

<> All Fields Except These - Allows changing the selected form fields. Click the Pick
button and select check boxes for the fields that you want the reviewers to edit
after signing.

<> Just These Fields — Prevent to change the form fields you pick.

o  This Script Executes When Field is Signed:

Activate a custom JavaScript when the user digitally signs the form. Click the Edit button to

change or create a new JavaScript action.
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Arrange form fields

You can arrange form fields in a page, such as aligning, centering and distributing form fields.
Before arranging form fields, select multiple form fields.

Select multiple form fields

To arrange the form fields, you have to select multiple form fields that you want to arrange first.

To select multiple form fields, do one of the following:

.......

e Choose the Annotation Selection tool k> drag a selection marquee around the area to
select them.

To deselect an individual form field, Ctrl-click the specific field.

Note: The form field highlighted in red is the anchor. When you select multiple form fields by
clicking, the last field selected is the anchor.

Align multiple form fields

You can align the selected form fields left, right, top, bottom, vertically or horizontally. Select one
of the form fields as the anchor, the rest of the form fields will be placed respectively to the left
edge, right edge, top edge, bottom edge, vertical axis or horizontal axis of the anchor form field.
Select two or more form fields that you want to align and do one of the following:

* Right-click the anchor, choose FORM > Edit > Arrange, and in the Alignment category select
one to align the form fields.
* Right-click the anchor, and then choose a command as follows:
A. To align a column of form fields, choose Left, Right, or Vertically to align them
respectively to the left edge, right edge, or vertical axis of the anchor form field.
B. To align a row of form fields, choose Top, Bottom, or Horizontally to align them
respectively to the top edge, bottom edge, or horizontal axis of the anchor form field.

Note: When you right-click or Ctrl-click one of the selected form fields, it will be highlighted in red,
indicating that it’s the anchor form field. The align menu commands move the other selected
form fields to line up with the edges of the anchor form fields.

Center multiple form fields

This function enables you to center the rectangle enclosed by form. Select form fields. You can
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imagine that these form fields consist of an area with the shape of rectangle. Then do one of the
following:

¢ Choose FORM > Edit > Arrange, in the Page Center category select one as the anchor to
center the form fields.

*  Right-click one of the form fields > Center > Vertically/Horizontally/Both. You will find that
the rectangle is centered respectively vertically, horizontally or both in the page.

Distribute multiple form fields

This function will be available when selecting three or more form fields. Select the form fields to
be distributed, and do one of following:

¢ Choose FORM > Edit > Arrange, in the Distribute category select one as the anchor to
distribute the form fields.

* To distribute the form fields evenly between the topmost and bottommost form fields,
choose Distribute >Vertically. To distribute the form fields evenly between the leftmost and
rightmost form fields, choose Distribute > Horizontally.

Resize multiple form fields

Select one of the form fields as the anchor, and the rest of the form fields will be resized with the
same height or width as that of the anchor form field. For example,

*  Select form field A and B. Suppose that you want to set A as the anchor form field.
*  Right-click A > Size > Height/Width/Both. And you’ll see that the height/width/height and
width of B is resized to be the same as that of A.

Set Form-field Tab Order

After you create the form fields, you can set the tab order with ease. If you deselect to set the tab
order, it will be automatically determined in a normal order. Do the following:

Order.

*  Click anywhere in the field that you want to be first in the tabbing order. The number in the
upper left corner is set as 1.

*  Click each of the other fields in the order that you want tabbing to occur.

Note: If you decide not to change the tabbing order, click a blank area of the page or a part of the
page that is not part of a field. This hides the tabbing order numbers so that clicking a field no
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longer changes the tabbing order.

Set the field calculation order

When you define two or more calculations in a form, the order in which they are carried out is
the order in which you defined the calculations. In some cases, you may need to modify the
calculation order to obtain correct results.

For example, if you wanted to use the result obtained from calculating two form fields to

calculate the value of a third form field, the first two form fields must be calculated together first
to obtain the correct final results.

J Choose Forms > Edit > Calculation Order .

The Calculation Order dialog box displays all calculable fields in your form and the order in which
the calculations are performed.

*  To change the field calculation order, select the field from the list, and then click the Up or

Down button as needed.
. Click OK to finish.

Edit Static XFA Forms

Foxit PhantomPDF supports editing of static XFA forms.
To edit static XFA forms, please do as below:

1. Open the static XFA form with Foxit PhantomPDF and choose FORM > Edit > Edit Static XFA

Form Dﬁ. You'll be prompted to save a copy of the original file to continue to edit.
2. Click Yes to edit the form as needed.
Set properties of multiple form fields

* Select multiple form fields > right-click one of them > Properties....
* There pops up a dialog with a General tab and an Appearance tab, and then follow the steps
specified above.
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JavaScript

JavaScript is a dynamic, prototype-based language with first-class functions, which serves as a
means to easily create interactive web pages. In Foxit PhantomPDF, you can easily integrate this
level of interactivity into your PDF documents.

With Foxit PhantomPDF, you can invoke JavaScript code using actions associated with documents,
bookmarks, links, and pages. Foxit PhantomPDF provides three options for you to do it
—Document JavaScript, Document Action and JavaScript Console. The Document JavaScript lets
you create or access document level scripts in Foxit PhantomPDF. The Document Action lets you
create document-level JavaScript actions that apply to the entire document. The JavaScript
Console provides an interactive and convenient interface for testing portions of JavaScript code
and experimenting with object properties and methods.

Document JavaScript

Document JavaScripts are variable and function definitions that are generally useful to a given
document, but are not applicable outside the document.

# \Variable definitions: Define variables at the document level to make them visible to any
executing script.

# Function definitions: Define functions at the document level that support the user
interaction with the document. These functions may be utility functions for handling
common tasks for string or number manipulation, or functions that execute lengthy scripts
called by actions initiated by a user interacting with form fields, bookmarks, page changes,
etc.

To create or access document level scripts in Foxit PhantomPDF, select FORM > JavaScript >
Document JavaScript. The pop-up Java Script Functions dialog box enables you to add, edit, or
delete document level scripts. All the document level scripts are stored within the PDF document.

In Java Script Functions dialog box, you will see the following buttons:

Close — Closes the dialog box.
Add — After typing a new Script Name, a JavaScript Editor dialog box pops up. You can create
and edit document level scripts here. To change the font of JavaScripts, click the Font
button.

# Edit — The JavaScript Editor dialog box pops up, enabling you to modify the JavaScripts you
create.

# Delete — Delete the JavaScript you selected.
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Document Action

You can create the document-level JavaScript actions that apply to the entire document. For

example, selecting Document Did Save runs the JavaScript after a document is saved.

Document Actions (e

When this happens...

Document Wil Close
Document Wil Save
Document Did Save Edit...
Document Will Print

Document Did Print

Execute this Javascript:

JavaScript Console

JavaScript Console is a control panel for the execution and debugging of JavaScript code. Serving
as a debugging aid, it is quite useful for displaying debug messages and executing JavaScript. To
active the JavaScript console, select FORM> JavaScript > JavaScript Console, and do the following:

81 JavaScript Console

00000  [jar nCount = this.numFields;
00001 i (nCount == undefined nCount ==0)
00002 {
00003 |app.alert("no Fields here");

So00s [bee A. In the pop-up Javascript Console

00006 |{
00007  [app.alert("Fields count” + nCount);

dialog box, type your JavaScript
code, or click Open and select one
of the file with JS format.

7] Show tips when editing mn | [ cer | [ dose
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' JavaScript Console | B[P S

00000  |var nCount = this.numFields;

00001 |if (nCount == undefined nCount ==0)
00002 |
00003 |app.alert("no Fields here™);
a4 |} B .

ooy ke . Click Run button to run vyour
00007  |app.alert("Fields count” + nCount);

JavaScript code. You will be
prompted that the code has run
successfully. When the code goes

wrong, it gives you an error

[ Line: 00001 { if (nCount == undefined nCount ==0) } ] : Anonymous(2) : Error: found 'nCount

message.

@IEhaw Fips when eding Rn | [ e | [ dose

You can click Save to save a copy of your JavaScript code, or click Cancel to revoke your
operation.

Optional Database connectivity to Windows ODBC

The Optional Database Connectivity plug-in is a JavaScript object inside Foxit PhantomPDF PDF
Suite, allowing you to connect to Windows ODBC (Open Database Connectivity) data sources. It
provides some basic JavaScript properties and methods to gain increased customization options
and data accuracy to access to information databases. More importantly, JavaScript can be used
to execute SQL commands and retrieve data, which can, in turn, be used to populate a PDF file.
Also, developers can create document level-scripts to connect to a database for the purposes of
inserting new data, updating information, and deleting database entries.

Currently, ADBC is a Windows only feature and requires Open Database Connectivity (ODBC)
provided by Microsoft.
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Chapter 9 — Security

The security feature of PDF gives you an exceptional control over the PDF files you create. To
provide adequate protection for PDF’s contents, you can encrypt and secure PDF files to prevent
unauthorized access, restrict sensitive operations, etc.

Check PDF Security

Some PDF files may contain restrictions preventing actions such as printing, editing, copying, etc.
To check if you have these permissions, please do the following:

o Choose FILE > Properties, or Protect > Secure Document > Security Properties.

In the Document Properties dialog box, you can view the restriction information from Security
tab.

Password Protection & Certificate Protection

In Foxit PhantomPDF, you can add password protection, certificate protection, MS AD RMS
protection, and security restrictions to PDF files, limiting who can open the file, can copy, edit or
print the file, etc.

Password Protection

You can add a password to a PDF document to limit access and restrict certain features, such as

printing, copying and editing.

There are two kinds of passwords that could be applied to a PDF file: a Document Open
password and a Permissions password. When you set a Document Open password, anyone who
tries to open the PDF file must type in the password that you specified. When you set a
Permissions password, anyone who wants to change the restrictions must type the Permissions
password. Please note that if a PDF is secured with both types of passwords, it can be opened
with either password, but only the Permissions password allows you to change the restrictions.

Tip: There’s no way out to recover password from the PDF if you forgot it. To keep a backup copy
of the PDF that isn’t password-protected is a good choice.

Add a password security

1. Choose Protect > Secure Document > Password Protect.
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2. Inthe Password Protection dialog box, do the following:

Document Open Settings:

Require a password to open the document — selects to require users to type the password you
specify to open the document.

Password Input: specifies a password that users must type to open the document.
Password Confirm: type the password again to confirm the password.

Document Restriction Settings:

Add Document Restriction — restricts actions to PDF files, such as printing, editing, etc.

Password Input: specifies a password that is required to change the permissions settings. If the
file is opened in Foxit PhantomPDF, the user can view the file but must enter the permissions

password to change the file’s security and permissions settings.
Password Confirm: type the password again to confirm the password.
Permission Specification:

The security details you specified are shown on the left. Click Permission to set the restriction

settings. In the PDF Permission dialog box:

Permission setting — you can check options to specify file’s permission setting. Click any of
options to view the detail information in Permission Item Specification field below.

Print Permission — specifies the level of printing which users are allowed for the PDF

document.

A. Print with low resolution — allows users to print at no higher than 150-dpi resolution.

B. Print with high resolution — allows users to print at any resolution.
Change Permission — defines which editing actions are allowed in the document.

A. Fill in a form — lets users fill in forms. The option doesn’t mean that users can create
form fields.

B. Comment in the document — lets users add comment to the PDF document.
Manage pages and bookmarks — lets users insert, rotate, delete pages, as well as add
bookmarks.

D. Modify document - lets users modify the PDF document, but not add comments. If you
check the option, both Fill in a form and Management pages and bookmarks options

are automatically selected.
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Content Extraction Permission - defines the contents that are allowed to be extracted in the
PDF document.

A. Enable text access for screen reader devices for the visually impaired.
B. Extract the contents of the document — lets users extract text and graphics, copy text,
take snapshot, and play media clip, etc.

Encrypt Settings:

Encryption Algorithm- defines data transformations that cannot be easily reversed by
unauthorized users. Foxit PhantomPDF supports 128-bit AES, 256-bit AES and 128-bit ARC-FOUR.

Don’t encrypt metadata — encrypts the contents of a PDF file but still allow search engines access
to the document metadata.

Save the setting as a new policy — save the current security settings as a policy so that you can
apply it to other documents.

3. Click Ok and save the document to make setting take effect.

Modify password and security settings

1. Choose Protect > Secure Document > Security Properties, or choose FILE > Properties.

2. In the Security tab of the Document Properties dialog box, choose Document Security >
Password Protection, and then click Change Settings...

3. Do the settings as “Add a password security” and then click OK.

Remove password and security settings

To remove password and security settings from a PDF file, you must have the permissions to do
so.

1. Open a PDF file, and choose either way of the following to remove password and security
settings.

. Choose Protect > Secure Document > Remove Security.

. Choose Protect > Secure Document > Security Properties, or choose FILE > Properties. In the
Security tab of the Document Properties dialog box, choose No Encryption from Security
Method menu.

2. A Foxit Security message box will prompt to ask whether you are sure to remove security
from this document.
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Certification Protection

The advantage of securing documents with certificates is that authors can specify unique
permissions for each person. For example, authors can permit a person to fill in forms and
comment in document, and permit another person to edit text or delete pages. You can choose
certificates from files on disk, or from the Windows certificate store. Only a specific set of users
whose identities can be verified and managed can have access to the document. A certificate that
contains public key and other identifying information is used to encrypt documents, or verified a
digital signature. Only corresponding private key decrypts the document that was encrypting
using the certificate.

Generally, if possible, encrypt documents using certificates from third-party provider. If the
certificate is lost or stolen, the issuing authority can replace it, if a self-signed certificate is
deleted, all PDF encrypted using the certificate is forever in accessible.

Add a certificate security

1. Choose PROTECT > Secure Document > Certificate Protect.

2. In Certificate Protection dialog box, create intended recipient list for the encrypt document:
*  Click New ID to create and store your self-signed digital ID in:

New PKCS#12 digital ID file — Stores the digital ID information to a file with the
extension .pfx on Windows and .p12 on Mac OS. You can use the files interchangeably
across different operating systems.

Windows Certificate Store — Stores the digital ID to a common location. Other Windows
applications can also retrieve it.

*  Click Import to import certificate from Windows Certificate store.

*  Click Browse to import certificate from disk.

*  Click Remove to delete a recipient from recipient list.

*  Click Permission to set document restriction for the selected recipient. About
Permission options, please refer to “Add document restrictions” of Password security

options.

3. Select Encryption Algorithm (support 128-bit AES, 256-bit AES and128 bit ARC-FOUR.
Check Don’t Encrypt metadata to encrypt the documents except metadata.

5. (Optional) Check Save the settings as a new policy to save the current security settings as a
policy so that you can apply it to other documents.

6. Click OK and save the document.

See also “About digital ID”
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Change or remove certificate protection

To change or remove security settings, you must have permission to do so. If you want to change
or remove security encrypted with certificate, you must have all access to the document, or you
can’t do changes or remove security settings.

To change certificate protection, please do the following:

Choose PROTECT > Secure Document > Security Properties, or choose FILE > Properties.
In the Security tab of the Document Properties dialog box, choose Document Security >
Certificate Protection, and then click Change Settings...

3. In Certificate Protection dialog box, refer to Add a certificate security.

Click OK and save the document to apply your changes.
To remove certificate protection, please do one of the following:

Choose PROTECT > Secure Document > Remove Security.

Choose PROTECT > Secure Document > Security Properties or choose FILE > Properties, in
the Security tab of the Document Properties dialog box, choose No Encryption from Security
Method menu.

Set Security Policies

If you often apply the same security settings to multiple PDFs, you can save your settings as a
policy that you can apply to other PDFs. Security policies include the security method, encryption
password, permission settings, etc.

Create a security policy

Choose PROTECT > Secure Document > Security Policies.

Click New.

Choose security method from menu and specify the policy name and description.
Click Edit Details to set restriction settings or passwords.

LA

Review the policy details, and then click Close.

Secure PDFs using policies

You can apply any security policy to a PDF file. To secure a PDF with a security policy that you
specified, do the following:

1. Open a PDF document.
2. Choose PROTECT >Secure Document> Security Policies.

3. In the Manage Security Policies dialog box, select a policy which you want to apply to the
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PDF file.
4. Click Apply to this Document.
5. Save the document to apply the security policy.

Manage security policies
After you create security policies, you can manage them by copying, editing, and deleting.

Choose PROTECT >Secure Document> Security Policies.
2. In the Manage Security Policies dialog box, select a policy from left panel and do one or
more of the following:
¢ Click New to create a new policy.
*  Click Copy to copy a policy. This option is useful when you create a new policy that’s
based on the settings of the selected policy.
¢ C(Click Edit Details to edit a policy.
¢ C(Click Delete to delete a policy.
¢  C(Click Close.

AD RMS Protection (Available in Business Only)

Microsoft Windows Rights Management Services is an information technology that works with
AD RMS enabled applications to help safeguard digital information from unauthorized use. Users
can restrict users to open, read, modify or redistribute certain information. Foxit PhantomPDF
RMS protector provides seamless integration with Microsoft Windows Server environment to
protect PDF documents and manage policy templates. If you are authorized you can use Foxit
PhantomPDF to open an RMS-Protected document to improve information security and meet
compliance requirements. To meet more users’ need, Foxit PhantomPDF is also compliant with
Microsoft® AD RMS 2.1.

Once installed, Foxit PhantomPDF will extend all Microsoft AD RMS service to all PDF files.

As for using Windows Azure AD Right Management (AAD RMS), please refer to the Quick Start
for Windows Azure AD Right Management . .

RMS Encryption

1. Click PROTECT > AD RMS Protect > Restricted Access.

2. Choose the template you want. If you have more than one server, please firstly move the
cursor to the name of the server, and then the templates on this server will be shown on the
submenu. Click Refresh Templates to get the latest official templates from the server. You also can

create custom templates. For more detailed information, please refer to Template Creation.
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AD Right Management

1. Enable Windows Azure AD Rights Management for your organization:

Download the Windows Azure AD Rights Management administration module
(WindowsAzureADRightsManagementAdministration.exe) for Windows PowerShell
from here.

In the local folder where you downloaded and saved the Rights Management
installer file, double-click the file
WindowsAzureADRightsManagementAdministration.exe to launch installation of
the Rights Management administration module.

Open Windows PowerShell.

Type the following commands:

v" Import-Module AADRM
v" Connect-AadrmService -Verbose

Enter your Office 365 credentials when prompted, for
example“user@company.onmicrosoft.com”.
Type the following commands:

v" Enable-Aadrm
v" Disconnect-AadrmService

2. Install Active Directory Rights Management Service Client 2.1:

X86 Download
X64 Download



http://go.microsoft.com/fwlink/?LinkId=257721

mailto:%E2%80%9Cuser@company.onmicrosoft.com

http://download.microsoft.com/download/3/C/F/3CF781F5-7D29-4035-9265-C34FF2369FA2/AD%20RMS%20Client%202.1%20RTM/setup_msipc_x86.exe

http://download.microsoft.com/download/3/C/F/3CF781F5-7D29-4035-9265-C34FF2369FA2/AD%20RMS%20Client%202.1%20RTM/setup_msipc_x64.exe

http://download.microsoft.com/download/3/C/F/3CF781F5-7D29-4035-9265-C34FF2369FA2/AD%20RMS%20Client%202.1%20RTM/setup_msipc_x64.exe
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PROTECT | SHARE HELP q | Find 2| it &
2 2 7
® /5 s sR &3]
Restricted Settings PDF DocuSign Sign & Digital
5 AccessT - Sign~ - Certify~ IDs
TEST_TEST_SPO_SPDX_June2l # o
= MOSS-RMS 4 Restricted Access g
TESTOS-01 » Refresh Templates...
7 users
content20130308

3. If you do not want to use the template, please click Restricted Access.
* Type your account name and password when you login to the RMS server for the first time.
. . .E;J Read... . .
e Click the icon to add the users who you want to authorize the reading

o
permission. To authorize anyone to read this file, select the icon = on the right side.

(If you have an Outlook Email Client, the contact list of Outlook will pop up when you click

™
the icon & Read... . You can choose the email address directly. You can also just type

certain letters included in the email address, and then click icon ¥= |, the system will help

you enter the complete address according to the contact list. Then you can go to the More
Options Step.)

Permission [==3a]

Restrict permission to this document

Enter the e-mail addresses of users in the Read and Change boxes (example:
‘someone@example.corm’). Separate names with a sermicolon(;). To select
names from the Address book, click the Read or Change button.

B Read... -] -

Users with Read permission can read this document,
but cannot change, print or copy content.

] Change... ,5'7.3 g.;

[“‘s_).

Users with Change permission can read, edit, copy
content from, and save changes to this document,
but cannot print content.

More Options...

[ oK ] [ Cancel ]

* Choose the object types (users or group) and the server. Then type the e-mail addresses of
the authorized users into the text box or click Advanced to open the e-mail address list on
the server to choose an address directly.
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Permission
Restrict permission to this document
!Enter the g—mail atl:ldresse:g of users in the Rd_;md Char]ge'b‘oxfs (r_nple:
Select Users or Groups ?
Select this object type:
Users Object Types...

From this location:

winos.cn Locations. ..

Enter the object names to select (zxamples):

| Check Names

Advanced... oK Cancel

| More Options... '

Select Names: All Usel
i

Search: (@ Mame only () More columns  Address Book

Go All Users - administrator@moss.com - Advanced Find

| Mame Title Business Phane Location

8§ Administrator -
& ADRMSAdmin

& Discovery Search Mailbox

& rmsuser0l

& rmsuserd2

4 | i 3

[ QK ] [ Cancel

Click OK to exit Select Users or Groups dialog.
Click More Options in Permission Dialog. The users you selected now will be shown on the
text box. You can also add or delete users as needed here.

Additional permissions for users:

This document expires on: check it to set the expiration date. The document cannot be
opened after the specified date.

Print Content: check this option to allow the users above to print the PDF files.
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Allow users with access to read to copy content: enable the users who only have read

permission to copy content.
Access content programmatically: enable users to run the JavaScript in the document.

Additional settings:

User can request additional permissions from: if users want to apply for any permission, the
application will open the email client and list the email address you typed into the text in the

Recipient's Address automatically. You can type a URL as well.

Require a connection to verify a user’s permission: check this option to let users verify their

license every time they open the encrypted file.

Security Watermark: add a security watermark to the PDF files. For the detailed instructions,

please refer to Security Watermark.

Set Defaults: set the additional settings as default.
Save as template: the security setting set above can be saved as a template for further use.

Permission ]

Restricted permission to this document

The following users have permission to this document:

Name Access Level Add...
apptester@testb2fo2281.0... Full Control

Additional permissions for users:
[ This document expires on: | 3/20/2013
[T] print content
[T Allow users with read access to copy content

Access content programmaticaly

Additional settings:
User can request additional permissions from:

mailto;apptester@testh2fo2281.onmicrosoft.com

= Require a connection to verify a user's permission
Security Watermark |

| Watermark Template

I Set Defaults... J I Save as template J

l oK ] I Cancel J

4. If users need to request additional permissions for a PDF file, please do the following:

e Open the file and choose FILE > Properties. In the Document Properties dialog box, click

Security tab.
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o At the bottom of Security tab, click Request additional permissions ....

Description  Initial View Security | Fonts

Document Security

Security Method: RMS Encryption Change Settings...

Protection Policy Information

FOXIT rights policy template - view permission for user2, added the watermark

You are currently authorized to view this document as:
user2@soft.com

PDF Rights

Full control: Not Allowed

View document: Allowed
Print with low resolution: Not Allowed
Print with high resolution: Not Allowed
Fill in a form: Not Allowed
Comment in the document: Not Allowed
Manage pages and bookmarks: Not Allowed
Modify document Not Allowed
Content copying for accessibility: Not Allowed
Extract the contents of the document: Not Allowed
Run java script Not Allowed

License Expiration days: | Unknown | Content Expiration date: | Unknown
Request additional permission... Cancel

Template Creation and Editing

To create a custom template, please see the following steps:

1. Choose PROTECT > Settings >Template Management.

2. Click Create to open Create Right Policy Template.

3. (Optional) If you want to edit the existed template, please click Edit.

4. Choose the language and edit template name and description. Click OK. The template name
and description will be shown in the Template Identification list. You can type the name and

description with different languages for the template you want to create via clicking Add.

5. Click Next to add user rights. Click Add in Users and Rights.
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r -
Create Rights Policy Template u

Add User Rights
=

Specify which users and groups have rights to work with content

1. 4dd Template Identification f 5
protected using this template.

2. 4dd User Rights Users and rights

Add
3. Specify Expiration Policy

1. 4dd Secwrity Watermark Femove

Rights for user:

[F]Full contral

[ View document

[FFrint with low resolution
DPrint with high resolution
[C]Fill in = form

[FlComment in the document -

m.|»

[User can request additional permissions from

6. In the pop-up Add User or Group dialog box, choose The e-mail addresses of users or groups,
click browse to simply add a user who you would like to assign the rights. Selecting Anyone
allows every user to work with the encrypted PDF files. You can type multiple e-mail addresses as

well.

Add User or Group ]

Type a semicolon to separate email addresses of users or groups for which
you want to specify rights to protected content using this template. To
specify everyone in an organization, select "Anyone".

@ The e-mail addresses of users or groups
Browse...

©) Anyone

o« | Comd

7. Check PDF permissions for the above users. You can set the permissions for all of the users or

set different permissions for different users.

8. User can request additional permissions from: if users want to apply for any permission, the
application will launch the email client and list the email addresses you typed into the text in the

Recipient's Address automatically. You can type a URL as well.

9. Click Next to specify the expiration policy.
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r Bl
Create Rights Policy Template ﬂ

[ Specify Expiration Policy
=

1. hdd Template Identification Specify content and uze licensze expiration conditions associated with
thiz template. Continued access to content protected by this template
requires that expired content be re-protected and use licenses be

2. hdd VUser Rights renewed. Use license renmewal generally occurs without action by the use
licenze holder.

3. Specify Expiration Poliey . .

Content expiration

4. hdd Security Watermark @ Hever expires

() Expires on the following date: 2013/ 3/20

(7 Expires after the following duration(days): |1

Use license expiration

Requires user to re—werify permisszions with 0
the serwer after the following
duration (days):

Content expiration

Never expires: the PDF content can be viewed indefinitely.

Expires on the following date: the PDF content will expire on a given date.

Expires after the following duration (days): the PDF content will expire after the desired days
selected.

Use license expiration

Requires users to re-verify permissions with the server after the following duration (days): users
need to apply for a new license to open the encrypted PDFs several days (the number you type
into) later.

10. Click Next to add security watermark. You can refer to the Security Watermark.
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-
Create Rights Policy Template
s s

Add Security Watermark

1.Add Template Identification Specify additional conditions for content protected using this
template
2. Add User Rights [V]Security Yatermark
Hatermark Template

3.5pecify Expiration Folicy

4. Add Security Watermark

11. Click Finish to complete creating the template.

Security Watermark Management

1. Creating Profile

Before adding a watermark, you should create a profile first. The application will apply all of the
watermarks in the profile to a PDF.

Note: you can only choose a profile but not a certain watermark to use. Please create the
watermarks you want to add to one PDF in the same profile.

« Choose PROTECT > Settings > Security Watermark Management.

« Click New Profile to create a profile and name it.

Security Watermark Management - —~ - s X
Select profie Preview
BRI viatermark Temphte]
: #| Highly Confidential
51 urent s

] Current User biew profle
S

-] name

Edit

G

2. Add Watermark

To add a new watermark, please do the followings:
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Open the Security Watermark Management and select a profile you created and click Add to
add watermarks in the profile.
Type the watermark’s name.
Type the watermark’s content in the text box and set the font, size, color, underline, and
alignment.
Note: you can only set text as watermark.
Choose the Dynamic Text. When any PDF reader opens the file, the watermark will show the
current document information dynamically and you can use multiple text at the same time.

Content ID: shows the content ID of the current document.

Document Title: shows the current document title.

Author: shows the author of current document.

Current User: shows the current user who is reading the document.
Date: shows the current system date when opening the document.

Day: shows the current system day when opening the document.
Month: shows the current system month when opening the document.
Year: shows the current system year when opening the document.

Time: shows the current system time when opening the document.
Hour: shows the current system hours when opening the document.
Minute: shows the current system minutes when opening the document.
Second: shows the current system seconds when opening the document.

Set the appearance by choosing the rotation degree and the opacity. You also have the
option to make the scale relative to target page.

Set the vertical and horizontal distance between the target page and the watermark.

Choose the page range to play the watermark. You can select the different page range
options via clicking the right items in the subset list.

Preview the watermark in the right pane.

Click OK to finish it.

Create Security Watermark — (]
NWame:  company information
Source Preview
confidential » | Font:|System  w| Size: 24~
® Text: h
| - L]

Dynamic text: | —Select dynamic varable— v

Appearance

Rotation: -45° @ None 45° Custom 00
Opacity: 0 100%
Scale relative to target page

Position confidential

Vertical Distance:  0.00 = Percent = from |Center =
Horizontal Distance:  0.00 = Percent v from [center =

Page Range Options

@ AllPages
Pages:

Pages from: |1 tor |1

Subset: [All pages in range =
o]

3. Edit or Delete Watermark

198



Foxit PhantomPDF
User Manual
Edit a Watermark
+ Open the Security Watermark Management and select a watermark you want to edit.
« Click Edit to open the Edit Security Watermark dialog box.
« Begin editing the watermark, please refer to “Add Watermark”.

+ Click OK to finish the operation.

Delete a Watermark
« Open the Security Watermark Management and select a watermark you want to delete.
« Click Delete to remove the selected watermark.

4. Import or Export Watermark

Import a Watermark

« Open the Security Watermark Management and click Import.
« Choose a watermark with .xml format.

«  Click Open.

Export a Watermark

« Open the Security Watermark Management and select a watermark you want to export.

« Click Export and choose a file type and location to save.

« The watermark will be exported as an .xml file or encoded file according to your choice. It
can be integrated into AD RMS policy template and applied to the PDF files by Foxit
PhantomPDF.

Note:

1. If you want to integrate the watermark to a common policy template, please export it as

an .xml file and add it to the template by PhantomPDF directly.

2. If you want to integrate the watermark to an official policy template, please export it as an
encoded file (.txt format) and integrate it into the template by AD RMS Scripting API Architecture.
Then you can import the template and apply it to PDFs by PhantomPDF. (Please click here to see
the example and use the value of “appData.Name” and “appData.Value” in the exported encoded

file.)

Auditing Logs

Foxit PhantomPDF enables you to track on the usage of RMS protected files to record the
actions on the files during workflow and save to SQL server, including who accessed the
document, what document was accessed, when it was accessed, how it was accessed and
the success of that access, and more.

To audit logs you should first download a configuration tool from
http://cdn04.foxitsoftware.com/pub/foxit/rms/configtool/RMSConfigTool110.exe. Run the tool
and do the following:
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1. In the Config Tool dialog box, choose Foxit PhantomPDF, and check Audit Log Setting function.

-] ConfigTool

% Foxit Reader ( Foxit PhantomPDF

[T Audit Log Setting [~ valid Network Printer Setting
-~ Specify SQL Server — Printer Ports List
SQL Server Name: I * Printer Port
Database: I *
Table: I *
User Name: I *
Password: I

Test Connection | Add | Remaove |

Export... | Exit |

2. Follow the codes below to create the database table on the server.

USE [Database]

GO

[¥***** Object: Table [dbo].[Table_Name] ******/

SET ANSI_NULLS ON

GO

SET QUOTED_IDENTIFIER ON

GO

CREATE TABLE [dbo].[Table_Name](

[User] [nvarchar](50) COLLATE SQL_Latin1_General_CP1_Cl_AS NOT NULL,
[Action] [nvarchar](50) COLLATE SQL_Latinl_General_CP1_CI_AS NOT NULL,
[FileName] [nvarchar](max) COLLATE SQL_Latinl_General_CP1_CI_AS NOT NULL,
[DateTime] [datetime] NOT NULL,

[PrinterName] [nvarchar](max) COLLATE SQL_Latinl_General_CP1_CI_AS NULL,
[Copies] [numeric](18, 0) NULL,

[Result] [nchar](10) COLLATE SQL_Latin1l_General_CP1_CI_AS NULL
) ON [PRIMARY]

3. Enter all SQL Server information shown as below, including SQL Server Name, the name of
Database and Table, User Name and Password. Then click on Test Connection button to test if
the connection works well. A message box will pop up to tell you if the test connection is
successful.
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= ConfigTool
(+ Foxit Reader ¢ Foxit PhantomPDF
[ Audit Log Setting ™ valid Metwork Printer Setting
Specify SQL Server Printer Ports List
SQL Server Name: | * Printer Port
Database: | e
Table: | o
User Name: | o
Password: |
| Exit |

4. Click on the Export button to generate a .reg file for the administrator’s configuration.

5. The administrator can distribute the .reg file to client-end computers.

Restrict Local Printing

You can also set the printing permissions by specifying certain network printers to protect
the sensitive information from being printed arbitrarily.

<~ Network Printers Configuration

To avoid unauthorized printing of sensitive documents, you can limit the printing permissions to
certain network printers. To configure network printers, please download the configuration tool
from http://cdn04.foxitsoftware.com/pub/foxit/rms/configtool/RMSConfigTool110.exe, run the
tool and in the “ConfigTool” dialog box check Valid Network Printer Setting in the Config Tool
dialog box and then do the following:

EA ConfigTool [

+ Foxit Reader  Foxit PhantomPDF

™ Audit Log Setting W Valid Metwork Printer Setting
Specify SQL Server Printer Ports List

SQL Server Name: | * Printer Port |

Database

Table

Password

User Name: | o

add | |

Export... | Exit |

1. You should get the Printer Port first. Please go to Start > Devices and Printers > right-click a
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network printer > Printer Properties. In the printer properties dialog box, choose Ports tab and
get the information, e.g. the “IP_192.168.3.239” is the printer port.

i) KONICA MINOLTA 423SeriesPS on chenlin-chenlin Properties ==

‘ General ] Sharing 1 Ports lﬁdvanced ] Color Management l Security ] Device Settings

@3(}, KONICA MINOLTA 423SeriesPS

Print to the following port(s). Documents will print to the first free
checked port.

Port Description Printer

[€4]1P_192.168.3.239  Remote Printer Ports

Add Port Delete Port Configure Port

2. Click Add button in the “ConfigTool” dialog box to add the Printer Port.

Note: About how to add a network printer, please see “Add a Network Printer”.

3. Click on Export button to generate a .reg file for the administrator’s configuration.
4. The administrator can distribute the .reg file to client-end computers.

<> Add a Network Printer

There are two devices to add a network printer as below:

*  Go to Start > Devices and Printers > Click Add a printer. In the Add Printer dialog box, click
The printer that | want isn’t listed to go to the next step.
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© =g ’

Searching for available printers...

Printer Name Address

2 Lexmark X652de (Lexmark International) 192.168.0.7

I & dl Stop |
i

 The printer that I want isn't listed

\

Follow the instructions shown in the Add Printer dialog box as below and complete adding a

printer.

Find a printer by name or TCP/IP address

(©) Browse for a printer

@ Select a shared printer by name

Browse...

Example: \\computername\printername or

http://compt ne/p printername/.printer
() Add a printer using a TCP/IP address or hostname u
I
i
|
G
e——— e )

Open the Run box by pressing shortcut keys Win + R, enter the printer URL you want to add
and click OK.

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

\\192.168.3.239 v ‘

@' This task will be created with administrative privileges.

[ OK ][ Cancel ][ Browse..,
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In the pop-up dialog box, right-click the printer and choose Connect on the context menu.

izi & » Network » 192168.3.239

Organize v Network and Sharing Center View remote printers

{ Favorites e
Bl Desktop .‘?
& Downloads Open |
-, Recent Places Connect... |
Create shortcut
w» Libraries
= Documents Properties ‘

o' Music

b= Pictures

B Videos

RMS Settings

You can specify the RMS settings before you encrypt PDFs. To specify RMS settings, please follow
the instructions below:

« Click FILE > Preferences > RMS Setting. By default, all the three items below are not checked.

Save encrypted file as a copy named ‘filename(protected).pdf’ — saves an encrypted PDF file
automatically as a copy named “filename(protected).pdf” after adding RMS encryption to
the file.

Encrypt metadata — encrypts the metadata when encrypting PDF documents.

Use deprecated encryption algorithms to be compatible with the previous version — If
checked, PDFs encrypted by RMS can be opened with Foxit Reader 5.0 and Foxit
PhantomPDF 5.0 and the latter versions; if not checked, PDFs encrypted by RMS can be
opened with Foxit Reader 5.4 and Foxit PhantomPDF 5.5 and the latter versions.

SharePoint Integration

Foxit PhantomPDF supports to open/save as PDF files in a SharePoint repository, whether the
SharePoint repository is SharePoint online or SharePoint on-premise. Moreover, on any website
of SharePoint on-premise you can directly check out and check in PDF files seamlessly after

configuring your server.

To check out and check in PDF files seamlessly on a website of SharePoint on-premise, please
double click the attached SharePoint Configuration 1 to configure your server first. Then
you can login to the SharePoint Server, select document library and choose to check out and

open PDF files.
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Before using the check in/check out features in Foxit Reader/PhantomPDF, please
configure the SharePoint Server.

e Download PDF icon from http://www.foxitsoftware.com/images/icons/pdficon.qif.

o Open regedit.exe and navigate to HKEY_CURRENT_USER\Software\Foxit
Software\Foxit PhantomPDF 6.0\Preferences\Others.

Change the key and value to the following:
Key: bEnableSharePointFeatures
Value: 1

e SharePoint 2007: Copy the downloaded.GIF file to "Drive: \Program Files\Common
Files\Microsoft Shared\Web Server Extensions\12\Template\Images".

SharePoint 2010: Copy the downloaded.GIF file to "Drive:\Program Files\Common
Files\Microsoft Shared\Web Server Extensions\14\Template\Images"

e SharePoint 2007: Edit the file “Drive:\Program Files\Common Files\Microsoft
Shared\Web server extensions\12\Template\XmN\DOCICON.XML".

SharePoint 2010: Edit the file “Drive:\Program Files\Common Files\Microsoft
Shared\Web server extensions\14\Template\XmN\DOCICON.XML".

SharePoint 2013: Edit the file “Drive:\Program Files\Common Files\Microsoft
Shared\Web server extensions\15\Template\XmN\DOCICON.XML".

To edit the file, please refer to the following steps:

a. Right-click DOCICON.XML file > click Open With > select Notepad.

b. Add an entry for the file with .pdf extension and take it as the file’s name. For
example, type the ICPDF as the name of the .gif file:

<Mapping Key="pdf" Value="pdficon.gif"

OpenControl="FoxitPhantomPDF.OpenDocuments"/>



http://www.foxitsoftware.com/images/icons/pdficon.gif



o [=] ]
File Edit Format View Help

<?xml version="1.0" encoding="utf-8"7> -
<DocIcons>
<ByProgID>

<Mapping Key— "excel.sheet” value=" 1chtmx1s if" editText="Microsoft Excel"” opencontrol="sharerPoint. openDocuments
<Mapping ‘FrontPage. Editor. Document value=" 1chtmfp gif" EditText="Microsoft sharepoint Des1gner opencontrol:
<Mapping "Infopath. Document” value="1i itText="Microsoft InfoPath" openControl="SharePoint.0openxml
<Mapping EditText="WMicrosoft Infopath" OpencContro harepoint.open;
<Mapping % harepoint.open:

<Mapping sharepoin open,
<Mapping 5 EditText="VMicrosoft Excel” oOpencontrol="sharePoint.OpenDocuments”
<Mapping 'icodcd.g"if" EditText="Microsoft Exce opencontrol= "sharepoint. openDocuments
<Mapping value=" 1codct if" editText="microsoft Excel” opencontrok sharepoint.openbocuments” />
<Mapping "Onenote. Notebook” value="icnotebk.png" EditText="Microsoft OneNote" Open(untro'lf sharepoint. OpenDo(l
<Mapping ‘PowerpPoint.slide" value="ichtmppt. 81 " _EditText="microsoft PowerPoint" oOpenControl="sharepoint.openi
<Mapping "Publisher.Document” value="ichtmpub.gif" EditText="Microsoft Publisher" OpenControl="sharepoint.oper
<Mapping ‘sharepoint. Documentset” value="icdocset.gif"/>

<Mapping ‘sharepoint.webpPartpPage. Document value="jcsmrtpg. gif" EditText="Microsoft sharepoint Designer" opemn—
<Mapping 'visio.webbrawing" vaTue="1icvdw. gif" EditText="Wicrosoft visio" Opencontrol="sharepPoint.openDocument:
<Mapping 'word.Document" Value= i

ichtmdoc. gif" EditText="Microsoft word" oEencontro'l— sharepoint.OpenDocuments
<Mapping "XDocs. Document” value="icxddoc.gif" EditText="Microsoft Infopath” oOpencontrol="sharePoint.0OpenxMLDos
<Mapping Key="sharePoint.Link"” value="DOCLINK.GIF"/>
<Mapping Key="sharepoint.SearchAdminreport” value=" 1(5adrep.g1‘f" eEditText="Microsoft sharepoint Designer" openconi
</ByProgIip>
<ByExtension>

<Mapping Key="pdf" value="pdficon.gif" opencontro1="FoxitPhantomPDF.openDocuments"/>]

<Mapping Key="accdb"
<Mapping Keyf a((d(v

caccdb. gif" EditText="Microsoft Access" opencontrol="sharepoint.0Openbocuments"/>
caccdb. gif"/>

<Mapping caccdb. gif"]>

<Mapping caccde.gif" EditText="Microsoft Access" OpencControl="sharepPoint.OpenDocuments"/>
<Mapping caccde. ?'n‘ EditText="Microsoft Access" opencontrol="sharepPoint.OpenDocuments" />
<Mapping icasax.gi />

<Mapping icascx.gif" rosoft sharepoint Designer” Opencontrol="sharepPoint.OpenDocume
<Mapping icasmx.gif"” Opencontru'l />

<Mapping opencontrol />

<Mapping % 3 ichtmigif" EditText="Wicrosoft Sharepoint Designer” opencontrol="sharePoint.0Openbocumet
<Mapping i % o>

<Mapping it ‘s iccat.gif" opencontro

<Mapping K i i opencontro

<Mapping if" openco

<Mapping KeyA css” ?11’ opencontro

<Mapping Keyf"db" value: Opencontro'l e

81

<Mapping "dib" value:

<Mapping "disc" 1'cd1'scAg Opencontrol=""/

<Mapping icdoc.png” EditText= M1crosoft word" opencontrol="sharepoint.Openbocuments"
<Mapping icdocm.png” EditText="Microsoft word”" Opencontrol="sharepoint.0openDocument
<Mapping icdocx.png” EditText="Microsoft word" Opencontrol="sharepPoint.openDocuments"/>
<Mapping cdot. png Ed'itText- crosoft word" opencontrol= harePoint.openbocuments” />

<Mapping Keyf"dotm valu
<Mapping Key="dotx" valu
<Mapping Key="dvd" value:

"icdotm.png” EditTex
icdotx.png"” EditText:
icdvd. gif" opencontro

Microsoft word” opencontro

SharePoint.openbocuments” />
icrosoft word" opencontro o

sharepoint.openbocuments”,

4 | »

c. Click Save on the File menu, and then quit Notepad.
Perform an iisreset:

a. Click Start > Run > type “cmd” in the Open dialog box>click OK > type
“iisreset” in the command prompt window>click Enter.

Microsoft Windows [Uersion 5.2.37981
{C» Copyright 1985-2883 Microsoft Corp.

E:“Documents and Settings“Administratoriiisreset

Attempting stop...

Internet services successfully stopped
Attempting start...

Internet services successfully restarted

E:~Documents and SettingssAdministrator>_

b. Close the windows.
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Open PDF files in a SharePoint repository

To open PDF files in a SharePoint repository, please do the following: (Take opening PDFs in a
SharePoint repository on SharePoint online for example)

e Run Foxit PhantomPDF and choose FILE > Open > Add a place +> SharePoint D% .In
the Add dialog box, type the SharePoint URL to sign in and click Next to continue.

Add | S

Add a service

Type the URL you would like to use to sign in.

https://foxit074.sharepoint.com/ -

Next

e Inthe pop-up dialog box enter the email address and the password to sign in.

https://login.microsoftonline.com/login.srf?wa=wsignin1%2E08rpsnv=28ct=1378187641... [

-

] Office 365

Sign in with your organizational
account

m

[T keep me signed in

Can't access your account?

e Inthe Open dialog box, select the Shared Documents folder and click Open.
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Open (e S|

|
https://foxit074.sharepoint.com/

FormServerTemplates
images
IWConvertedForms
Lists
m
ProjectPolicyTtemList
L I shared Docurnents |
| || SiteAssets

. SitePages

1 Style Library
|| default.aspx
|| GettingStarted.aspx

"
"
"
"
"
"

Show: | All Files v] I Qpen | ’ Cancel ]

e Choose the PDF file you want to open and click Open.

Open | |

https://foxit074.sharepoint.com/Shared Documents

Foxit Reader.pdf
New Text Document.pdf

Show: | All Files v] | Open I [ Cancel ]

e In the Foxit PhantomPDF dialog box, if you choose Check out and Open, other users cannot
edit the PDF at the same time; if you only choose Open, others are able to modify the PDF
as well when you are editing.
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Foxit PhantomPDF - ’ |

0 You wil open:

File Name:  test.pdf

[ Source: foxit074.sharepoint.com

| Tip: When finished with the file, you can check it in using the
SHARE tab.

[ Check Out and Open ] [ Open l ’ Cancel ]

e (Optional) If you want to cancel the Check Out status, please go to SHARE > SharePoint

Integration > Discard Check Out D%

e Edit the PDF according to your requirements.

e To set the PDF properties, please do as the following steps:

1. Please go to SHARE > SharePoint Integration > Prepare Document Properties Eﬁ

2. Inthe Document Properties dialogue, double-click the column name to edit the value in
the Edit text box. For example, double-click Title, the Edit text box will pop up, type the
content you want and click OK to finish the editing.

Document Properties (e |

0 Tip: Double-click a property to edit it.

Column Value
T

Single line of text
Multiple lines of text
Choice A
Number

Mumber %
Currency

Date and Time
Lookup

Yes/No

Person or Group
Hyperlink or Picture
Task Outcome

[ oK ] ’ Cancel ]

Edit ot |

Title

Foxit Corporation

[ 0K ] [ Cancel
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e  Go to SharePoint > Check In.

In the Check In dialogue box, select a version number for the modified document along with
the appropriate the version comments. To not allow other people to modify the document,
you can check Keep the document checked out after check in this version.

e  Click OK, the modified PDF will be loaded to the server automatically.

Check In e ra_—T"T ||

Version Type

What kind of version would you like to check in?
@ 0.2 Minor version (draft)

(©) 1.0 Major version (publish)

() 0.1 Overwrite the current minor version

Version Comments

modified on 2012-08-21| »

F [}

[T Keep the document checked out after checking in this version.

0K l ’ Cancel

Save as PDF files to a SharePoint repository

To save as PDF files to a SharePoint repository, please do the following: (Take saving as PDFs to a
SharePoint repository on SharePoint online for example)

e Choose FILE > Save As > Add a place +> SharePoint D% . In the Add dialog box, type
the SharePoint URL to sign in and click Next to continue.

Add [E

Add a service

Type the URL you would like to use to sign in.

https://foxit074.sharepoint.com/ -

Next
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e Inthe pop-up dialog box enter the email address and the password to sign in.

https://login.microsoftenline.com/login.sif?wa=wsignin1%2E08trpsnv=28:ct=1378187641.., [t

-

] Office 365

Sign in with your organizational
account

m

Password

[J keep me signed in

Can't access your account?

e Inthe Save As dialog box, select the Shared Documents folder and click Save.

Save As u

https://foxit074.sharepoint.com/

. FormServarTemplates

. images

. IWConvertedForms

| || Lists

m

. ProjectPolicyTtemList

* Ishared Docurnents |
. SiteAssets

| . SitePages

., Style Library

File name: test0.pdf

Show: [PDF Filas( *.pdf) v] [ Save J ’ Cancel ]

Redaction (Available in Business Only)

Redaction feature allows you to remove sensitive information from your document prior to
making it available to the others. You are able to mark the text or graphics for Redaction first,
and then apply the redaction.
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Mark for Redaction

To mark the text or graphics for redaction, do the following:

¢  Select PROTECT > Redaction > Mark for Redaction, and the hand tool changes into a Cross
-i- automatically.

*  (Optional)Double-click an image to mark an entire image which will be in a red rectangle.

* (Optional)Hold the pointer over the text you want to redact and drag a rectangle around it.

* The rectangle will be filled with black color once moving close the pointer to the selected

area.

Apply Redactions

You need to apply the redactions after marking the text or graphics you want to redact. To apply

the redaction, do the following:

*  Select PROTECT > Redaction > Apply Redactions.

* A dialog box pops up to give a warning message and asks if you are sure to apply the
redaction or not.

Foxit PhantomPDF e

You are about to permanently redact the selected content that has been marked for redaction. By selecting Apply, the operation
‘L, cannot be undone.

Are you sure you want to continue?

IMPORTANT! It is recommended that you save a backup copy of this document before you apply redactions.

0K | [ cancel |

*  Select OK after you have marked all content that you want to redact.

Search and Remove Text

You can find and remove content either in a single PDF file or in multiple PDF files under a
specified folder that contain searchable text with Search & Redact tool.

*  Select PROTECT > Redaction > Search and Redact. Then specify what you want to redact in
the Search pane. Please do one of the following:
<~ Type the text you wish to find and redact into the search dialogue box. For more about
the search feature, please refer to “advanced search”.

<- Check the item Patterns and select a pattern. The patterns vary with different countries.
Choose Country based on the file you are using.
*  Click Search and Redact.
*  Check the results you want to redact.
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Instances:
43
Result:

Check All MNew Search

-k test0.pdf -
~{_[Z} PhantomPDF Quick Guic
1% PhantomPDF Systemn Re
PDF creation features).
PhantomPDF is MSL. Ple| =
"FoxitPhantomPDF60_B
PhantomPDF Quick Guic
PDF Viewer plug-in. Clic
PhantomPDF Quick Guic—
PhantomPDF is installed
PhantomPDF itern to ru
PhantomPDF Quick Guic
PhantomPDF MSI Install
PhantomPDF installation
PhantomPDF properties
PhantomPDF wil make i
PhantomPDF installer de
_PDFVIEWER - Foxit PD
PDF Viewer and its comr
PNF files in Mozill Firefn ™
3

sl led el sdledlsd ledledlsdledlsdlad el sdliedlsdlie

« [Lm

[ Mark Checked Results for Redaction l

Apply Redactions

*  Click the button Mark Checked Results for Redaction at the bottom of the search dialogue
box.
*  Choose PROTECT> Redaction > Apply Redactions. Or click the button Apply Redactions.

Note: This operation cannot be undone and the selected content will be removed permanently
when you select Apply. It is recommended that you save a backup copy of this document before

you apply redaction.
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Chapter 10 — Signature

Foxit PhantomPDF provides robust, secure and quick signature features, including digital
signature, DocuSign and quick PDF Sign.

Digital Signature

A digital signature acts as a traditional handwritten signature that can be used to authenticate
the identity of a user as well as the document content. It stores information about the signer
along with the date, time, and state of the document when it was signed.

About Digital ID

Digital ID is the identity of a person/organization, which contains your name, Email address, a
serial number, an expiration date, and the name of the company. A digital ID contains two keys,
one is a public key (certificate) that is used to encrypt or lock data, and the other is a private key
that is used to decrypt or unlock data that is encrypted.

You can distribute your certificate that contains the public key and other identifying information
to those people who need to use it to verify your identity, validate your signature, or encrypt a
document for you. Only your private key can unlock information that was encrypted using your

certificate, so make sure to store your digital ID in a safe place.

You can not only obtain a digital ID from a trusted third-party provider called a Certificate
Authority (CA) but also create a self-signed digital ID with Foxit PhantomPDF. Digital IDs are
usually protected by password; you can store it on computer in PKCS#12 file format, or in the
Windows Certificate Store.

Place a signature

Before you sign a document, you need to draw a signature field where the signature is placed,

get a digital ID, and create the signature.

Choose PROTECT >Signature> Sign & Certify > Place Signature.
Press and hold the mouse button down, and drag to draw a signature filed for your
signature.

3. In Sign Document dialog box, choose a digital ID from drop-down menu. If you can’t find the
specified digital ID, you will need to get a certificate from the third-party provider or create
a self-signed digital ID.

4. (Optional)To create a self-designed digital ID, choose New ID from drop-down menu. In the
Add Digital ID dialog box, select a location to store the digital ID. Click Next to type your
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identity information such as name, organization unit, e-mail address, etc. to be used when
generating the self-signed certificate. In Use Digital ID for, choose one option as needed.
Click Next to enter a file name, storage location and password for your new digital ID file.
Confirm your password and click Finish.
5. Choose an appearance type from menu. There are two types to choose, one is Standard
Style, and the other is to Create New Style for your signature. Please refer to Creating
signature appearance. You can view your signature in Signature Preview panel.

6. Click Sign. In the Save As window, specify the location and file name of the signed
document.

Sign Document [

S\gnﬁs% _?bl Info... ]

Text For Signing

Location:

Reason: Iam the author of this document -

] Lock Document After Signing

Signature Preview

Appearance Type: | Jason2 _;I>

Digitally signed by Jason
DN: CN=Jason, C=US, OU=A,

0O=BC, E=Deng@sina.com
a ‘ o Reason: | am the author of this
| document

Location:
Date: 2013-09-18 11:15:49

Sign I Cancel

Note: By default, the document is signed after you place the signature and then you will not be
able to move or resize it. To change the setting, please uncheck the Sign the document
immediately after signature is placed option in FILE > Preferences > Signature.

Create signature appearance

You can set the appearance of your digital signature by selecting different options in Sign
Document dialog box. For example, a signature can include an image of your handwritten
signature, a company logo, or a photo, date and so on. Furthermore you can create dynamic
signature appearance to user for different purpose. A signature appearance also includes
information that helps others verify your signature, such as reason for signing, contact
information, and more.

Digitally signed by your common
name here

DM: your distinguished name here
Reason: your signing reason here
Date: 2013-09-18 11:40:06
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Digitally signed by Jason

DN: CN=Jason, C=US, OU=A,
O=BC, E=Deng@sina.com
Reason: | am the author of this
document

Date: 2013-09-18 11:41:42

Jason

Different appearances of signatures

Choose PROTECT > Signature > Sign & Certify > Place Signature.

Press and hold the mouse button down, and drag to draw a signature filed for your
signature.

In Sign Document dialog box, choose Create New Style from Appearance Type menu.

Sign Document e8|

Sign As:  |Jason 'H Info... ]

Text For Signing

Location:

Reason: Iam the author of this docurnent -

[“]Lock Document After Signing

Signature Preview

Appearance Type: [Smndard Style 'J

Standard Sile
Create New Style
igitally signed by Jason

' DN: CN=Jason, G=US, OU=A, '
0=BC, E=Deng@sina.com
Jason Reason: | am the author of this
document
Location:
Date: 2013-09-18 11:35:04

Sign l [ Cancel

Check the options that you want to appear in digital signature. A signature appearance can
include lots of information showing the users attributes, including name, organization,
country, logo, location, etc.

214



Foxit PhantomPDF

User Manual
Configure Signature Style . ﬁ

Title: ||
Preview

Digitally signed by your common
name here

DN: your distinguished name here
Reason: your signing reason here
Location: your signing location here
Date: 2013-09-18 11:36:22

Your common name here

Configure Graphic
(@) Mo graphic
() Imported graphic Browse
Opacity: 100%
@ Name
Configure Text
[¥] Name [¥] Location [¥] Distinguished name [¥|Logo
[¥] Date [¥] Rerason [¥] Labels

Text Property

[ oK ] ’ Cancel

Configure Signature Style Dialog Box
Note: To manage the created styles, go to FILE > Preferences > Signature.
Move and resize an image

You can move and resize signatures before signing the document, but you aren’t allowed to
change certificate and appearance of certificate.

1. To move the signature

Select the Annotation Selection Tool “* or the corresponding tool, put the pointer over the
signature, click and drag the signature to another place you like.

2. Toresize the signature

the cursor on any corner point. Pointer changes into the cursor showing the direction at which
the rectangle will be resized.

Sign a PDF

A PDF is signed to indicate your approval. The signature isn’t resized and moved when you sign
the document. A PDF can be signed more than once by more than one person. When you sign a

document, your digital signature appears in the signature filed. The appearance of the signature
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depends on options you select.

1. Sign a PDF after placing, please choose one of the followings:

*  Choose PROTECT > Secure > Sign Document.

¢ Select Hand Tool and right-click the signature, choose Sign Document.

¢  Select Hand Tool, and click the signature.

*  Set your signature preferences in Preferences dialog box. Choose FILE > Preferences>
Signature, check the option of “Sign the document immediately after the signature is
placed” to sign the document immediately when the signature is placed.

2. Type file name and specify location in pop-up Save As dialog box.

Note: By default, the document is signed after you place the signature. To change the setting,
please uncheck the Sign the document immediately after signature is placed option in FILE >
Preferences > Signature.

Validate Signatures

Check the validity of a signature

If you want to automatically validate all signatures in a PDF when you open the document, please
check Verify signatures when the document is opened option in FILE > Preferences > Signature.
An icon appears on the left top of signature field to indicate the signature status. The signature
state appears in the Signature Panel.

2
*  The question markicon ¥ indicates the signature is not validated.

4
* Thecheck markicon # indicates that the signature is valid.

X/
* The icon # indicates that the signature is invalid. The document has been altered or

corrupted since the signature was applied.

./

*  The caution triangle icon #2 indicates the document was modified after signature was

added; however, the signature is valid.

=27 2. . e . , .
e The icon ¢ indicates the signature validity is unknown because the signer’s certificate

isn’t in your list of trusted identities. The document has not been modified since the
signature was applied.

Validate a signature

1. Open the PDF containing the signature, do one of the followings:
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*  Choose PROTECT > Signature > Validate.
*  Right-click the signature, choose Validate Signature from context menu.
¢ Select Hand tool on toolbar, click the signature.

2. Pop-up a Signature Validation Status message box which describes the validity of signature.
The icons that appear in signature fields become the corresponding icons which indicate
different signature status.

Tip:

1. You can validate signatures by setting your signature preferences. Choose FILE >
Preferences > Preferences > Signature.

2. Check the Verify signatures when the document is opened option to automatically validate
signatures in a PDF when you open the document.

Delete a signature

To delete an unsigned signature:

--------

*  Select the Annotation Selection Tool “& .

*  Right-click the signature and choose Delete from context menu, or press Delete key.

Note: If you have checked the Locked option in Signature Properties dialog box, you will not be
able to remove the signature from the document.

To delete a signed signature:

®  Validate the signature first. And right-click the signature with hand tool and choose Clear
Signature. The signature will be cleared and only a blank signature field will be left.

* Choose the Annotation Selection Tool ** or the corresponding tool, right-click the
signature field and choose Delete.

Modify a signed signature
To modify a signature after signing the document:

*  Validate the signature first. And right-click the signature with hand tool and choose Clear
Signature. The signature will be cleared and only a blank signature field will be left.

®  Click the blank signature field with the hand tool, and create a new signature. See also
“Creating signature appearance”.
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Certify a PDF (Available in Business only)

Only the author can certify his/her own PDF documents. The author can specify what changes
can be made to the file after certifying. Whenever approved changes are made, the certificate
remains valid. If a reader tries to make changes you haven't allowed, the certificate is invalidated
and any subsequent users will be notified that the document was tampered with.

To certify your PDF, please do the following:

Open your PDF document you want to certify.
Select PROTECT > Signature > Sign & Certify > Certify with visible signature/Certify without
visible signature.

3. Press and hold mouse button down, drag to select an area on the document where you want
the signature to appear.

Certify Document @

Sign As: [NewID... vH Info... ]

Text For Signing

Location:

Reason: Iam the author of this document -

Permitted Actions After Certifying

Mo changes allowed v‘

Signature Preview

Appearance Type: | Standard Style 'I

Digitally signed by your common

name here

DN: your distinguished name here
your common name here Reason: | am the author of this

document

Location:

Date: 2013-09-18 14:48:48

Sign ] I Cancel

Certify Document Dialog Box

4. In the pop-up Certify Document dialog box, choose a digital ID. If you don’t find the specified
digital ID, you need to get a digital ID from a third-party provider or create a self-signed
digital ID.

5. Set authorized actions for your document from the drop-down menu in Permitted Actions
After Certifying item.

Set the signing reason and choose an appearance type from the menu.
Click Sign.
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View Signature Properties

Signature Properties dialog box provides basic information about the signature, including the
signer, reason, date, location validity summary and details of certificate, etc.

1. Select the hand tool.
2. Right-click the signature, and choose Show Signature Properties from context menu.
3. In Signature Properties dialog box, you can get the information as follows:

* Signed by — shows the signers that sign the document.

*  Reason - displays the reason that you create the signature.

*  Date - shows the date time when you signed the document.

*  Location - shows which page the signature is located on.

*  Validity Summary - checks whether the document was modified after it was signed, and
other information.

* Show Certificate — click it to show the details of certificate, such as the validity of
certificate, certificate path, etc.

Signature Properties @

/7  Signature is VALID, signed by Jason <Deng@sina.coms.

Details

Signed by: Jason <Deng@sina.com> Show Certificate...

Reason: Iam the author of this document
Date: 2013/09/18 13:21:44 +08'00" Location: Mot available

Validity Surmmary

¥ The document has not been modified since this signature was applied.

¥ Signed by the current user.

Signer's Contact Information: Mot avaiable

Close

Signature Properties Dialog Box

Note: If the status is unknown, click the Show Certificate... to view the details of the certificate.
Check whether the certificate has been included in your list of trusted identities, if your
certificate is not trusted, Click Install Certificate to install it to the trusted Windows Certificate
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Store. If you use a self-signed digital ID, confirm that the certificate details are valid. If the
certificate isn’t valid, request a valid certificate from signer.

Uses Windows Certificate Store to Manage Trust List

Windows Certificate Store in Foxit PhantomPDF helps you manage certificates which are trusted
when you validate the digital signature. To use this feature, do the following:

1. Open a signed PDF document, click the digital signature or right click the signature to select
Validate Signature.
A warning message pops up to show the signature validation status.

3. If the signature validity is unknown, click Signature Properties > Show Certificate > Install the
Certificate if you trust it.
The certificate will be successfully imported.

5. Click the digital signature again and a message will show you the Signature is Valid.
If you don’t trust the certificate any more, you can delete it from Windows Certification

Store by choosing PROTECT > Signature > Digital IDSIEI.

Signature Panels

The signature panel shows information about each signature in the document as well as the
change history of the document since the first signature.

Digital Signatures L]
7 7 Signed by Shirleyl
+ i/ Signed by Jason

=

Signature Panel

Open the signature panel

&
Click Signature button ’Ron the left of Navigation Panel.
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Sign PDFs on DocuSign®

Allows users to easily send, sign and save PDF documents and forms using the industry's most
widely used eSignature solution.

Sign a PDF File

Sign a PDF on DocuSign, please refer to the following steps:

2
e Choose PROTECT > Signature > DocuSign button #& on toolbar.

e Choose Login to DocuSign. Type your Email account and password of DocuSign and click
Login. If you do not have an account, please sign up first.

2
e Click the button #& and choose Sign with DocuSign. The application will upload your PDF to

DocuSign and you will enter into the DocuSign user interface.

Docu%& Select a tag from the add menu. Click Finish when you are ready.
®

- :
oo Y[ - T2y | |
&émSlgnalure
DA Initial

Joe [y Name

How to Install Joe hy First Name =

Insert the Foxit PhantomPDF CD into your computer to start installation. smim| My Last Name

1. The Foxit PhantomPDF “Welcome to Setup” screen will automatically appear. Click Ne

___ MyEmail Address 13/
button to proceed with installation.
— Company J—
) Fouit PhantomPOF Serup S x ) L4
— Title
Welcome to the Foxit
PhantomPDF Setup Wizard E] Date Signed
34 Foxt PrantomPDF on Text
Foxit nug of Cancel 1o ext =
PhantomPDF™
L CHECKDDX
Business

Ready
PD

e Sign the Document

On DocuSign user interface, click More Options, you can view history, certificate, and choose
Finish Later or Sign on Paper.
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More Options

= View History

5} view Certificate

& Sign on Paper

(b Finish Later

— =
e Dragtheslider J ‘—l can zoom in/out the file.

User Manual

e Type the page number in Page Number textbox

B[ ofts

or click the page

number listed on the right to jump to the target page you want to place the signature.

. 7
e Click the button to choose the signature or other items from the list. Click and

drag a rectangle to the desired location. You can place several items at the same time.

e Click the button n at the top right corner of the textbox to delete the signature.

e Click Finish to complete signing. You can preview the signed PDF.

Docuﬁg}y Select a tag frem the add menu. Click Finish when you are ready.
* Y —

T 2 et B 3 € )) |
"'h-__/

Insert the Foxit PhantomPDF CD into your computer to start installation.

1. The Foxit PhantomPDF “Welcome to Setup” screen will automatically appear. Click Next
button to proceed with installation.

DeoeuSigned by

yrmn:wmsmp

Welcome to the Foxit
PhantomPDF Setup Wizard

The Setup Wizard wel instas Foxn PrantomPDF on
Foxit your COmputer CICK Next 10 ConBnue of Cancel 10 ext

PhantomPDF™ S———

Business
Ready
PDF

2. This program is protected by copyright law and you have to accept the License Agreement

< T |

1Y
PDF

CBAGTFFFD334406.

-

=/ (hide)
| | wFoxit POF  «

C)
2
&)
()

m

e Select the download “* or printing button EJ to get the PDF with signature.

d
e Select the DocuSign button #& and choose Logout from DocuSign.
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Send a PDF via DocuSign

e Open a PDF you want to send with PhantomPDF.
4
pa
e Click DocuSign button 22 and choose Send via DocusSign.
e Login to the website.

e Click n to choose the signature or other items from list and drag it to the location

where you want to sign. You can place several items at the same time.

T

To

e Click the button to add the recipients address.

Message

e Click the button to edit the email subject line and content.

e Click Send to send the PDF.

Quick PDF Signature

Quick PDF Sign enables you to create your self-signed signatures and add the signature to the
page directly. You don’t need to create different signatures for different roles or other
complicated settings.

To create your own handwriting signature and sign a PDF, follow these steps.

Choose PROTECT > Signature > PDF Sign > Create Signature.
2. In the Create Signature dialog box, you can choose to draw now, import an image or from
clipboard to create a signature.

Create Signature ARERE .

-

Draw directly or import an image to create a signature.
Preview

Import Image v]

File: | C:\Users\foxit043\AppC

Name:  paw Signature

S .
Password protection

Require password to use the signature

Password:  sessss

Confirm password:

[ Save ] ’ Cancel ]

3. (Optional) If you choose Draw Signature, click Draw to draw your signature in Draw
Signature box, and click OK.
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4. If you choose Import Image, then click Browse. And choose the image and click Open. You
can preview the image in the Preview tab.

TIP: You can sign your signature on a clean white sheet of paper using a black pen, scan it to an
image file. To create the best signature you had better scan your signature in monochrome at 600
DPI.

5. You can set your name as your signature.
To add a password to your signature, check the item Require password to use the signature.
Specify a password users will be required to type the password when they sign the
document with the signature. Enter the password again to confirm it.
Click Save. The cursor will be changed into a rectangle.
Put the cursor to the place you want to sign. You can resize it by clicking and dragging the
handle. You can also move the signature by dragging it to other places. To remove it, select
the signature and press Delete.

9. To apply the signature to the document, double-click the signature or right-click the
signature and select Apply signature. Select Place on Multiple Pages, and then you can
specify the page(s) you want to place.

Note: Once applied, the signature can no longer be edited or deleted.

To manage signatures, do the following:

Choose PROTECT > Signature > PDF Sign > Manage Signature. In the Manage Signature dialog box,
click Create to create a signature. Select a signature you created, click Edit and you can change
your signature. You can preview the signature after you edit it. To delete a signature, select the
signature and click Delete.

Manage Signature Lé]

Signature Preview

Shitey

Shirley

Elisha

MNew Signature
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Chapter 11 — Print

Printing is a process for reproducing text and images. When you have finished reading a helpful
article or designing a PDF form, you may need to send it to an inkjet or laser printer and print it
out with custom page sizes. With this section, you can get the help to set options in the Print
dialog box to ensure that the finished document appears as intended.

Print a PDF document

Make sure you have installed the printer successfully.

Choose Print from the File menu.

Specify the printer or plotter, page range, number of copies, and other options.
Click Print.

el .

Print a portion of a page

To print a portion of a page, you need to refer to the Snapshot tool (5] SnapShot .

®  Select the Snapshot tool by choosing HOME >Tools > Snapshot.
® Dragaround the area you want to print.
®  Right-click in the selected area > choose Print..., and then refer to the “Print Dialog”.

Print =x ]

Name: [Foxrt PhantormPDF Printer v] [ Properties

Copies: 1 Enf Collate

[Tl print as Grayscale [ print as image

Print Range Print What

Al IDU(ument and Annotations -]

) Current page

©) Pages: 11 o Preview
Zoom: 425.47%

Subset: All pages in range Document: 2.4x2.0inch
Paper: 8.5x11.0 inch

Reverse pages |

Print Handling
I Tile Large Multiple Pages .

2 None

@ Fit to Printer Margins

w
g
Ey
E
o
=
=
=

| (©) Reduce to Printer Margins

() Custom Scale

[Tl choose Paper Source by PDF page size

| Auto-Rotate Auto-Center

Page 1 of 1 |

Print a portion of a page
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Print multiple pages with page thumbnails

To perform a quick print, you can select multiple pages from a document from the thumbnail list.

*  Open the document that you want to print, and then click Pages button on the left
navigation panel.

e Shift-click / Ctrl-click/ drag the mouse to select a range of page thumbnails from the
document.

¢  Select Print Pages from the right-click menu, and then click OK.

Print tabs

You can print one tab you are opening from the tab bar or print out all documents opened in the

tab bar at a time.

1. Move the pointer to the tab bar
2. Right click > Choose Print Current Tab/Print All Tabs.

Print Dialog

The print dialog is the final step before printing. You can modify the printer in this dialog as well.
Be aware that changing the printer may affect the page setup if the new selected printer has a
different paper size, for instance.

To open the Print dialog box, choose FILE > Print. Choose a printer from the menu at the top of
the Print dialog box and specify the copies to print. Click Properties for more settings. (Refer to
“Set Foxit PhantomPDF Printer Properties”)

Collate — Assembles the printouts in a proper numerical or logical order when printing
several copies. This option will be disabled when printing just one copy.
Print as Grayscale —Converts color images in the file to shades of gray.

Print as image —Prints pages as bitmap images. If normal printing doesn’t work or doesn’t

produce well, check this option and specify a resolution next to it.

226



Foxit PhantomPDF

Print . ]
Name: [Foxrt PhantomPDF Printer V] [ Properties
Copies: 1 = Colate
[T print as Grayscale [T Print: as image
Print Range Print What
@ Al Document and Annofations  ~
() Current page
- Preview
) Pages: 1-1
o Zoom: 120.73%
Subset: All pages in range b Document: 6.1 x 9.1 inch
Reverse pages Paper: 8.5x 11.0 inch
Print Handling 1
CLACL
Scale Tile Large Multiple Pages Booklet “ li-llllf’\ﬁ:‘;(i
Pages Per Sheet CL (T

Il @ <<<&
PP

© Nona LV
@ Fit to Printer Margins > ) 13
g 0

@ Reduce to Printer Margins

© Custom Scale

[[]choose Paper Source by PDF page size

Auto-Rotate Auto-Center

Page 1 of 1

The Print Dialog Box

# Print Range

Specify the page range you want to print.

<> Subset — Provides options for setting noncontiguous page range.

All Pages in Range — Prints all the pages within the specified range.

Odd pages only — Prints only pages with odd numbers within the specified range.

Even pages only — Prints only pages with even numbers within the specified range.
Note: This option is especially helpful for two-side printing.

<> Reverse pages — Prints pages in reverse order. If page ranges are entered, the pages print
opposite of the order in which they were entered. For example, if you select to print the
document from page 5 to page 30, selecting Reverse pages option will print page 30 to

page 5.
# Print Handling

<> Scale — None, Fit to Printer Margins, Reduce to Printer Margins and Custom Scale.
Choose Paper Source by PDF Page Size — Automatically selects the paper type according to
the page size of the PDFs when printing.

<> Tile Large Pages — means to tile the pages that are larger than the selected paper size at a

specified scale.
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<> Multiple Pages Per Sheet — multiple pages will be printed on the same sheet of paper. You
can specify the settings like Pages Per Sheet, Page Order, Margins, etc.
<~ Booklet — Booklet printing enables to print multiple pages on the same sheet of paper in
correct order if the pages are folded. This requires the printer support to print on both
sides.

# Auto-Rotate — Adjusts the PDF document’s orientation to match the orientation specified in
the printer properties.

Auto-Center — Places the PDF pages in the center.

Print What — Specifies to print documents only, annotations only or both.
Document — Prints the document contents without annotations.
Document and Annotations — Prints document contents and annotations.
Annotations — Prints annotations only.

Summarize Comments — Prints the summarized comments to a separate and printable PDF
file named “CommentsSummaryPring.pdf”. See also “Summarize Comments”.

# Preview —Foxit PhantomPDF provides an instant preview in the Print dialog box. Drag the
slider to preview each page.

Set Foxit PhantomPDF Printer Properties

Before you create a PDF file, you may wish to access PDF Printing Preferences to set up options
for your PDF files, there are two ways to access PDF Printing Preferences.

1. Accessing the PDF printing Preferences from Control Panel:

*  Go to Start > Settings > Control Panel > Devices and Printers > Printers and Faxes.
*  Right-click on the Foxit PhantomPDF Printer and then select Printing Preferences.

2. Accessing the PDF Printing Preferences from the Print dialog box.

*  When you print a file and open the Print dialog box, simply click on the Properties button,
you can bring up the PDF Printing Preferences.

General tab

e  Default Folder for Generated PDF File - allows you to assign a destination folder to place
the PDF files after generations.
*  Overwrite existing PDF file without confirmation - By default, this option is checked. If you
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don’t hope your file is overwritten without any prompt, you should uncheck this option.
Use default filename and save to default folder — If you don’t want to change the original
filename, just check this option and the generated PDF file will be automatically saved to
the default folder you have assigned.
Open the file after converting — By default, this option is checked; the generated PDF file
will automatically open after conversion.
Compress images using lossy algorithm - allows you to reduce the image size but with
lower quality during generating PDF files. By default, it’s checked.
Compressibility— allows you to specify the compressibility.
Color — Prints content in a color PDF file to shades of gray, in colors or only in black and
white colors.
Image Resolution - allows you to input a DPI (dot per inch) level for image resolution. The
valid level value is between 72 -300.
Support PDF/A - 1b Standard — allows you to archive PDF files.
Save As Default - If you hope all your settings can be applied to all documents, you must
keep the option checked. If you uncheck it, your settings will be effective for the current
document only.
PDF Specification Version - With Foxit PhantomPDF, you can choose PDF reference version
from 1.3 to 1.7 when creating PDFs. Choosing the right PDF reference version can help the
PDFs you created better compatible with different PDF viewers.

Layout tab

Orientation - Allows you to change the page orientation.

Paper Size - When you click Custom-size Form from the Page Form, this option is activated,
and you can enter dimensions in the Width and Height boxes.

Custom Page Form - This option is for you to click one of paper types, or click Custom-size
form and then enter the Paper Size dimensions in the Width and Height boxes.

Layout Preview - You can see how your document layout will look with the selected options
from Page Form.

Unit of Metrics - Allows you to change the unit of measurement, including inches,
centimeter and millimeters.

Fonts tab

Embed Fonts

Embed all fonts — All fonts in the Font Source list will be embedded into your PDF document
when you choose this option. To ensure that the PDF file you create is fully portable and
readable on computers that may not have the same fonts installed, you should embed all
fonts to guarantee that none are missed.

Embed non-standard fonts — This option allows you to embed nonstandard fonts installed
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in your computer to your PDF document.

Note: This will increase the size of your document considerably, particularly if you are using
Unicode languages like Asian languages. The font embedding list will be disabled when this
option is selected.

Use the font embedding list below — Font embedding list will be available when you select this
option. You can check and uncheck the fonts in the list to choose the fonts you want to embed
into PDF files.

+» Don’t embed any fonts — All fonts in the embedding list will be unchecked when this option
is selected. And when you read the created PDF files, fonts installed on your computer will
be used.

+  Show warning message when the document contains fonts that are not allowed to be
embedded — If you check this, when you open a document which contains fonts that are not
allowed to be embedded, a warning message will prompt.

Document Info tab

Add information to the document —This option allows you to set PDF document properties, such
as Title, Subject, Author, etc. You can add information when it is checked.

PDF Information — You can enter the title, subject, author, keywords and creator of the document.
Producer is the Foxit PhantomPDF.

About tab

This tab shows the information of Foxit PhantomPDF and the related copyrights and information.

Watermarks tab

Add watermarks to the document — If you want to add watermarks to your document, you can
select this option and choose to add Image Watermarks or Text Watermarks.

Image watermarks—You can browse your computer for an image and change the Opacity,
Rotation and Offsets of the image which will be added into your document as a watermark.

Text Watermarks
* Font

This option is activated only when Text Watermarks is selected and you can choose the font name,
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font size and font color from the drop-down menus.

* Text

You can enter text in the Content box and change the Opacity and Rotation of the text which will
be added into your document as a watermark.

& Offsets

This option allows you to change the unit of measurement and specify the width, height of the
image/text, etc.

® Scale

A. To resize the watermark in relation to the original image size, check Absolute Scale and enter a
number in the percentage box.

B. To resize the watermark in relation to the PDF page dimensions, check Relative Scale and enter
a number in the percentage box.

# Preview

You can see how the watermark will look like with the selected options.

Headers/Footers tab

Add Headers/Footers to the Document

This option allows you to add headers/footers to your PDF document. By checking this option,
the following options will be activated.

Font

You can choose the font name, font size and font color from the boxes.

Edit

This option allows you to edit headers/footers and you can specify their styles.
Click Insert Date to insert date to the PDF document.

Click Insert Page Num to insert page number to the PDF document.

You can enter text in the columns (Left Column, Center Column and Right Column) if needed.
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Offsets

This option allows you to change the unit of measurement and specify the margins for all 4 sides.
Preview

You can see how the headers/footers will look with the selected options.

Security tab

The security feature of PDF gives you exceptional control over PDF files. Choose an encrypt type.
1. Password Encryption
Password

*  Require a password to open the document — selects to require users to type the password
you specify to open the document.

* Document Open Password — specifies a password that users must type to open the
document.

Permission

*  Require to add document restriction — restricts actions to PDF files, such as printing, editing,
etc.

Permission Specification
*  Printing Allowed — specifies the level of printing users are allowed for the PDF document.

A. Print with low resolution — allows users to print at no higher than 150-dpi resolution.
B. Print with high resolution — allows users to print at any resolution.

*  Changes Allowed — defines which editing actions are allowed in the document.

A. Fill in a form — lets users fill in forms. The option doesn’t mean that users can create
form fields.

B. Comments in the document — lets users add comment to the PDF document.

C. Manage pages and bookmarks — lets users insert, rotate, delete pages, as well as add
bookmarks.

D. Any except extracting pages — let users do all editing actions listed above except
extracting pages.

Enable copying of text, image and other context - defines the contents that are allowed to be

232



Foxit PhantomPDF

User Manual
extracted in the PDF document.

Enable text access for screen reader device for visually impaired - Facilitates the visually
impaired users to use voice recognition software in screen reader devices to read the generated
PDF files.

Encrypt Setting

*  Encryption Algorithm - defines data transformations that cannot be easily reversed by
unauthorized users. Foxit Creator supports 128-bit AES and 128-bit ARC-FOUR.

* Don’t encrypt metadata — encrypts the contents of a PDF file but allow search engines
access to the document metadata when it is checked.

2. Certificate Encryption
Recipient List

e  Click Import to import certificate from Windows Certificate store.
o  Click Browse to import certificate from disk.

o Click Remove to delete a recipient from recipient list.

e  Click Details to view the detail of the certificate.

Permission Specification
*  Printing Allowed — specifies the level of printing users are allowed for the PDF document.

A. Print with low resolution — allows users to print at no higher than 150-dpi resolution.
B. Print with high resolution — allows users to print at any resolution.

*  Changes Allowed — defines which editing actions are allowed in the document.

A. Fill in a form — lets users fill in forms. The option doesn’t mean that users can create
form fields.

B. Comments in the document — lets users add comment to the PDF document.

C. Manage pages and bookmarks — lets users insert, rotate, delete pages, as well as add
bookmarks.

D. Any except extracting pages — let users do all editing actions listed above except
extracting pages.

Enable copying of text, image and other context - defines the contents that are allowed to be
extracted in the PDF document.

Enable text access for screen reader device for visually impaired - Facilitates the visually
impaired users to use voice recognition software in screen reader devices to read the generated
PDF files.
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Encrypt Setting

*  Encryption Algorithm - defines data transformations that cannot be easily reversed by
unauthorized users. Foxit Creator supports 128-bit AES and 128-bit ARC-FOUR.

* Don’t encrypt metadata — encrypts the contents of a PDF file but allow search engines
access to the document metadata when it is checked.
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Chapter 12 — Appendices

This section is a collection of supplementary materials for this user manual, including Keyboard
Shortcuts, List of Supported Ul Languages, and Command Lines.

Shortcut Keys

There are number of keyboard shortcuts that you can use to speed up your navigation within the
Foxit PhantomPDF. You can both use the default keyboard shortcuts and customize your own
shortcuts.

To customize the keyboard shortcuts, please go to Tools > Customize Toolbars > Keyboards or
right click on the toolbar to choose Customize....

Some particularly important ones are listed here.

File Keys
Open File Ctrl+ O
Close File Ctrl + W, or Ctrl + F4
Save As Ctrl + Shift + S
Close All Ctrl + Shift + W
Print a Document Ctrl+P
Exit Foxit PhantomPDF Ctrl + Q, or Alt+F4
Save Ctrl+S
Create PDF from file Ctrl+ N
Document Properties Ctrl+D
View Keys
Full Screen F11
Exit Full Screen Mode ESC, or F11
Switch to Text Viewer Ctrl+6
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Zoom In Ctrl + Num +
Zoom Out Ctrl + Num -
Zoom To Ctrl+ M
Actual Size Ctrl +1
Fit to Page Ctrl+0
Fit Width Ctrl +2
Fit Visible Ctrl+3

Rotate Clockwise

Ctrl + Shift + Plus

Rotate Counterclockwise

Ctrl + Shift + Minus

Reset Toolbars

Alt + F8

Show/Hide Toolbars

F8

AutoScroll Ctrl + Shift + H
Stop AutoScroll ESC

Reverse View F11

Show or hide Menu Bar F9

Switch between tabs Ctrl + Tab
View file in read mode Ctrl + H

Bold the text Ctrl+B

Italic the text Ctrl+1

Preview page by page in Print Preview

Page Up/Down

Move to the first preview page in Print Preview Ctrl + Home
Move to the last preview page in Print Preview Ctrl + End
Go to Page Ctrl+ G
First Page Ctrl + Home

Previous Page

Ctrl + Page Up

Next Page Ctrl + Page Down
Last Page Ctrl + End
Previous View Alt + Left

Next View Alt + Right
Marquee Zoom Alt+5

Read Current Page

Ctrl + Shift + V

Read from Current Page

Ctrl + Shift + B

Stop

Ctrl + Shift + E
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Rulers Ctrl +R
Show or hide Navigation pane F4
Start Page Ctrl + Alt +S
Edit Keys

Result Shortcut

Copy Ctrl + C, or Ctrl + Insert
Cut Ctrl + X
Paste Ctrl +V
Undo (Undo an action) Ctrl+2

Redo (Redo or repeat an action)

Ctrl + Shift+ Z

Select All (Select all items in a document or

window) Ctrl+ A
Add Bookmark Ctrl + B
Preferences Ctrl +K
Go to fillable field by tab order Tab

Go to fillable field by tab in reversed order Shift + Tab

Commenting Text Tool Keys

Result Shortcut

Copy Ctrl+C

Highlight Ctrl + Shift + L
StrikeOut Ctrl + Shift + T
Underline Ctrl + Shift + U
Squiggly Ctrl + Shift + Q
Replace Ctrl + Shift + R

Note: These shortcuts are only available when you have selected text with Commenting Text Tool.

Tool Keys

Hand Tool

Alt+3
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Zoom Out Tool Alt+4
Zoom In Tool Alt+5
Select Text Alt+6
Snapshot Alt+7
Typewriter Alt+8
Find Text (Open the Navigation task pane to
search document.) Crl+F
Find Next F3
Find Previous Shift + F3

Search

Ctrl + Shift + F

Document Keys

Result Shortcut

the left

Page Down Space
Page Up Shift + Space
Expand the selected area to the next character on ) )
. Shift + Right
the right
Expand the selected area to the next character on )
Shift + Left

Expand the selected area to the end of a word

Ctrl + Shift + Right

Expand the selected area to the beginning of a

Ctrl + Shift + Left

word
Expand the selected area to the end of a row Shift + End
Expand the selected area to the beginning of a )

Shift + Home
row
Expand the selected area next Row Shift + Down
Expand the selected area previous Row Shift + Up

Expand the selected area to the beginning of a
document

Ctrl + Shift + Home

Expand the selected area to the end of a

Ctrl + Shift + End

document

Move left by a character Left

Move right by a character Right
Move left by a word Ctrl + Left
Move right by a word Ctrl + Right
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Move up by a row Up
Move down by a row Down
Move to the end End
Move to the beginning Home
Move to the top of next page Ctrl + Page Down
Move to the top of previous page Ctrl + Page Up
Move to the end of the document Ctrl + End
Move to the beginning of the document Ctrl + Home
Help Keys

Shortcut

Help F1

Command Lines

Here are some command lines that can be used to Foxit PhantomPDF:

<Rea|:|e.r Path= [/register] | [PDF Path] [/pwd] [/&[...]1[...]...] | [/pwd] [/p | /t <PDFPath= [Printer]]

Command ‘ Result
-Register Set Foxit PhantomPDF as default reader.
-pwd<password> Input the password of the protected PDF documents.
/p <PDF path> Print the document with default printer
/t <PDF Path> [Printer] Print the document with designated printer
Open a PDF document with a command to exactly specify what to
<PDF Path> /A [...][...].. ) )
display and how to display

239



Foxit PhantomPDF
User Manual

Contact Us

Feel free to contact us should you need any information or have any problems with our products.
We are always here, ready to serve you better.

e  Office Address:
Foxit Corporation
42840 Christy Street, Suite 201
Fremont, CA 94538
USA

e  Mailing Address:
Foxit Corporation
42840 Christy Street, Suite 201
Fremont, CA 94538
USA

e Sales:
1-866-680-3668 (24/7)

e Support:
1-866-MYFOXIT or 1-866-693-6948(24/7)

e Fax:
510-405-9288

e  Website:

www.foxitsoftware.com

e E-mail:

Sales and Information - sales@foxitsoftware.com

Marketing Service - marketing@foxitsoftware.com

Technical Support - support@foxitsoftware.com

Website Questions - webmaster@foxitsoftware.com
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