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Chapter 1 - Introduction

Foxit PDF Editor Overview

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

Foxit PDF Editor

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

* XFA Form Filling

* Direct Editing

* Read out Loud

* Robust Document Security

« Form Fields

* Optical Character Recognition (OCR)
* Export PDF to Image

* Industry Validation

* PDF Optimizer

* SharePoint Integration

* DocusSign
e Participate in a Shared Review

Foxit PDF Editor Pro

Foxit PDF Editor Pro 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.

e Redaction
e Document Certification
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e XFA Form Filling

» Bates Numbering

* Read out Loud

* AIP Protect

* High Compression

* SharePoint Integration

* DocusSign
e Send for Shared Review

What's New?

What's new in Foxit PDF Editor 11.2?

New features and improvements in Foxit PDF Editor 11.2:

* Foxit eSign Integration

o The combination with Foxit eSign, a legally-binding electronic signature
service, allows you to edit your documents and collect signatures with
complete ease.

o Electronically self-sign PDFs by placing your created eSignatures to PDF
pages, which is as easy as signing a paper document with a pen.

*  Move the previous Fill & Sign function into the Foxit eSign context tab.

About the User Manual

This user manual covers all features included in Foxit PDF Editor. For information on
the deployment of Foxit PDF Editor in an enterprise environment, please refer to Foxit
PDF Editor Deployment and Configuration.

Quick Installation Guide

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



http://cdn01.foxitsoftware.com/pub/foxit/manual/phantom/en_us/FoxitPDFEditorDeploymentandConfiguration_11.2.1.pdf
http://cdn01.foxitsoftware.com/pub/foxit/manual/phantom/en_us/FoxitPDFEditorDeploymentandConfiguration_11.2.1.pdf

Foxit PDF Editor
Chapter 1: Introduction User Manual

Online Help

You can get online help about how to read and work with PDF files from within Foxit
PDF Editor using the Help Center and Content-sensitive Help features. (The online help
is only available in English, German, and French versions.)

Help Center

Help Center helps you navigate top help topics and get help online. To access the Help
Center, please click Help > Help Center. In the Help Center, you can input a keyword
in the Search box to search for any desired topic. While reading the help contents,

o =N
you can click " to move back to the previous view, or click ™= to return to the

Home Page of the Help Center.

Content-sensitive Help

Content-sensitive Help assists users by providing help based on a specific task they
perform. This enables users to get specific information about whatever feature of the
application they are using at the given moment.

To access Content-sensitive Help:

Hover your mouse over a button, and you will see the tip which gives you the basic
instruction of the feature. If Foxit PDF Editor contains additional help about the feature,
you can click Tell me more to learn more about it in Help Center.

Foxit Plug-In Platform

For flexible and convenient management of plugins, Foxit PDF Editor offers a Plug-in
Platform, in which you can view the plug-in status, learn the information about the
plugins installed, as well as manage the plug-ins as needed.

To open Foxit Plug-in Platform, please choose Help > Foxit Plug-Ins.
Plug-in Status

¢ Certified: Shows whether the signature of the plug-in is valid or not.
¢ Loaded: Shows whether the plug-in has been loaded successfully or not.
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Note: Some plug-ins are not loaded immediately (i.e. the Certified and Loaded items
are unchecked). These plug-ins will be loaded and certified after you use the related
features.

Plug-in Information

In addition to plug-in status, you can learn more information about the plug-in
installed, including the name, date, description and legal copyright.

To learn the details of a plug-in, please click More... under the general description of
the plug-in in the Foxit Plug-in Platform.

Plug-in Management

Within Foxit Plug-in Platform, you can manage the plug-ins as needed, including
installing, enabling, disabling and uninstalling plug-ins.

Installing a Plug-in

Foxit PDF Editor allows you to install a plug-in in FZIP format. You can also install one
or more plug-ins by using an XML file. An XML file defines the information about
plug-ins to be installed, and should be used together with .fpi files. (Tip: For a plug-in
in MSI format, double-click it to install it.)

¢ Select Help > Foxit Plug-Ins to open Foxit Plug-In Platform.

Click Install Plugin in the About Foxit Plug-Ins dialog box.

¢ Inthe Open dialog box, do one of the following:

» Toinstall a plug-in in FZIP format, select FZIP Files (*.fzip) from the file type
drop-down list beside the File name box, choose the file from your local disk,
and click Open. When the installation completes, click OK.

» Toinstall one or more plug-ins by using an XML file, select Plug-in File (*.xml)
from the file type drop-down list, choose the XML file from your local disk, and
click Open. Then Foxit PDF Editor will verify whether the signature of the plug-
in is valid or not. If it is valid, Foxit PDF Editor will load the plug-in. Otherwise,
the installation will be terminated.

Tip: If you install plug-ins by using an XML file, please place the .xml file and .fpi
files in the same folder to avoid an installation failure.

Disabling a Plug-in
To disable a plug-in, please follow the steps below:
¢ Select Help > Foxit Plug-Ins to open Foxit Plug-in Platform.

10
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e Select the plug-in you want to disable, and click the Disable button @ to
disable it.

Enabling a plug-in

To enable a plug-in, please follow the steps below:

¢ Select Help > Foxit Plug-Ins to open Foxit Plug-in Platform.

¢ Select the plug-in to be enabled, and click the Undo Disable button D to
enable it.

Uninstalling a custom plug-in

To uninstall a custom plug-in (not built by Foxit), please follow the steps below:

¢ Select Help > Foxit Plug-Ins to open Foxit Plug-in Platform.

_—

¢ Select the plug-in to be uninstalled, and click the Uninstall button @ to

uninstall it.
Notes:

1. All the operations to the plug-ins will take effect after you restart Foxit PDF Editor.

2. Foxit PDF Editor includes plug-ins that are necessary for the realization of its
functionalities or are necessarily required for maintenance. To ensure normal
operation, you are not allowed to disable or uninstall these plug-ins (such as Foxit
Updater plugin, Foxit Plug-in Platform plugin, etc.)

1
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Chapter 2 - Get Started

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

Workspace Basics

Foxit has integrated the collective commands in the ribbon interface and created a
new way of working, namely Ribbon Mode. Ribbon Mode is developed based on
Microsoft Office 2013 (Office 15) to provide you with a familiar and intuitive user
experience. In this mode, commands are arranged by groups and tasks.

A User Manual.pdf * - Foxit PDF Edor
B mmmmmmfie  Home ~ Convert  Edit  Organize  Comment View Form  Protect  FoxiteSign  Share  Connect  Accessibility  Help
e . = .- o
D—0% B N @ BEEER 17 2 BR B
E ser Manualpd x v serch x
In Line Weights View, the lines will be displayed with the weights defined in the PDF ~ Where would you ke to search?
Her G =4 file. When Line Weights View is turned off, the lines will be displayed with the constant [ A1 POF document n
- = stroke width (1 pixel), regardless of zoom. The following screenshots show the
B = > comparison of the PDF file displayed in Line Weights View and Non-Line Weights View. ‘ I )
e | Match exact word o phrase
2] - Wt word o piase woul you ke tosearch
or?
< =
= [Iwhole Words Only
4 ‘ [csse senseve
[linclude Bookmarks
& » Oinclude Comments
PDFin Line Weights View PDF in Non-Line Weights View
A
+ Toenter Line Weights Vidl, please choose View > View Setting > Page Display >
=] check Line Weights optifn.
68 +  To exit Line Weights Vied, please choose View > View Setting > Page Display >
= = uncheck Line Weights oftion.
—— v e > v
& < fles/4s3 > » I B 2Ee 8- +mse% - @

User Interface

A. Quick Access Toolbar  B. The File tab C. Ribbon tabs D. Groups of commands
E. Tab Bar  F. Navigation Pane (the Pages panel displayed) G. Document Pane
H. Status bar 1. The right panel

» Quick Access Toolbar: shows the basic commands, such as Open, Save, and Print.
You can add or replace the commands so as to ensure that the commonly used
ones are close at hand.

» The File tab: Click File to create, open, save to manage your PDF files.

12
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> Ribbon tabs: shows the major tabs of Foxit PDF Editor, including File, Home, Edit,
Comment, View, Form, Protect, Share, etc.

» Tab Bar: shows the document tabs when multiple documents are open in one
instance. See also Multi-tab Reading & Single Document Reading.

» Groups of commands: categorizes the commands by groups according to the
function under each ribbon tab.

> Navigation Pane: contains various navigation panels. See also Navigation Panels.

Status bar: shows the status information about the current open document. See

also Status Bar.

» Document Pane: shows the document content.

A\

» The right panel: displays the Search panel or Format tab, depending on what
feature you are using.
Toolbar

The toolbar displays the File tab (the backstage view like Office 2013) and other ribbon
tabs with different commands. Position the pointer over a command to see a

description of the command. The Hand command " and the Select tools (Select

T

Text and Image '~ and Select Annotation vl ), which are used quite often, are

accessible on the left of most tabs on the ribbon.
Search and Find Commands

You can easily and quickly find the command you need by clicking in the Tell me field

(or press Alt +Q) near a bubble " on the ribbon and typing the name or description

of the command you need. Then Foxit PDF Editor will display a list of matching
commands from which you can select and activate the desired feature.

Show/Hide Toolbar

To show/hide all toolbars, please do the following:

e To hide the toolbar, please click the arrow~ located on the lower-right corner of
the ribbon. To show the toolbar, choose a tab and click the pushpin icon
located on the lower-right corner of the ribbon.

¢ Right-click toolbar and check Minimize the Ribbon option to hide the ribbon
toolbar and uncheck the option to have the ribbon displayed.

13
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Navigation Panels

Show or hide the navigation panels

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

panels, such as the Bookmarks panel button [l andthe Pages thumbnails button .

After right-clicking the navigation pane, you can select and open more panels.

¢ To show the navigation panels, use keyboard shortcut F4, or click View > View
Settings > Navigation Panels > Show Navigation Panels, or right-click on the
page and choose Show Navigation Panels.

¢ To hide the navigation panels, use keyboard shortcut F4, or click View > View
Settings > Navigation Panels > Hide Navigation Panels, or right-click on the
page and choose Hide Navigation Panels.
To open a navigation panel, click its button on the left side of the navigation pane.

¢ To close a navigation panel, click its button on the left side of the navigation pane.

Adjust the navigation pane

Like the toolbars, the navigation pane 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 either of the following:

¢ Select the button for the panel on the left side of the navigation pane.
¢ Choose View > View Setting > Navigation Panels > [panel name].

2. Changing the display area for navigation pane
e Put the cursor anywhere along the right border of the navigation pane, you will

find the cursor turns into ‘1. Then you can directly click on the right border to

minimize or maximize the navigation pane, or drag the right border to adjust the
width of the navigation pane.

¢ To collapse or expand the navigation pane, click on the button 4/ * on its right
border.

14
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3. Docking or floating a navigation pane

¢ 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.

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 tab, click View
Setting and the Status Bar items help you to show or hide the status bar.

)
View
Setting ~
Page Display 4
Mavigation Panels 2
3

Status Bar v Show Status Bar

Auto-hide Status Bar
Hide Status Bar

Show Status Bar: If you check it, the status bar will appear at the bottom of the
workspace.

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.

About Start Page

By default, the Start page appears when you start Foxit PDF Editor and includes the
list of recent documents opened, helpful product tutorials, and Tool Wizard for some
most frequently used features to help you get started with Foxit PDF Editor.

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

15
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Customize the toolbar

The Ribbon is designed to help you find the commands in an easy and convenient way.
Foxit PDF Editor gives you the capability to personalize and fine-tune the Ribbon in the
way you want. With this feature, you can customize Quick Access Toolbar and the
default Ribbon, and create custom tabs or groups with your favorite commands.

Customize Quick Access Toolbar

Quick Access Toolbar displays all your bookmarked commands. You can add
commands that will let you view and search content easily to your Quick Access
Toolbar. This is another way for you to arrange and manage all the commands.

To add a command to Quick Access Toolbar, please follow the steps bellow:

> Click  on the Quick Access Toolbar, and select More Commands. Or right-click

the ribbon area and choose Customize Quick Access Toolbar....

» Inthe Customize Tools dialog box, choose the Customize Quick Access Toolbar
tab.

» Select the commands or separators you preferred to be shown on Quick Access
Toolbar and add them to the Quick Access Toolbar list. Click Up or Down to
arrange the command order and then click OK.

To return toolbars to default configuration, please click = on the Quick Access

Toolbar, choose More Commands and click Reset on the pop-up context or press
Alt+S.

Tips: You can also right-click a command on the ribbon and choose Add to Quick Access
Toolbar to add the command to Quick Access Toolbar.

Show Quick Access Toolbar below/above the Ribbon

To show Quick Access Toolbar below/above the ribbon area, do any of the following:

> Click ™ on Quick Access Toolbar, and select Show Below the Ribbon or Show

Above the Ribbon.

» Right-click the ribbon area and choose Show Quick Access Toolbar Below the
Ribbon or Show Quick Access Toolbar Above the Ribbon.

» Open the Customize Tools dialog box. In the Customize Quick Access Toolbar
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tab, select or unselect the Show Quick Access Toolbar below the Ribbon option.

Customize the ribbon

To customize the Ribbon, you can right click the Ribbon, choose Customize the
Ribbon from the context menu to bring out the Customize Tools dialog box first, and
then follow the steps below.

Create a new tab
To create a new tab, please do one of the following:

» Select the tab after which you want to add the new tab, and then click New Tab.
> (Alternatively) Right-click the tab after which you want to add the new tab, and
then choose New Tab from the context menu.

Add a new group to a tab
To add a new group to a tab, please do one of the following:

» Select the tab to which you want to add the group, and then click New Group.
» (Alternatively) Right-click the tab to which you want to add the group, and then
choose New Group from the context menu.

Rename a tab or group

» Select the tab or group to be renamed, and click Rename.

(Alternatively) Right-click the tab or group to be renamed, and choose Rename
from the context menu.

» Inthe Rename dialog box, input the new name and click OK.

For a custom group, you can also choose the display symbol from the Rename
dialog box.

A\

A\

Add commands to a group

» Select the group under which you want to add a command.

» Choose the command category and the desired command from the Choose
command from list.

» Click Add to add the selected command to the desired group.

Remove a tab, group or command
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To remove a tab, group or command, please do one of the following:

» Select the tab, group or command to be removed, and click Remove.
> (Alternatively) Right-click the tab, group or command to be removed, and choose
Delete from the context menu.

Reorder the tabs or groups

To reorder the tabs or groups, please do one of the following:

» Select the tab or group you want to reorder, then click the Up ‘L/ or Down

- .
I—/arrow to move accordingly.

> (Alternatively) Right-click the tab or group you want to reorder, and then select
Move Item Up or Move Item Down to move accordingly.

Reset the Ribbon

» Click Reset in the Customize Tools dialog box to reset the Ribbon to the default
settings.

Import a customized Ribbon

» Click Import.
» In the Open dialog box, select the Ribbon customization file (.xml file), and click
Open.

Note: After importing a Ribbon customization file, you will lose all the arrangements you
have customized previously. If you want to revert to the customization you currently have,
it is easier to export the customized Ribbon before importing any customization.

Export a customized Ribbon

» Click Export.
> Inthe Save As dialog box, specify the file name and path and click Save.

Note:

1. After customization, you need to click OK in the Customize Ribbon tab to save and apply
your customizations to the Ribbon.
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2. To help you distinguish a default tab or group from the customized ones, the custom tabs
or groups in the Customize the Ribbon list are tabbed with “(Custom)” after the name (like

this: /! New Tab (Custom) ) .t the word “(Custom)” will not appear on the Ribbon.

3. The commands in the default group under a default tab are displayed in grey, and they
cannot be renamed, reordered, or removed.
4. You cannot remove default tabs in Foxit PDF Editor.

Customize the Skin

There are two kinds of skin (Classic and Dark) that allow users to change the look of
the software. To change the skin, choose File > Skins > select the desired skin.

Mouse/Touch Mode

Foxit PDF Editor adds a Mouse/Touch Mode button on the Quick Access toolbar. In
Touch Mode, the buttons within the Ribbon and Quick Access toolbar will appear with
more space surrounding them onscreen, making it easier to work on touch devices.

To toggle between Mouse Mode and Touch Mode, please click the button on

the Quick Access toolbar.

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, Security, Signature, and Trust Manager.
Once you set preferences, they remain in effect until you change them.

1. Choose File > Preferences.
2. Select the type of preference you want to change under the list of categories.

3D

Foxit PDF Editor lets you view, navigate, measure, and comment on 3D content in PDF
documents. To do this, you need to enable the 3D content in PDF documents by
selecting the Enable the playing of 3D content option. If Safe Reading Mode and
Protected View are disabled, with the option unselected, a dialog box pops up to ask
whether you trust the document to enable the playing of the 3D content in the
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document when you open a 3D PDF file for the first time.

Note: By default, Safe Reading Mode is enabled, and whether the option has been selected
or not, when you open a PDF with 3D content for the first time, a dialog box pops up to ask
whether you trust the document to enable/activate the 3D content in it, and you can select
an option to trust the document one time only or always trust the document. Selecting Trust
this document always in the dialog box also adds the document to the privileged locations,
and the dialog box will not prompt next time you open the PDF. See also Privileged Locations.
Note that the dialog box does not necessarily pop up when you open a 3D PDF. Sometimes
it pops up only when you click on the 3D content in the PDF. When it pops up is determined
by the activation settings of the 3D content. And the message displayed in the pop-up dialog
box varies depending on your trust settings for Foxit PDF Editor. See also Security settings

and Trust settings.

Accessibility

¢ Document Colors Options
» Replace document colors: Check to activate other options to change the
document colors.
A. Use Windows color scheme: Sets document colors according to the color
scheme of your Windows preferences.
B. Use High-Contrast colors: Choose the high-contrast color combination for
page background and document text to improve readability.
Custom color: Changes the color of Page Background and Document Text.
D. Only change the color of black text: Change only the black text and leave the
colored text unchanged when you replace document colors.
E. Change the color of text or black line art: Change the color of text or black line
arts when you replace document colors.
¢ Override Page Display
A. Always use Page Layout Style: Set a page layout as default for all PDF
documents and override other page display settings.
B. Always use Zoom Setting: Specify a default zoom setting for all PDF documents
and override other page display settings.
¢ Other Accessibility Options
A. Use document structure for tab order when no explicit tab order is specified:
Improve the navigation of form fields and links in documents that don't specify
a tab order.
B. Always display the keyboard selection cursor: Select this option and the Select
Text and Image command will be selected automatically when you open a
PDF. If you are using a screen magnifier, it's recommended to select this

N

option.
C. Always use the system selection color: Override the default selection color
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(blue) with a color that the system specified.

D. Show Portfolios in Files mode: Display PDF Portfolio component files and file
details in a list. Please note that if you set the default view for PDF portfolios
in Portfolio > View > Default view setting, that default view setting will
prevail over this accessibility setting.

¢ Accessibility Checker Option

Show accessibility checker options dialog when the checker start: check this

option to show the Accessibility Checker Options dialog box when you run Full

Check.

Action Wizard

When running Foxit PDF Editor's predefined actions, select the Save warning and
errors in log file option to create a log file that contains the detailed report for the
action results. Click Browse to select the location to save the log file.

AIP Settings (Pro Only)

¢ AIP Settings

Save encrypted file as a copy named ‘filename(protected)’ - saves an
encrypted PDF file automatically as a copy named “filename(protected).pdf” after
adding AIP encryption to the file.

Encrypt metadata - encrypts the metadata when encrypting PDF documents.

¢ Open Settings

If an AIP-protected PDF contains a link that opens another AlP-protected PDF, you
can select where to open the link.

Commenting

¢ Viewing Comments
A. Font and Font Size: Specifies the default font and size for text in the comment
pop-up notes. These settings apply to all new and existing pop-up notes
(including replies to pop-up notes), and will take effect after you restart Foxit
PDF Editor.
B. Pop-up opacity: Sets the opacity of pop-up notes for annotation commands.
C. Print notes and pop-ups: Specify whether or not to print sticky notes and pop-
up notes associated with comments in PDF as they appear on the page. Please
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note that if you want to print the pop-up notes associated with comments,
you should open the pop-up notes that you want to print in the PDF file, and
adjust their placement on the page before printing to ensure that they don't
overlap or spill off the page. While printing, make sure that you select the
Document and markups option in Print What group in the Print dialog box.
D. Ensure that pop-ups are visible as the document is scrolled: Ensure that the

pop-up boxes float along with the page as the document is scrolled. This
option is checked by default.
¢ Making Comments

A. Always use User Name of the log-in account for Author name: Use the user
name of the log-in account as the author name while making comments. If a
user does not set the user name for the Foxit log-in account, the prefix of the
email address will be used as the author name instead.

B. Copy selected text into Highlight, Squiggly Underline, Underline, and Strikeout
comment pop-ups: Check this option to copy and paste the selected text to
comment pop-up notes automatically when you highlight, squiggly underline,
underline, or strikeout annotation in PDF documents.

¢ Pencil Setting:
A. Enable to select pencil annotation when drawing: when the Pencil command

7

is selected, the cursor changes into a pencil # . If this option is selected, the

pencil changes into an arrow * when you put it over a pencil annotation,

and you can click the annotation to select it. If the option is not selected, the
pencil will not change into an arrow.

B. Click to create annotations: if selected, you start to draw with the pencil when
you click on the page, and in other words, only one click creates a pencil
annotation; if not selected, you do not start to draw until you click and drag
the pencil.

C. Set Timeout: specifies a period of time within which all of the drawings/plans
completed is one pencil annotation, after which what you draw is another
pencil annotation.

Create PDF

Create PDF feature allows users to set the Page Size of PDF to be created.

A. Fixed size: Sets the size and direction of PDF through drop-down list.
B. Custom: Customizes the Page Size of PDF to be created. You can select the units
first and then set the width and height of page as needed.
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C. Allow pop up alert when creating PDF: Check this option to show message when
converting PDFs in Microsoft Office by the Foxit PDF add-in.

D. Create a Table of Contents in Cover Sheet when creating a PDF portfolio: If this
option is selected, a table of contents (TOC) will be automatically created and
displayed following the cover sheet when you create a PDF portfolio.

Documents

The Document of the Preferences dialog provides several ways to browse PDF
documents.

¢ Open Settings

1. Allow multiple instances: Creates a new Foxit PDF Editor window when double-
clicked to open a PDF file.

2. Alert user when documents request Full Screen: A message box will pop up to
confirm the operation when opening a PDF which has been defined to be opened
in full screen mode.

3.In Web Browser, display PDF in Read Mode by default: Opens a PDF in Read Mode
automatically in web browser.

4. In Foxit PDF Editor, please choose the mode for Display PDF Mode: Display the
PDFs in Read Mode or Full Screen Mode or normal way automatically when
opening PDFs with Foxit PDF Editor.

¢ Prompt Messages

1. Display a prompt before closing all tabs: When you close a window with multiple
tabs, Foxit PDF Editor will ask you to confirm your choice. This prevents you from
accidentally closing the whole window when you intend to close only the current
tab.

2. Automatically save document as e-mail attachment: Automatically save the
changes you made to a document and attach the modified document to your
email system for sending.

3. Allow to choose the page range when attaching the tab to a new email message:
If this option is selected, you can specify the page range you want to send when
emailing the current PDF file to others.

¢« PDF/A View mode
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Sets to view documents in PDF/A view mode (i.e. read-only mode) to prevent
modifications to the documents.

1. Never: Never open documents in PDF/A view mode.
2. Only for PDF/A documents: Switch to read-only mode automatically when a
PDF/A document is opened.

Save Setting

Configure the time intervals for when the document will be automatically saved.
Check Save As optimizes for Fast Web View to save documents as linearized
PDFs that can be opened and viewed from web browsers even before the whole
file is downloaded.

Preferred Save As Location

If you have configured a preferred save as location, when prompted to specify a
location to save a document, the configured location will be automatically chosen
in the Save As dialog box. To add a preferred Save As location, click Browse to
select the location, or input the location in the Preferred Save As Location field.
If you need to remove the configured output location, just delete the directory
path in the Preferred Save As Location field.

Redaction

After applying redaction, you can save the redacted file as a new file with the
preconfigured name automatically. To configure the name, select Adjust
filename when saving applied redaction marks, and input text in the Prefix
and Suffix boxes to configure the name.

ECM Integration

SharePoint

Choose a method to open a document when you try to open a document on
SharePoint. You can choose just to open the document, check it out when opening,
or ask you when opening a document.

iManage 9

Use Document Profile: With this option selected, when you save as a new
document in iManage Work repository, the New Profile dialog box pops up
(instead of the Save As dialog box), allowing you to directly edit the document
properties and save the document.
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How to open the document: By default, a document is checked out when you
open it from Foxit PDF Editor. You can change the setting as needed. This setting
only works for iManage Work 9.X.

Editing

¢+ Show changed text in: Select a color the modified text will appear in when using
the Edit Text command.

¢ Alert when there’s no editable text when using ‘Edit Text’ tool: An alert will
pop up notifying the user when there’s no editable text while using the Edit Text
command. By default, this option is selected.

¢ Recognize Text: Select this option to run OCR automatically when you use the
Edit Text command in a scanned PDF.

¢+ Scanned Document Editing Settings: Click it to open a dialog box to specify the
OCR settings when recognizing text in a scanned PDF. You can select the language
used to recognize text, and the two options:

o Use available system font: Select this option to convert text in the
scanned PDF to editable text using a substitution font available in your
system that is similar to that of the original text. This option is selected by
default.

o Make all the pages editable: Select this option to recognize and convert
text in all pages of the scanned PDF to editable text at once.

File Associations

This option allows you to set the default PDF Viewer.

e Make Foxit PDF Editor the default PDF viewer:

> Advanced

1.Include browser when setting default PDF viewer: check this option to set Foxit
PDF Editor as the default PDF viewer in browser.

2.Include preview when setting default PDF viewer: check this option to set Foxit
PDF Editor as the default PDF viewer in preview.

3.Include thumbnail when setting default PDF viewer: check this option to set Foxit
PDF Editor as the default PDF viewer in thumbnail view.

4.Use Foxit PDF Editor to open embedded Acrobat files and embedded Foxit PDF
Reader PDF files in Microsoft Office if Acrobat and Foxit PDF Reader is not installed:
check this option to set Foxit PDF Editor as the default PDF viewer in Microsoft Office
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for opening embedded Acrobat files and Foxit PDF Reader PDF files.

> Make default PDF viewer: click the button to set Foxit PDF Editor as the default
PDF viewer.
> Restore file associations: Restores settings in File Associations.

e Always perform check when starting Foxit PDF Editor: If the default PDF
viewer is not Foxit PDF Editor, a message box will appear for the options to set it
as your default viewer every time you run Foxit PDF Editor.

Forms

The form tab enables you to set the preferences of the interactive form display.

e Automatically calculate field values: Specify whether to automatically perform all
field calculations right after users input the entries. This option is checked by
default. The setting for the option only applies to your current session, and it will
revert to the default setting after the application is restarted.

¢ Manage Barcode Parameters: Lists all the decode conditions including the seven
presets. You can create, edit, remove, import, and export custom decode
conditions. See also Decode Condition for Barcode Field.

¢ Show focus rectangle: With the option selected, a dotted rectangle appears
around a form field if the form field currently has the focus. The option is selected
by default.

¢ Show text field overflow indicator: Select this option to show the plus (+) sign if
the text in a text field exceeds the bound of the field.

¢ Always hide document message bar: You can decide whether to show or hide the
document message bar that appears below the toolbar area when opening an
interactive PDF form.

¢ Highlight all fields: Checking this option allows you to highlight all form fields in
the PDF document. (Tip: The signature fields will not be highlighted after users
apply signatures). You can click the color palette to change the highlight color for
ordinary fields as well as required fields.

e Open Properties box after creating field: The properties box appears when
creating a form field.

¢ Run form recognition when creating PDF in Foxit PDF Editor: Foxit PDF Editor will
run form recognition automatically when a PDF is created and opened in Foxit
PDF Editor.

e Auto-Complete: Auto-Complete includes three options that allow you to turn on
or off the auto-complete feature. When enabled, Foxit PDF Editor will store your
entries and provide relevant suggestions as you fill in an interactive PDF form.

»  Off: Turn off the auto-complete feature. No suggestion will be provided when
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you fill in an interactive PDF form.

» Basic: Enable auto-complete feature, and provide relevant suggestions when
you enter a character in the interactive form field.

» Advanced: Enable auto-complete feature, and automatically display a list of
suggestions when you tab into a form field.

» Remember numerical data: This option is available when you choose Basic
or Advanced in the Auto-Complete drop-down list. If it is enabled, Foxit PDF
Editor will store numerical entries as well, otherwise, only text entries will be
remembered.

» Edit Entry list: Remove the saved entries from the auto-complete memory.

¢ Email: You can edit the default subject and contents which will be sent with the
PDF form.

Full Screen

¢ Full Screen Navigation

A. Select to show Scroll bar, Status bar, Tab bar (ribbon tabs), or Navigation
Panels in Full Screen mode.

B. Show Exit button - Check or uncheck this option to show or hide Exit button
in Full Screen mode.

C. One page at a time - Displays a single page at a time in Full Screen mode.

D. Left click to go forward one page; right click to go back one page -- Lets you
page through a PDF document by clicking the mouse. You can also page
through a document by pressing Space, Shift + Space, or the arrow keys.

E. Loop after last page - Reverts to the first page after the last, allowing you to
page through a PDF document continuously.

F. Advance every * seconds - Select this option and type a number to specify the
frequency to automatically advance from page to page in Full Screen mode.
With this setting enabled, you can still page through a document manually
using your mouse or keyboard shortcuts.

e Full Screen Appearance

Background - Click the color pane and choose the color you like to be the
background color in Full Screen mode.

¢ Full Screen Transitions

Foxit PDF Editor supports pa