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Print met, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore

Convert To Excel
Convert To Word
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onsectetur adipiscing elit pellentesque habitant morbi tristique. Mi ipsum
ullamcorper. Pretium aenean pharetra magna ac placerat vestibulum
gna etiam tempor orci eu. Massa placerat duis ultricies lacus. Non nisi est
5 turpis in eu mi bibendum. Nisl vel pretium lectus quam. Hac habitasse

| pagittis. Turpis egestas sed tempus urna et. Cursus sit amet dictum sit.

Tellus molestie nunc non blandit massa. Pulvinar sapien et ligula ullamcorper malesuada proin.
Aliquet enim tortor at auctor urna.

Aliquam sem et tortor consequat id porta. Duis at tellus at urna condimentum mattis pellentesque
id. Elementum nisi quis eleifend quam adipiscing. Faucibus purus in massa tempor. Sed elementum
tempus egestas sed sed risus pretium. Ac tincidunt vitae semper quis lectus nulla at volutpat diam.
Dignissim cras tincidunt lobortis feugiat vivamus at. Elementum tempus egestas sed sed. Bibendum
est ultricies integer quis auctor elit sed vulputate. Penatibus et magnis dis parturient. Mattis enim ut
tellus elementum sagittis vitae et. Sem nulla pharetra diam sit amet nisl suscipit adipiscing
bibendum. Integer eget aliquet nibh praesent tristique magna sit. Lorem mollis aliquam ut porttitor
leo a diam sollicitudin tempor. Volutpat blandit aliquam etiam erat velit scelerisque in. Posuere

Choose which PDF Assist Tool you wish to use via the navigation menu

Use the File menu to Open, Save, Save As, Print and Close your PDF files

You can minimize the navigation menu by clicking here

Quick access to this help file

e The selected tool or currently opened PDF file will appear here
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File menu — use this to Open, Save, Save As, Print or Close your PDF file

Page navigation — move back / forward a page — go to first or last page, or jump to
specified page

Selection tool for text

Click to pan around the document

Zoom -/+ or use the drop-down menu to select a zoom percentage or to choose from
Fit to Page, Fit to Width or to Zoom into a selected area of the page

50%

100%
150%
200%

[ Fitto Page
[4] Fit to Width

D' Zoom Select Area

Click to search PDF

Thumbnail view

View bookmarks

Layers

Rotate, rearrange or delete pages

Redaction tools

Form data

00000



@

OO

slolol~Jolol~lolnl

TOOLBARS
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Sign document by drawing a signature
Sign document by adding text signature

Insert blank page

Convert current PDF to Excel (.XLSX) or Word (.DOCX)
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Text markup — highlight / underline / strikethrough and squiggly text
Add text box
Draw free form
Erase free form drawing
Drawing tools — line / rectangle / circle / arrow / text callout and more
Add stamp
Add sticky note
Colour picker
Text properties

Comments panel
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REDACT
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Open ‘ [ Mark for Redaction & Apply .4 Properties >l
Save As é
Print
o -1110 1974 or 11/10/1974 1111172011
1508 4714589 020 8235 3345 0208 123 4445
Tax Calculation for 2018/19 (year ended 5 April 2019)
£ £ £

Income received (before tax taken off)
Pay from all employments 12,345
plus Benefits and expenses received 789
Total from all employments 12,345
Interest from UK banks, building societies and securities etc 8,055
Dividends from UK companies 7,720
Total income received 21,502
minus Personal Allowance (11,850)
Total income on which tax is due 40,742
Income Tax calculated on total income above
Pay, pensions, profit etc. (UK rate for England, Wales and Northern Ireland)

Basic rate 74,500 @ 20% = 2,000.00
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Click File menu icon > Open to browse for and open a PDF file

Most areas which usually require redaction will automatically be marked for you with a
red rectangle

Preselected areas can be unmarked by selecting them and pressing delete or via the
right click context menu

Manually draw rectangles around any additional areas that need to be redacted

TIP: For smaller text it is recommended to draw a rectangle around the area to be
redacted rather than trying to select the text. You can also zoom in to make it easier

As you move mouse pointer over redaction selection it previews what it will look like

Click Apply, and confirm you wish to apply the redactions

Click File menu icon > Save As to save the PDF file, for safety the file should be saved
with a different name as redaction cannot be undone later

N.B Areas are only pre-marked if the software can be confident that it meets the

requirements, all redacted content should always be manually checked
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ANNOTATE
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] Open
l! B Save
B Ssaveas 1974 or 11/10/1974 TEXT BOX 14201
W Print ) 8235 3345 0208123 4445
<] B0 Convert To Excel 2018/ d i1 201
| e 12018/19 (year ended 5 April 2019)
0 X  Close £ TEXT CALLOUT
————ineomorecoivea-(betore tax taken off)

Pay from all epfp! ents 12,345
plus efits an enses received 789
Total from/ll employments — 12,345
Interest i societies and securities etc 8,055

N

21,502

7,720

A

minus Pe (11,850)
Total income on*whic CONFIDENTIAL ’ M._.

Highlight, Underline, Strikethrough or Squiggly Underline text

TIP: If you wish to highlight smaller text, images or scanned documents then use the
Rectangle drawing tool below which defaults to a yellow rectangle with opacity

Text box
Draw free form / Erase free form drawing

Drawing tools - Line, Rectangle, Circle, Arrow, Polygon, Polyline, Cloud & Text Callout
Stamps
TIP: Choose Custom Stamps > Add Stamp to use your own images

Sticky note — add notes to your PDF document, automatically labelled with your name
Insert blank page after current page
Rotate, rearrange or delete pages — use icons to delete/rotate, or drag to re-arrange

Show Comments Panel where you can quickly edit, comment or delete annotations
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Income received (before tax taken off)

i Pay from all employments

i plus Benefits and expenses received

i Total from all employments

i Interest from UK banks, building societies and securities etc
; Dividends from UK companies

i Total income received .
............................................................................................... 2

Open Pop-up Note

l Properties
Delete

0 All annotation items can be edited by right mouse clicking on them

N.B. For shapes right click on the edge of the shape to show menu

e Properties — shows the dialog box below where you can change outline / fill colours,
line thickness, border style and opacity

Rectangle properties X
Appearance General
Thichess . Qutline cglor F:II color ‘
1200 H O ]/
Border Style ) Opacity )
: 0 0
[[] Locked [[] Set as default | oK | I Cancel

e Delete — removes the selected annotation from the PDF



ANNOTATE - SIGNATURE

There are two ways to insert a signature into your document
d. o,

This will insert a text signature into your document using a default handwriting style
font. The value used for the name can be set under Settings

Fred Bloggs

This opens a panel which allows you to write your signature and works well if you
have a touch enabled device or stylus. It can also be used with a mouse if required

¥

ANNOTATE — DEFAULT SETTINGS

All settings relating to the annotation tools e.g. border colours, background colours,
border thickness, opacity (transparency), callout line endings, sticky note icons etc can
be saved as defaults so that each time you open PDF Assist it remembers your chosen
settings

When you make a change that you would like to save then check the Set as default
box before clicking OK

Rectangle properties X
Appearance General
Thickness Outline color Fill color
200 5 O@ 1%
Border Style Opacity
v 40

[] Locked] [] Set as default oK ‘ l Cancel




._, ANNOTATE — PASTE TEXT / IMAGES

You can automatically insert a text box or a stamp using the content of your clipboard

When you press:

Ctrl
. +

PDF Assist will automatically determine if the clipboard contains text or an image

If the clipboard contains text then a new text box will be added to the page for you containing the
text, this can then be repositioned, resized, and edited as you require

If the clipboard contains an image then a new stamp will be added to the page containing the
image (N.B. if the image on the clipboard is larger than the current page size then the stamp size
will automatically be rescaled so it fits correctly on the page), again you can resize and reposition
this as you require

You can copy existing text from the page to the clipboard by selecting the text on the page and
either right click on the selection and choose Copy

Lorem ipsum dolor sit amet, conse
et dolore maena aliaua. Consectet
faucib[ _Copy p,_|pllamcor
lectus mauris ultrices. Magna etiar
sit amet facilisis. Faucibus turpis in

Or by pressing:

Ctrl
. +

You can capture an image to the clipboard from any application by pressing:

O -Gm-B




"" ANNOTATE — CUT, COPY, PASTE

The following types of annotations can be cut, copied and pasted anywhere within your
document:

Text box

Drawing tools (shapes and text callouts)
Free form (ink)

Stamps

Sticky Notes

Select the annotation you wish to cut or copy and then use the keyboard shortcuts below:

Ctrl
Ctrl

Then move to the page / area where you wish to place the annotation and press:

Ctrl
@0 -




-~ ANNOTATE — INSERT PAGES

You can insert pages into an existing PDF as follows:

1) To copy individual pages from one PDF to another PDF:

a. Open the Organize Pages view in both PDF files as shown below

=

b. Select the page you wish to copy and from the menu click ... and then Copy

Organize Pages O Q 1 Insert ~ v
po—
e — =
= ©
: ]
H From file
1 22 [ Blank page
et
|_|1_L‘: Copy [ |
: Pasie

c. In the destination PDF select the page you wish to insert before and from menu click
... and then Paste

Organize Pages O Q 1 Insert ~ oK
—— O e
sila
- ; |
=, m  From file
1 e D Blank page 2
3’( Cut
el LR
|D Paste L\_' |




= ANNOTATE — INSERT PAGES

2) To insert all pages from another PDF file

a. Open the Organize Pages view as shown below

)

b. Select a page

c. Click Insert > From file

Organize Pages O Q E[

From file

™

Blank page

d. Browse and select the PDF you wish to insert

e. Choose where you want to insert the PDF e.g. First page in existing PDF, Last page
in existing PDF, or Before / After a specific page in existing PDF

=
i3 Insert Pages x

Insert: My _Test Document.pdf
Location

After

Page

) First

i) Last

® Page: |1 of 2

| Cancel | |OK| |




MERGE
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Select Files Clear Selection Merge Files

C:\Users\darre\Desktop\Document_1.pdf
C:\Users\darre\Desktop\Document_2.pdf

0000

your merged files

You can click Clear Selection to remove all files from the list

Click Select Files to add the PDF documents you wish to merge — you can hold down
CTRL key to select multiple files at once

You can use the icons next to each file name to remove or move the item up /down —
the order in which they appear here is the order they will appear in merged PDF

When ready click Merge Files and you will be prompted for the name and location of
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SPLIT

Split
Select PDF

Selected File: split_test.pdf

Split every x pages: 2 7 e
Split PDFe

Click Select PDF to choose the PDF file you wish to split

Choose how you wish the document to be split e.g. every x pages

Click Split PDF to perform the split operation. Split files will be saved in the location
of the original document and named to indicate which pages they contain e.g.
filename_1-2.pdf, filename_3-4.pdf etc



/A MARK

Mark 0
Select PDF File Selected: Document_1.pdf

®) DRAFT

SAMPLE
CONFIDENTIAL

CUSTOM

Colour: |IHIN ... ~ e
Mark PDF o

Click Select PDF to choose the PDF file you wish to watermark
Choose which watermark you wish to add

Choose colour for watermark

Click Mark PDF to mark the chosen PDF with your selected options, the marked file
will be saved in the location of the original file with the chosen watermark appended
to the filename e.g. Documentl_DRAFT.pdf
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Convert files to PDF o
Word to PDF RTF to PDF Excel to PDF PowerPoint to PDF TIFF to PDF XPS to PDF Image to PDF
Convert files from PDF e
PDF to Excel (.XLSX) PDF to Word (.DOCX) PDF to HTML PDF Page(s) to Image(s) PDF to TIFF
Convert scanned document or image to text (OCR) e Extract all text from PDF e
OCR from PDF to PDF OCR from PDF to Text | | OCR from Image to Text Extract Text
Advanced conversions e
> Accurately convert PDF to Excel with automatic recognition of tabular content > Automatically convert scanned and/or rotated documents into editable content
> Convert PDF to Word ensuring the document retains the flow and layout of your original file > Convert PDF to PowerPoint retaining the original design and layout
PDF to Excel (.XLSX) PDF to Word (.DOCX) PDF to PowerPoint (.PPTX)

| Only convert tabular content

v | Combine all output into single sheet

o Here you can convert a variety of different file types to PDF including:

Word (.DOC, .DOCX)

Excel (.XLS, .XLSX)

Rich Text Format (.RTF)

PowerPoint (.PPTX)

Multipage TIFF files (*.TIF, *.TFF) or Image file (.BMP, .JPEG, .JPG, .GIF, .PNG etc)

e Here you can convert a PDF file to Excel (.XLSX), Word (.DOCX), or HTML

You can also convert each page of a PDF to a separate image (.PNG) file or to a
multipage TIFF file

TIP: You can also convert the currently open PDF to Excel or Word from the File
menu or using the icons on the toolbar as shown below

Open

Save
[E2Y oo 4 o | Q@08
@ Print

: @1 | Convert To Excel
m Convert To Word
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CONVERT

This allows you to convert a PDF containing scanned images into a PDF or Text
document containing editable text, or to convert an Image file into a Text document

This allows you to extract all text from a PDF document

Advanced conversions — only available with optional annual premium subscription

e Accurately convert PDF to Excel with automatic recognition of tabular content

e Convert PDF to Word ensuring the document retains the flow and layout of
your original file

e Automatically convert scanned and/or rotated documents into editable content

e Convert PDF to PowerPoint retaining the original design and layout
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PROTECT

Protect

[

Selected File: Document pdf

Password Type:

®) User - password is required to open / view the PDF
Owner - password to restrict pemissions in the PDF
Both

Pemissions:

Protect PDF 0

Click Select PDF to choose the PDF file you wish to protect

Choose the Password Type you wish to apply:
User password is required to open / view the PDF

Owner password restricts permissions in the PDF such as allowing printing or allowing
content to be extracted from the PDF

If you chose Owner or Both in Step 2 then here you can choose the protection options
you require, by default all protected document do not allow printing, modification or
extraction of content

If you chose User then these settings are not relevant and will be greyed out

Click Protect PDF and you will be prompted for a secure password to use to protect
the chosen PDF

N.B. If you chose Both in Step 2 then you will be prompted for two different
passwords, one to open / view the PDF and one to protect the PDF permissions

The protected file will be saved in same location as original file with _Protected
appended to the filename
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UNPROTECT

Unprotect

Select PDF File Selected: Document_1_Protected.pdf

Unprotect PDF e

Click Select PDF to choose the PDF file you wish to unprotect

Click Unprotect PDF and you will be prompted for the existing password so it can be
removed from the chosen PDF file

The unprotected file will be saved in same location as original file with _Unprotected
appended to the filename



- PORTFOLIO - CREATE

Create Portfolio

n Add Files Clear Selection | |Create Portfohoe

C:\Users\darre\Desktop\cover.png

C:\Users\darre\Desktop\file-sample_500kB.docx
C:\Users\darre\Desktop\file-sample_S500kB. txt
C:\Users\darre\Desktop\multipage _tif_example. tif

§C:\Users\darre\Desktop\ﬁle_example_XLSX_lOO.xisx e E} A ’

N.B. The top document will automatically be set as the startup document / cover page

Click Add Files to choose which files you wish to add to your portfolio, you can add
lots of different file types such as Word, Excel, Text, Images etc — you can hold down
CTRL key to select multiple files at once

You can use the icons next to each file name to remove or move the item up /down —
the item at the top of the list will be the one set as the startup document and cover
page in your portfolio

You can click Clear Selection to remove all files from the list

When ready click Create Portfolio, you will be prompted for name and location and
the portfolio will be created for you

o009



- PORTFOLIO — EDIT
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Edit Portfolio

Open Existing Portfolio 0

icover.png

file-sample_500kB.docx
file_example_XLSX_100.xlsx

(2

Remove Selected Itene
Extract Selected Item e

Click Open Existing Portfolio to browse and open an existing portfolio file

This list will show all files which are contained in the selected portfolio

You can highlight an item in the list and click Remove Selected Item to remove it
from the portfolio

You can also extract items from the portfolio by highlighting the item you wish to
extract in list above and then clicking Extract Selected Item, you will then be asked
for location to save the extracted file
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TOOLS — DOCUMENT INFORMATION

Document Information

Select PDF o

» v Miscellaneous -
Author:
Creator: Writer
Producer: OpenOffice.org 3.4
Creation Date: 29/06/2013 20:48:53
Modification Date: 19/10/2019 16:41:25
Keywords: PDF Form

Title: PDF Form Example
Pages: 1 e
Sections: 1

Compression: Normal

PDF File Format: Version1_4
v  Security

Is Encrypted: False
v  Portfolio

Click Select PDF and choose the PDF you would like to see information for

Once selected this panel will show you detailed information about the chosen PDF
including Author, Creation Dates, Security, and Font information



\ TOOLS — CHECK / FIX CORRUPTION

Check / Fix Corruption

Check PDF Fix PDF

| The PDF document is corrupted.
1: Invalid cross reference table.

You can check a PDF file for corruption by clicking the Check PDF button, it will then
show you if PDF contains any syntax errors or corruption

You can attempt to fix any corruption by clicking the Fix PDF button and choosing
the file you wish to try and repair, not all corruption can be repaired however

©Q



" TOOLS — COMPRESS

Compress 0
Select PDF File Selected: Document_2.pdf

| Compress Images Image Quality: 50 -

v | Optimize Page Contents

| | Optimize Fonts e

v |Remove Metadata Information

Compress PDF 3

Original Document Size: 70 KB

Compressed Document Size: 48 KB

Click Select PDF and choose the PDF you would like to compress

Select your compression options

Click Compress PDF, a dialog box will show the original and compressed file sizes (if
smaller) and ask you if you wish to save the compressed PDF file

PDF Compress

File reduced from 70 KB to 48 KB
Do you want to save the compressed PDF file?

Yes No




O SETTINGS

General Redact

Choose initial page to open: v |Enable automatic marking of common redaction areas

o) Snotate | NI Number e.g. AB1234568

v | Unique Tax Reference (UTR) Q
v | Phone Numbers

Dates e.g. 21/12/1964 and 21 12 1964

Redact
Allow files to be opened by dragging onto app

v | Prompt to save changes when exiting

Convert N.B. Areas are only pre-marked if the software can be

confident that it meets the requirements above, all
redacted content should always be manually checked

Annotate
Default font size: 14 a

Default font colour: |Red v

Overwrite source file when performing OCR

Zoom Mode

Default zoom mode: |Actual Size -

Signature Text

Darren Rose v | Enable pasting of images/text from dipboard using Ctrl+V

v | Automatically show comments panel
Choose Default PDF Viewer

0000 ©

Updates
Click Choose button, then dick Change and ch pd
select the app you wish to be your default DOS=
v2.3.1 Check For Update

Automatically download and install updates

N.B. Some settings you change such as Redact, Zoom Mode and Signature Text will not come into effect until the
Save Changes | next time you start PDF Assist

General settings allow you to choose which page opens automatically when launching
PDF Assist — either Annotate or Redact, you can also enable the feature so any PDF
files dragged onto the app will automatically be opened, and also enable/disable the
prompt to save changes upon exit

By default when performing OCR it will save file with _OCR appended to filename, if
you wish instead to overwrite the source file then it can be enabled here

Here you can choose your default Zoom Mode — Actual Size will show the show the
PDF at 100% zoom, Fit Page will fit the entire page in the viewer, whilst Fit Width will
fit the entire width of the page in the viewer

This is the text which will be used when you click sign document by adding a text
signature button in the annotate window

Click Choose to set your default viewer for PDF files, in window that appears click
Change and then select the app you wish to be your default

O000 O
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SETTINGS

Here you can enable automatic marking of common redaction areas, and choose
which items you wish to mark automatically

Here you can choose your default annotate settings for Font Size and Font Colour, as
well as being able to disable the automatic creation of text boxes / stamps from
clipboard content when pressing Ctrl+V, and choosing whether to automatically show
the comments panel for PDF files which contain annotations / comments

Click here to manually check for updates, if application has already checked
automatically within last 7 days, then it will not check again

You can also turn off automatic updates

N.B. If you have purchased PDF Assist via Microsoft Store then this section will not be
visible and any updates will be available via the Microsoft Store app instead

Click Save Changes to save any settings changes you make



ABOUT

v2.1.0

Licensing Information
Licensed To:
License Type: Full
Expiration Date: n/a

Number of Licenses: Unlimited

The about page shows you the currently installed version along with details about who the
product is licensed to, the type of license, expiry date for license if trial version (or annual license)
and the number of computers you are entitled to install PDF Assist on
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Disable updates per computer rather than per user — handy if installing PDF Assist in a virtualized
infrastructure such as Citrix, Hive or Remote Desktop

HKEY_LOCAL_MACHINE\SOFTWARE\PC Assist Software\PDF Assist
add DWORD (32-bit) called AutomaticUpdates and set to 0



