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INTERFACE

Main Window

The main window has 5 different sections: Menu, Toolbars, Navigation Pane,
Document Pane and Page Navigation.
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Main Functionality of Each Section:
Menu: Open, Close, Send, Create PDFs, Security, Find, Search and Views.

Toolbars: Quick access to PDF functions. Contains most of PDF functions and
commands.

Navigation Pane: Thumbnails, Bookmarks, Security.
Document Pane: Displays PDF.
Page Navigation & View: Quick Page Navigation and Views.
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MANIPULATING PAGES

Inserting a PDF into an Existing PDF

1. Open the destination PDF and turn on the thumbnail view.

2. Drag and drop the whole PDF file into the desired page position found in the
thumbnail view of the open PDF.
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Out Zoomto: 81.4% <~ Options Options Screen  View Window ‘3§ Quad Split
Zoom Page View New Current Window
. Pages < o >
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= e e
VIEW = X
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State:
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FOLDER OR
DESKTOP
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Extracting a Page from a PDF

1. Open the destination PDF and turn on the thumbnail view, or open the PDF and
access the Pages panel from the Home ribbon.

2. From the thumbnail view, Right-Click and select Extract, or from the Pages
panel, select Extract.

Home | Edit View Comment Advanced Processing Security Forms  Help

a Extract )1' Delete D @ lﬁ 888
B Insert 3 Replace -

Headers and Watermarks  Destinations Bookmarks Document  Fa
£ Rotate [Y Add Footers Assembly

Pages Assemble F

Mailing Address

||j | New... Ctrl+ Shift+N

Extract... Ctrls Shift+X |
Insert... Ctrl+ Shift+|
m——
Rotate... Ctrl+ Shift+R
Delete... Ctrl+ Shift+D
Replace... Ctrl+ Shift+P
#  Crop.. Ctrl+ Shift+C

Number Pages...

2 pimesge JECT CLASSIF!

Embed All Page Thumbnails

2 Remoye Embedded Page Thumbnails ~ DINCE ptual Reviey
%8 Document Assembly [l address the app
T3] ReducePage Thumbnais .
Enlarge Page Thumbnails ew Construction
Page Properties...
T [N Exterior Building £

3. Select the desired page selection to extract and whether you want to delete the
selection after extraction:

Extract Pages
Page
(® Current Page
(ORange 1 To 1 of 3
(O selected
[ Delete After Extraction

o ][ cma
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4. Notice the extracted page now creates a new PDF, as indicated in the title bar:

ExtractPagel - N 1ance Power PDF Advanced
rj E] oOptimize /C)
abe
L >

g = split
Make PDF Search
Searchable ') Compare
Process Search

TIiF

V" Email a Page Directly from PowerPDF. Extract a page from a

volume/binder of legal documents and email it directly from this workflow without printing
& scanning. The next step is easy, select File > Email from the menu bar:

Home Edit View Comment Advanced Processing  Security

B save
Information about ZNPBA84.tmp

qrgll Save As

r.f:] Save Revision

o Last Save

Roviows Mndea

B> Open

This document is in Review mode. Use this mode to comment
us File on, and markup document. You can also add,remove and
change the order of pages.
xt File
nR (M)
Edit Properties

@® Close

Recent

New

Advanced Editor
Export

= Print

=

Fax via e-maiLE-m_alli

Y Options

D-o Exit
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Perform a Function Frequently? Add to your Quick Access

Toolbar. Select the Quick Access toolbar drop-down (customize Quick Access
toolbar), as seen below with the red arrow. In the example below, we are adding the Email
function to the Quick Access toolbar.

Comment

Advanced Processing  Security Forms  Help

Customize Quick Access Toolbar

Select commands from: Quick Access Toolbar:

53 ReverttoLastSave . £ Open

Save

o
i

Open

D

Previous File Undo

Next Fil Red:

Open Revision

Print

Fax via e-mail

i
a U

@

r ®

/#  Options
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COMBINING PDFS INTO A SINGLE PDF

1. Open a blank PDF or open one of the existing PDFS.

2. From the Home ribbon, select Document Assembly and then Page Assembly.

dit View Comment AdvancedProcessing Security Forms Help

1= &Y Extract X Delete D . @ ’B ﬁ @

Dj 59 Insert  [3 Replace - F T ||= ﬁ . él .
Pages Headers and Watermarks Destinations Bookmarks enumber Page Favorites Scan
Panel ¥ Rotate [ Add Footers Pages Assembly

Pages

Assemble Favorite

Scan

3. Browse to select the desired PDFs to combine. Those will appear in the Page
Assembly dialog box.

4. From the Page Assembly dialog box, select the desired PDF and then the desired

pages from that PDF and select Insert. Indicate the position to insert the pages
and click OK.

Historc Commission Review Mupfication  Nuante Powver POF Advariced

Ze==ln . @ 9 M 2 AN

&= spit
Pages Headers and Watermarks  Destinations  Bonkmarikg n ¢ Faventes g Make PDF
renei ) Rotate [ Add Fecters Fage Searenaniz | Compare

Fages Assemble favonte Frocess

Insert Pages

(eI I e B |

e ject.

o ‘ber after
e nsert=d. To nsert 2 pege before the first pece, szect
0.
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SHRINKING/OPTIMIZING PDFS

To Compress or Optimize an Existing PDF

1. From the Home ribbon, Select Process > Optimize.
@ B B - Uncompressed PO - | IRC Application - K u=nce Jcyser POJ- Aduancec

Edit View Comment Advanced Pracessing Securty Forms  Help
SO0 m DO P om ow &R, R 0
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o Wlinstead of L2v/ encodng n sreams
femove
@ ] Documant structure
City of Columbus | Depart __|Private data from other applications mbus
D __|Embedded thumbnais
APPLICANT INF W srwalid bookmarks erd irks
L)
=N Discardall e ho
Property Address __ Clcssmsis —
TForm actions
Applicant Name* _ 1Javascrpt actons L
? . T Exbensl womaefzences
* i pIro,
If the applicant is nc = A, prog
e C
Mailing Address __% one
8.48 x 11.03ir = . Cerxel Celasts
& > PEBI_e7 SO e FTE

Optimization Options1
General Panel

Optimize PDF for fast web view: Objects are prioritized so texts display quickly and
heavy pictures later.

Use Flate to encode non-encoded streams and use it instead of LZW to reduce stream
size.

Remove document structure by eliminating tag information.

Remove private data from other applications, embedded thumbnails and invalid
bookmarks and links: these can be useless items, they do not affect the appearance of
the PDF file.

"Discard all" options:

Comments: Deletes all comments added to the PDF. Comments include notes,
markups, drawing objects as well as file and sound attachments.

Form actions, JavaScript actions: If the PDF has interactive features (for example
buttons for sending a form somewhere), but these are not needed, they can be deleted.

" Nuance PowerPDF Offline Help
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External cross-references: If the PDF has links to other files that will not be available
to other users, these links can be eliminated.

Alternate images: An image in the PDF file can have "alternate" images which are
optional and can be deleted. For example a color image can have a gray alternate
image which is used for printing instead of the color image. The alternate image is only
a plus, the file can be used without it.

Images Panel

These options change the sampling rates, compression methods and quality of color,
grayscale and B/ W images in the PDF. To reduce file size, use JPEG or JPEG2000.
ZIP can produce bigger file sizes if the original image was compressed with JPEG.

JBIG2 compression is best for black-and-white images. If image quality is less
important, use downsampling to reduce file size.

With scanned pages the Use MRC Layers option splits the image into three layers
with optimized compression for each, so total file size is reduced. Deskew is useful for
images scanned at an angle. Despeckle eliminates spots and shadow lines from
scanned pages.

Fonts Panel

Unembedding a font reduces file size. But the new PDF file may differ from the original;
if the viewing computer does not have a required font, it must be substituted by a
similar or more basic one.

Page 8



SPLITTING A PDF

To Split a PDF:

1. Open the desired PDF and select Home > Process > Split.

|8 Sot by Se se: L
L3
m
= poges s decument
= NY | ! VN >
D INR (i ‘!.’ p f Mi |‘|':'|" n
o, o §
o REe\ - ) 7|""' Ion
& Bty e
Exvost by pages o page ranges
City of C D of | Historic tion Office | 50 W. Gay St., 4th ficor | Colt
[:] x¥act poges contaning text
APPLICANT INFORMATION (please type or print lagibly)
= Property Address 904 E. Broad Street, Columbus, OH 43205 (back carriag
Applicant Name* Paul J Unger e

Split Mode Options2

On valid input, splitting generates one or more output files covering the whole content of the
original document. The resulting PDF files (except for a parity split) will be named “Segment
001 of [original file name]”, “Segment 002 of [original file name]”, etc. Choose a split mode.

- Split by file size:  MB. Splits your PDF document into parts with no more than a
specified file size. The size limit should be between 0.50 and 10 MB. This is useful for
sending PDF files when bandwidth could be limited.

« Split by parity of pages. Splits your PDF document by odd and even pages. Two
output files will be created named “Even segment of [file name]” and “Odd segment of
[file name]”.

- Split by blank page. Starts a new PDF document each time a blank page is
encountered. Blank pages are discarded. The first segment always starts with Page 1
even if it is not blank. You can place blank pages in an ADF when scanning to PDF,
then use this mode to split the file.

- Split by pages: pages as a document. Splits your PDF document into files, each
containing an equal number of pages. If you enter "3," the document will be split into
parts, each containing 3 consecutive pages. The last segment may contain fewer
pages.

- Split by pages containing text. Splits a PDF document at pages containing the
entered word or text string — it is case sensitive. A new file begins whenever the next
occurrence of the entered text string is found. The first segment always starts with
Page 1 even if it does not contain the specified text. Comments, signatures, etc. are

? Nuance PowerPDF Offline Help

Page 9



not checked for text match. Reports, invoices or billing statements can be efficiently
processed with this split mode.

Split by pages. Splits a PDF document into parts based on user-defined separator
page numbers (e.g. 7; 32; 87). The first segment always starts with Page 1 even if you
do not explicitly specify it. You are warned if you specify invalid page numbers.

Split by bookmark. Splits a PDF document at the page where the specified bookmark
name is found. The first segment always starts with Page 1.

Split by bookmark level. Splits your PDF document based on a certain bookmark
level. A new file begins whenever the specified bookmark level is found. The first
segment always starts with Page 1. Bookmark splitting is available only for PDF files
with bookmarks.
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BATES NUMBERING

Adding Bates Numbering to PDFs:

1. Open the desired PDF.
2. Select Edit > Insert > Bates Numbering > Add.

123

-

Bates Numbering

Add... Ir
Remove...

3. Add any files to the list that you want to Bates Number.

Add Bates Numbers n

Select the files you want to supply with Bates Numbers. Move files up or down in the list until they
are in the correct order for the numbering. Set the rules for the name and location of the
generated output documents.

Include the opened documents

Name Size Created Modified
“X Unger Production 1.pdf 7.23 MB 8/30/2014 11:47:29... 9/15/2014
< >

Add Files... | Add Folders... Move Up Move Down Remove Previe

Output... OK Cancel
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4. Select:

Schemes

Desired font.

If you want to shrink the document to make room for the Bates number,
select Appearance, and check Shrink document to avoid overwriting
the doument's text and graphics.

Place your cursor inside the Right Footer position (or whatever desired
location) and click Insert Macro (be sure it is set to the Bates Number
Macro (see below screen shot).

Click OK.

Add Header and Footer EI

Extend numbering from preceding job with
currently select=d scheme.

Name: | rcustom not saved) v Create... Delete
| Appearance... |

Font Margin Appearance Oplions
Name (K): | Arial v Units
1= Shrink document to avoid overwriting the document's text and graphics
Size: B ﬁ Style: | Normal v Top: | L ng LEDL |
color: [N ["] Outiine Only Left:
Note:  Shrink document will remove your document's writing capability.
Macros: l Bates Number v I Settings... ‘ Insert Maco oK Cancel
Header
Left Center (X) Right
Footer
Left Center (Q) Right
’ <<Bates Number#6£1>>
Preview
Preview Page

1 2] of &5 Page Range... Clear All
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REDACTING

Redacting inside a PDF:

**IMPORTANT™* It is strongly recommended that you work with COPIES of PDFs
when redacting in case you make an error. Remember, redactions cannot be
undone unless you exit the document without saving your changes.

1. Set your Redaction properties first (color, text within redaction options, etc.).
Open the desired PDF and select Home > Redact > Redaction Properties.

@ I 5] Optimize O

’ = split 4 -
Redact Make PDF Search
Searchable r;_j Compare

Mark Redaction Search

Redaction Properties

Search and Redact

Apply Redaction

2. Mark your redactions next. Select Home > Redact > Mark Redaction. To
redact a region or area (images or non-text searchable PDF), using your
mouse, simply click and drag over an area, as represented in the larger red
rectangle below.

-

STEVEN R SCHOENY - R NS vl omima ¥ o 7 o pam pam 3 ov
{ (‘- ‘ I' o | >

(NGO

’ \

n 1 ‘-! e . e ’:““;,""-.
Review Applics

City of Columbus | Department of Development | Historic Preservation Office | 50 W. Gay !

APPLICANT INFORMATION (please type or print legibly)

property Address __ || Q@B Street. Columbus, OH 4320

aul J Ungern

Applicant Name*
* If the applicant is not the owner, s/he must be authorized by the owner to co

Page 13



3. Search and Redact. You may want to search for text and redact. Select Home
> Redact > Search and Redact.

© Search - o IEH

Look In:
Current document v
Search For:
@) Single word or phrase
) Multiple words or phrases
*) Looks Like Search (TM) Pattern
_) Looks Like Search (TM) Custom Pattern

What word or phrase would you like to search
2

[ Match Case
:_] Match whole word only

4. Apply Redactions. Select Home > Redact > Apply Redactions. The
redactions cannot be undone unless you exit the document without saving your
changes.

5. Once finished applying redactions, PowerPDF will always ask you if you would
like to scrub the metadata (they call it "additional document elements") from
the document. Be careful with this function! If you do this, be sure that you
have the original unredacted version somewhere in case you must produce it
to the court or other side by court order. You do not want to face an
unnecessary adverse inference instruction for accidentally destroying
metadata!

Power PDF Advanced

! Redactions have been applied.

Would you like to Remove additional document elements from this document?

["] Always perform this action.
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SECURITY FOR PDF FILES

When creating PDF documents from within Power PDF, authors can use password security to
add restrictions that can prevent a document from being opened, printed or edited.

Password and Restrictions to PDF Documents

1. To apply security to a PDF, open the PDF, then click on the Security icon
located on the left hand side of the navigation panel (see below red arrow).

2. From the settings drop-down (the wrench pictured below), select Apply
Security Scheme.

9 CR- ] = - Uneampressed PIIF - HRC Application - Musnice Poprs

Bl o it View Comment  AdwncedProcessing | Securty | Forms  Help

(R 23 I3 @ = Y AT _ = e

= o »j - ég 8= . U o 7 225

Matk | Searchana Redaction  Security  (SeeUSYY Document  Manowritten  Sign/  Signatures  Sipnature
Panel

Redaction  Redsct Properties Security Signature Centify Panel Schemes
Redaction Secury Prepace Sign ana Certity
o\ | secur <
Sﬂ\ Security
k + 2
1"} — Creste Security Scheme
E] Privacy | Vil
u’i S i (-'
| = LI L
2 Ho Modfication IS ) ‘ s ur =
- S o P Tl R s
Certificate Security "‘. a2hVA | ‘,_‘.‘.\' YW AN G
ISSe v o ¥YY 1 N
&
City of Columbus | Department of Development | Historic Preservation
.
N .
APPLICANT INFORMATION (piease type or print le

You can add password protection to open the document and passwords to print
or change the document in this screen. Also note that you can prevent copying

of text, images or other content.

Password Security n

Compatibility: |PDF 1.5 and later (128-bit) v
Enayption Level: High (128-bit)
Select Document Components to Encrypt

@) Encrypt all document contents

_) Encrypt all document contents except metadata

(] Allow document opening only by password

Document Open Password:

Permissions
| Set a permissions password to restrict editing of security settings

Permissions Password:

oK Cancel
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CREATING A TEXT-SEARCHABLE PDF

Making an Image-Only PDF Text Searchable

If you scan a PDF using most copier/scanners, it is probably an image-only PDF
which means that you cannot search for particular words inside the PDF using the
Acrobat search function (Edit and Find or CTRL-F). However, you can convert
those images into searchable PDFs with a few easy steps.

1. Open the PDF you want to make searchable.
2. Select Home > Process > Make PDF Searchable.

9 B = B - Uncompressed PDF - HRC Applicatio
Edit View Comment Advanced Processing Security Forms  Help

— ¢] Exdracc X Delete [ - ot Optimize =X
3 0. @ © B = w . <.B| g F O
- = ’ - = 4 = spit Cardti

o= B insert & Replace L

Pages Headers and Watermarks  Destinations Bookmarks Document  Favorites Scan Redact Make PDF I Search
Panel ¥ Rotate [ Add Footers Assembly Searchable ) Compare
Pages Assemble Favorite san Process | Search

"Make PDF Searchable

Ol

3. The document will automatically process based on your OCR settings.

"ZN ‘ a:
= Qe
B & NUANCE nﬁ

The Enable Shortcuts panel lets you
control access to PDF Convert from
Microsoft Outlook, Internet Explorer and
from your file system

Preparing Document

| Cancel Conversion
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Your OCR default settings are found at File > Options > Document.

™ Comectors

™ Document
™ Advenced 2dt
P Searchable POF Document

™ Remove document elements

B3 Object
™ Farms
™ Gereral
™ Movi=

™ New Document

Options
Reject characler: |~
V Kemep criginl mages

¥ Auto orient pages

Srocess pages
(O Image-cny pages

®) All pages

Process documents using OCR

Recogrine non-standard encoded pages

7 20not ook for Imzqz-only pages automatcally
~ (requres restarz)

Cancel
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TYPEWRITER TOOL

One can add text to any PDF (unless restrictions prevent it) at any location on the
document.

1. Select Edit > Typewriter.
{E} &= 3 9 = v

Home I View Comment Advanced Processing Security Forms  Help

Y Undo -~ (Eit === T3 N © Movie
' ' ' — AL ) ABC
LN A 71 a E e e o
Select Select All Deselect Crop Edit Bates Typewriter |Link Check Align
Area All Object  Numbering 9 30 Spelling
Basic Clipboard Modify Insert

@’ _
' / Revised 6/14/2015 for CMAC by PJU
" '

Click on the desired location to insert text (see above red arrow) and start typing.

To change text properties (like font, etc.), select the text > right-click and select
Properties.

Revised 6/14/2015 for C

Clreck-3pettimg

g6 Cut Ctrl+X
B Copy Ctri+C
X Delete
ST REVE d | iR Select All Ctri+A - Sy
STEVEN R SCHOENY. et e © o~ e
T4 - Deselect All Ctrl+ Shift+A \ W 3 | ( )
griojte)y ) [ | & ( L .
| Properties... | [ | 1 —_— e g

. _ ~

Typewriter Text Properties

Font: | Arial v | FontSze: 9pt v coor: | B |  Gnderine:|Nounderine v| S A° A E = I

il
w
h1
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COMMENTS

Comments are an excellent way to add annotations and sticky notes to documents when
reviewing or marking them up. The basic comment toolbar in Adobe Acrobat Reader,
which is probably what most users/clients would use to review a document, is easy to use
and can display all the comments made via Nuance Power PDF. The Power PDF ribbon
contains the following groups and tools:

9 (=] ) 2 v Uncompressed PDF - HRC Application - Nuzncy

Home Edit View Advanced Processing  Security Forms  Help
LY = = o ) . = = = =
& @ bl e  me e (7 2 & & 2k P K = . of

Note TextBox Callout Searchand Highlight Cross-out  Underline  Draw Active Stamps  Comments Import/Export Comment Dragon Check Search

Markup Tools Markup Panel Comments Summary Notes Spelling Comments
Annotate Comment Processing

Note (aka "Sticky Note"): Place a note box on the page at a defined location and type in
a note. A shortcut menu offers many controls. Later the note box can be closed, leaving
only a Note icon.

953 =

Home Edit View | Comment | Advanced Processing Security Forms  Hel|
DIE © 5l W o = G 2

= — O.. - WAL A
Note |TextBox Callout Searchand Highlight Cross-out  Underline Draw Active
Markup Tools Markup

Annotate

Email

PROJECT CLASSIFICA

[[] Conceptual Review: |
will address the appropi

[] New Construction: C

e X Evtarior Building Alte
], painting, mi
dqors, siding,

Verify selected classification

=M= >

)ying: Removi
ataining walls,

or| Graphics:

6/14/2015 11:06:15 PM Y

Text Box and Callout: Add a text box above other content on the PDF page. A callout
works the same way, but adds a line with an arrow.
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Search and Markup: Calls the Search dialog box; when the search is completed you
receive a list of occurrences; click an entry to view its location on the page. Choose which
of them to mark and which marking to use: Highlight, Cross-out or Underline.

Highlight: Choose Highlight from the drop-down list to apply a highlight to a text selection,
with an associated note that contains the selected text; change the text or delete the note
as desired. Choose Highlight Area to apply a highlight to a page area, for instance a
diagram or part of a table. It also associates a note that contains all text detected within
the defined area. Text placement works only with pages having a text layer.

Cross-out and Underline: Apply these markup styles to selected text, with an associated
note.

Draw Tools: Choose a drawing tool from the drop-down list and use it to draw the desired
object. Right-click with the Hand tool on an object to modify its properties.

Active Markup: Enable a set of markup tools that mark text insertions and, deletions,
allow notes to be added to modified areas, also to highlight, cross-out or underline texts.

Stamps: Open the Stamps panel to view and place stamps on document pages.
Comments panel: Open the comments panel to process comments.

Comment Summary: Create a summary of all comments in the current document.
Choose to print or save just the summary, or print it together with the document pages
with a choice of layouts to like the comments with their location in the document. Below
are some recommended choices, but it will really depend on how you want the comments
summarized (on one sheet, multiple sheets, etc.)

Summarize Comments n

Comment presentation

() separate pages for comments, linked by lines

= (®) single-page display of content and comments, linked by lines
() Comments only

() Numbered comments on separate pages

Link Line
| Page Size: |Letter v

Font Size: | Medium v color: N
Comments Type: | All Comments v Transparency: E‘ 100% v
SortType: |page v
Page Range: from | 1 to |7 Include pages without comments
Print Comment Summary \ OK Cancel

Dragon Notes: Dictate Notes using an online service from Nuance Dragon Naturally
Speaking. Your speech is recognized and transformed into a written text. Go to File >
Options > Speech > Dragon Notes to set a language and enable or disable automatic
detection of the end of speaking.
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Check spelling: Run a spell-check on all text found in comments. Go to File > Options >
Spell Check to select one or more language dictionaries to be used, choose a marking
color for the wavy underlines and enable or disable marking as comment text is being
typed.

Search comments. The search dialog box lets you search just comments. All
occurrences are listed, click one to view the comment in the Comments panel.
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ELECTRONIC "IMAGE" STAMP SIGNATURE

Instead of printing a PDF, signing it, and then re-scanning the image, consider adding a signature

image stamp to the PDF. Here are the steps:

1. Sign a piece of blank paper.

2. Scan the signature - crop the large unwanted areas and save as a JPEG or
other compressed common graphic file format (PNG, etc.). Note the location
where it is saved.

3. Select Comment > Stamps > and Create (see below).
DeBE> =
Home Edit View Advanced Processing  Security Forms  Help
B E S bl e e w7 o |EEM S f

Note TextBox Callout Searchand Highlight Cross-out  Underline  Draw Active Stamps Comments Import / Export
Markup Tools Markup Panel Comments
Annotate
8 ‘| Email
N = O+~
E1 Oynamic Create... |
’ Create C Dynamic Stamp...
m s e Sl PROIECT CLASSTFIC/

4. Browse to the saved location, apply transparency (if needed), create a group
and name (if desired) to organize your signatures.

Select Image u

File: [ C:\Users\Paul\Dropbox\Adobe Class Materials &San1l Browse... |

["] create from Clipboard Image

Sample
)
/
/ a A (£
o e~ / t.—/‘ d
/
Apply
Transparancy!

. E
Group: | My Signatures v oK
Name: | Paul Unger (Blue Ink)| el

5. To insert the signature into the PDF, select the stamp tool from the gallery and
the desired stamp. Move your mouse (signature) where you want it to appear
and click.
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Flattening Added Text and/or Images/Signatures

To flatten the PDF and convert the added text or images so it is no longer a
field or object that could be deleted, copied and pasted, you need to use the
Flatten File feature found at Advanced Processing > Flatten File. Select
the desired types of annotations (probably, but not necessarily all) and then
OK. Then Save your PDF again.

B o B View  Comment

a

tayers Tag ChipAmt Model Frvelope Index
Tree

s~ = |F

’ rlaft;n

Select the annotztion types you want o fiatten, These
arnotations 4l bacome 3 parmanent part of the POF file, Tha
operation wil dear the memory of undo cperations,

[vloraw
lvlatach
[V Textbox
[V Note
[v!stamp
lv]iayer

v select All

[¥] Text Markup
LvIForm

o
[VIMovie
|v|Redaction

Uncompressed PO= - HAC Applicetion - Nuance Fower P Advanced

Advanced Processing || Security  Forms  Help

:B {t} © 9 Current Page @ 7 = ﬂ fy e ;:]
« ©— - Mioknd O €. -
Converter  Scan  Workflow  Batch Auto  Compliance  Fxpart  OtherCorverter ), Soung  Attachments
Inbox controts | ToFile Recovery Checker Area Tools Panel
Batch Read Aloud Recovery | Compllance Export Attachments

[7] variance or Zoning Change: All variance requests for parking, ch:
recommendation of the corresponding architectural review commission t
In addition to this application, Applicant must submit to the H.P.O. a
Application filed with and stamped by the Department of Building & z

[0 pemolition: Removal of any building feature(s) or the razing of any
applicant must submit in writing:
1) reason for the demolition,
2) proposed reuse of the site,
3) evidence of funding, and .
4) time frame for project initiation. (§.C.: 3116.14).

Jot” 9,
[] Other: o ﬂ«/ L/ [Anw —_
4 F
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PDF PORTFOLIOS

Creating a PDF Portfolio

Portfolios let you collect a set of documents relating to a particular topic for
convenient distribution. The program provides this by extending the previous PDF
Create support for packages. A portfolio is superior to a package because it can
contain sub-folders and documents of differing file types (packages contain only
PDF files in a single folder level). Portfolios can be managed by a modern Flash-
based user interface. This interface lets you view the pages not only of PDF files
in the portfolio, but additionally pages of Word, Excel, PowerPoint and a wide
range of image files. These are displayed in a separate window.

1. Select File > New > Create Portfolio.

File IHome Edit View Comment Advanced Processing Security Forms  Help

Save
= From Scanner
H saveAs s
[ o Lke the scanner to reats a new document, or scan to
e — you carent document
Save Revis)
T Revertto Last Save
= open From File(s)
o Create POFs without Assstant

) sredous File = - Create ome POF from each nput fie

- Combire al fes inlo ore POF

- Ovarlay Hes into one POF
2 NextFile
&2 Open Revision .

From Clipboard
® Close —

=T The last item In your dipboard wil be convertzd to POF
nfo
ent
Blank PDF
1S

Advanced Editor ’_ Crezles =n erply POF
yport
= mnt Create Portfolio
2= Cpzns the portfolia crestion tool
= -mail

4 Options

You can add files, add the whole contents of existing folders, or create new
folders that you will fill by:

+ clicking the corresponding button at the bottom left of the PDF
Portfolio Window, or

« dragging and dropping files or existing folders onto PDF Portfolio
Window, or

» choosing the corresponding shortcut menu item of the Options tool,
or

» choosing the corresponding shortcut menu item from the PDF
Portfolio Window.
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IHew Portfono.1 « Naance Fowes FOF Adsarced

EDIT PORTFOLIO

Rasic Layouts

%m BasicGrid

Drag files and fokders here (o add them to the portfoko

EDIT PORTFOLIO

=] =

Basic Layouts

. _ .
m Basic Grid

+ Choose a layout or view to display item thumbnails within a portfolio. (Currently
only the Basic Grid view is offered.)

»  Choose the type of Introduction Page to be added (if any) and prepare its
contents. Similarly choose a header type (if any) and define its contents: texts,
contact information, logos or images are possible. The chosen content always
appears in a separate window above the file list or file/folder thumbnails.

»  Choose from pre-defined color schemes or specify custom colors for the
background, primary and secondary cards, primary and secondary texts.
Secondary text coloring is applied, for instance, to text entered as a description.
Card color means the thumbnail or list area coloring. Custom color settings are
valid only for the currently open portfolio.

« Enable or disable displaying columns in List view, add more columns to the
default ones (Name, Description, Modified, Size), specify the type of your new
column (text, numeric, date), reorder columns, delete a column (except default
ones), choose the key column for sorting items and select ascending or
descending order for sorting.
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