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Foxit Reader End User License

Agreement

This agreement is made between Foxit Software Company of Fremont, California,
USA ("Foxit") and you, the person who makes use of Foxit Reader ("User").

User must agree all terms in this agreement in order to use Foxit Reader legally. If
User doesn't agree t o all terms in this agreement, please don't use Foxit Reader,
and delete al/l related files from Userds comput

1. OWNERSHIP: Foxit Reader is fully owned by Foxit, this license agreement doesnt
change the ownership.

2. LICENSE: Foxit grants User the Icense to use Foxit Reader, free of charge, if User

accepts all the conditions listed in this agreement. 'Use" means loading the
product to CPU, memory, and/ or other storages o

3. CONDITIONS: To be licensed to use Foxit Reader, User must:
a) Not maodify any part of Foxit Reader;
b) Agree to release Foxit from all liabilities caused directly or indirectly by using
Foxit Reader;
¢) Not launch Foxit Reader from other application;
d) Not reverse engineer, decompile, or disassemble PD F Reader.
e) Be liable for any copyrights infringing of the PDF document if security
permissions do not allow User to view, print, or perform any other PDF document
manipulation.

4. EVALUATION USE: Some functions of Foxit Reader require an additional li  cense

to fully operate. If User uses themwithout an additional license, Foxit Reader may

put evaluation marks onto Userds document when
saves the document. Foxit Reader will natify User when User uses those functions

for the first time. In order to use Foxit Reader, User must accept the consequences

of any modification made by Foxit Reader when User saves a document.

5. LCENSE KEY REGISTRATION for Adahs (Paid Customers only) - This agreement
does allow a licensed user to register one single user license key on one
computer at work and another computer at home.

6. PDF FORM OPERATION: Foxit Reader allows User to fill out PDF forms and print
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them out. These basic features are free for both personal and non -personal usage.
Moreover, Foxit Reader supports advanced form operations, such as saving
filled -out forms and import/export forms. These advanced features are free for
personaland non -personal usage.

7. REDISTRIBUTION: User can redistribute Foxit Reader under this agreement  under
the condition that User agrees naot to redistribute Foxit Reader on mobile devices

or embedded devices including cellular phones,
devices.

8. LIABILIY: Foxit's liability is limited to replacement or refund only ifthe sof  tware
downloaded from the Foxit website isvirus  -infected .
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Chapter 1 0 Overview

Welcome to Foxit Reader --your right choice toview and printPD  Fdocuments!

Foxit Reader 2. 3 is a free PDF document viewer and printer. It launches vety
quickly (in about o ne secon d)and requires no ingtallation .You canj ust unzip the
downloaded zip filetoa folder of your choice and run the executable file  directly .
Foxit Reader is the absolute choice  for PDF users

Foxit Reader 2. 3 provides the significant featuresto em  power PDFdocumentuser s
with interactive form filling , bookmark ediing , form designer, multimedia player
support, measure tool s, imagetool s, file atachment tool s, link tools, OCG suppott,
on -demand download of add -ons, self-upgrade, JavaScript support,  improved
printing speed, FDF related, streamlined Ul and much more.

Why PDF Format?

i Original look and feel
PDF documents look exactly like the original pages, regardless of the software
platform, the original application, or the availability of specific f onts. It is
exactly the same asthe author designed it.

0  Secure, reliable electronic document distribution and exchange
Invented by Adobe Systems more than ten years ago, Portable Document
Format (PDF) is a publicly available specification and de facto standard
around the world for secure and reliable electronic document distribution
and exchange. The PDF has been adopted by many governments and
enterprises to streamline document management, increase productivity, and
reduce reliance on paper.

i Digtal Solu tion of Integrity and Consistency
PDF has become the standard format used for publishing and printing -based
industries, becausewhat showson the screen is exactlywhat will be on paper.
With PDF being a publicly available stan  dard format, many end users 0  utside
of the publishing circle also find it the best solution for integrated and
consistent printouts.
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Why Foxit Reader ?

U  Incredibly small
The download size of Foxit Readeris only 255M Bwhich isa fraction of A dobe
Reader 6 82.3M Bsize.

i Breezng-fast startup
When you run Foxit Reader, it launches instantly without any delay. You are

not forced to wait for the annoying "Welcome" screen to disappear.

U Annotation tools
Have you everwished to annotate (or comment on) a PDF document when
you are read ing it? Foxit Reader allows you to draw graphics, highlight text,
type text and make notes on a PDF document and then print out or save the
annotated document.

0 Formdesigner
With form designer, you can add push buttons, text fields, check boxes,

combo b oxes, list boxes or radio buttons to an interactive PDF form and
specify their properties.

0  Textconverter
You may convert the whole PDF document into a simple text file.

i Multimedia player support
Foxit Reader has been enhanced to support multimedia play ing. It supports

many media for mats including audio and video  , which enabl es you to r ead
multimedia e -bookswith ease.

U High security and privacy
Foxit Reader highly respects the security and privacy of users and will never
connect to the Internet without users' permission while other PDF Readers
often silently connect to the Internet in the background. Foxit PDF Reader
doesnot contain any spy -ware orad -ware.

0 Low cost but numerous functions
Theadvanced add -onsof Foxit Reader areall affordable .You will notice that
Foxit Reader offers much more excellent performance but at a n even lower
cost than major competitors
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Foxit Reader Add -ons

Foxit Reader 2.3 isa free program , which will continue toworkas longasyou have
it installed.

Foxit Reader 2.3 provides separate add -ons for you to download on demand.
These add -ons fall into criticaladd -onsand advanced add -ons. The former one is
free while the latter one prov iding additional features isnon-free.

For example, you can use the following functions for free:

U  View orprint PDFdocument s

i Add oredit bookmarks in a PDF file if the security settings allow.

U Use Loupe Tool or Magnifier.

U Basic PDF form operations , i.e. filing out PDF forms and printing them out

i Advanced PDF form operations, such as saving filled -out forms and
import/export forms, which are free for personal usage only

i View PDFas text .

(i Criticaladd -ons, suchasUIl language package, @ JPEG2000/JBIG decoder, CK

package, GDI+ for early Windows version, etc
The followings are several examples of non  -free, advanced add  -ons:

U Foxit Reader ProPack is not fre e. It includes Annotation tools, Text Converter
Text Viewer, Form Filler, Spell C hecker and other Advanced Editing Tools.

0 Foxit Form Designer isnot free. It enables you to add push buttons, text fields,
checkboxes, list boxes or radio buttons to an interactive PDF form and specify
their properties.
Foxit PDF Editor, which allows yo u to modify content of a PDF file, isnon  -free.
Foxit PDF Creator, which allows you to convert a non -PDF file into a PDF file, is
non -free.

Critical Add -ons

Critical add -onsare free. They are essential component  sforproper display and
execution. Forexa mple, if you open a PDF document containing Chinese
characters , Foxit Reader will ask if youwant to download the Eastem Asian
Language Supportt. Ifyou choose oCancel 6, you can read this file , but some
characters will not be displayed correctly

Mosgt of the criticaladd -onsare availableon the Foxitweb sewer, except som e
local Ul languages thathaveno  tbeentranslated out. Add -onscan be updated
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by the Update Man ager, and it can also be downloaded from our website
(http:/AMvww.foxitsoftware.com/pdf/reader 2/addons.htm )

See aso
oOUpdating Foxit Reader 6
The following sare a list of criticaladd  -ons:

i UlLanguage Package
The Ul language of Foxit Reader 2.3 can now be switched dynamically. There
are about 25 languages that willbe fully supported. But some local languages
are beingtranslated, suchas Edonian , Galician, Greek, Latvian and Hebrew ,
etc. Ifyou want tolocalize Foxit Reader into your language, please become
ourvolunteer Ul translator. To get thedetail  ed information, please visitthe
translation center

0 JPEG2000/JBIG Decoder
Thisadd-on mod ule is for decoding images in JPEG2000 or JBIG2 formats. If
youdonothave this modu le, images in those formatscan notbe displayed.

U Eastern Asian Language Support
This module is used for displaying Eastern Asian Language in PDF file s Eastem

Asian Lang uage canno t be displayed properly without it.

i GDHK Module
This module is a redistributable one from Microsoft providing better display
guality for graphics. You areableto view the PDF file without this module,
however , in lower graphic quality. Install  ing this module will nat affect any
other applications on your system.

Advanced Add -ons

Advanced add -onswhich have many specific capabilities, including Foxit Reader
Pro Pack, Foxit Form Designer, Foxit PDF Editor and Foxit PDF Creator , are not free .

All users can try advanced add  -ons but with limitations. For example, without Pro
Pack, you save annotated page s with evaluation mark s, fail to convert PDF sto
text file s, cannot copy text from text screen. Without buying Form Designer,
evaluation marks wil | be added to the top  -right comer of the modified pages
Without purchasing PDF Editor and Creator, you save the edited and created
document swith evaluation mark s

Foxit PDF Editor and Creator sewve as stand -alone programs. They have their own
installersand workingwindow s Foxit PDFEditor enables y ou to modify the pages
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contents while Foxit PDF Creator allows you to convert non  -PDF files to PDF
document s

U FoxitReader ProPack
Foxit Reader Pro Pack is packaged with Annatation tools, Text Converter a nd
Text Viewer , Form Filler, Spell Checker, as well as other Advanced Editing Tools

i FoxitFormDesigner
Foxit Form Designer enables you to design interactive forms, by adding push
buttons, text fields, check boxes,  combo boxes, list boxes and radio butto ns,
and specify their properties.  These features cover all the capabilities of Pro
Pack.

U FoxitPDF Editor
This add -on installs an evaluation version of Foxit PDF Editor, which is used to
edit page contents of PDF files, including text information, graphi cs (shapes
and lines), and images. If you have already installed Foxit PDF Editor, please
don't install this add -on again. In this case you should start Foxit PDF Editor
directly to change page content s or choose Edit>Modify Cont er
it.

Tolearn more about PDF Editor, please referto  FoxitPDF Edi t or User 6s Man

U FoxitPDF Creator
Thisadd-on installsa trial version of the Foxit PDF Creator virtual printer to your
system. You can use this printer to convert any printable document to a PDF
file (just open the necessaly application, and print to Foxit PDF Printer). If you
don't install this add -on, you will nat be able to use the "Corvert  to PDF"
feature in Foxit Reader. Without purchasing this add -on, evaluation marks will
be added to your created pages.

If you have installed Foxit PDFC r eat or , click obOtonvher t to PD
Open Dialog is displayed . Please select the printable document that you

want to convert > click Open > you will be prompted to specify the name of

PDF file and where to save it. Simply assign the PDF name, select a folder

location, and click the Save button. After the converting task is done, the PDF

will be opened automatically.

For more information about PDF Creator, please goto Foxit PDF Creator U:
Manual .
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Foxit Reader Pro Pack

Foxit Reader Pro Pack is a non -free collection of modules. It unlocks functions to
save anndtations, check spelling in the annotations,  savea PDF document as text
file, copy text from text viewer , and other advanced features . Actually , without
Pro Pack you are still able to  edit a PDFdocumentand print it out  but with a few
limitation s. For example, when you save the annatated document, it will be
stamped with an evaluation mark at thetop right corner of the annotated pages.
When purchas ing Pro Packadd -ons, no evaluation mark s willbe shown .

Here isa list of limitations without Pro Pack:

i Canannoatate a PDF document but save the annotated pag eswith
evaluation mark s.

U Can not conve 1t PDF totextfile .
Canview text intextviewerbu tcannot use the copy function and save text
file.

U Canuse Advanced Editing Tools, such as measure tools, image tool, file
attachment tool, link tools, and annotation selection tool, but save the
modified pages with evaluation marks.

Note: You are authorized touse Spell Checker when you either purchase Foxit
Reader ProPack or Form Designer ifthesecurity settingsallow .As f or For m Fi | | er
free for personal and non-personal usage .

Pro Pack Tools Included

U0  Annotation Tools
Annotation Tools are designed for you to gve a document critical
commentary or explanatory note s, includ ing Typewriter Tools, Drawing
Markup Tools, and Commenting Tools .

U  Text Converter
It enables you to convert a whole PDF document into a simple text file by
using "Save as" feature in Foxit Reader. You can  use the feature when you
have purchased Foxit Reader Pro Pack.

0 TextViewer
You can use this featureto pre view the whole text contents from a PDF file in
Foxit Reader. Only after purchas ing Foxit Reader Pro Pack, you are able to
save the PDF file as a text file and also use  "Copy" option of the "Text Viewer"
feature.

12
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i FormFiller
Todo some b asic PDF form oper ations, i.e. fill out P DF forms and print them out
and advanced PDF form operations, such as sav e filled -out forms and
import/export forms.

Note: Thebasic and advanced features are free for both personal and
non -personal usage.

i  Spell Checker
When yo ufill out an English form or use the typewriterto insert any English text,
this tool will try to find any spelling errors and highlight them with squiggly lines.
If you rig ht click on the misspelled word , you will see a list of suggested words.
To getth is function, please download an extra add -on —|lexical dictionary

Note: Ater download ing thedictionary ,please unzipit and save the unzipped
folder named lextothe sameinstalla  tion folder of Foxit Reader: C:\ Program
Files\ Foxit Sotware \ Foxt Reader.

0 Advanced Editing Tools
It includes measure tools, image tool, file attachment tool, linktools, and
annatation selection tool below the "Tool s' menu of Foxit Reader.

How to Purch ase Pro Pack

If you want topurchase ProPack, please do one ofthe following:

* Onrderonline: goto Foxitwebsi teto orderdirectly.
(httpsyMww.foxitsoftware.comy/secure/order.php )
® Email: write an e-mailto the Foxitsalesdepartment at
sales@foxitsoftware.com _with your order information.

If you want to know the price,  please c lick here:
http /Avww.foxitsoftware.com/purchase/pricing.htm

How to Install Pro Pack

To ingtall Foxit Reader Pro Pack, youdono tneedtodownload an independent
package for Pro Pack because it has been built in Foxit Reader. All you need to
do isto instal | Foxit Reader immediately and then start trying the features provided
by Pro Pack for evaluation purpose.

13
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Updating Foxit Reader

Foxit files and add -ons can be updated in several ways. Some updates are
available if you open a PDF document that triggers the updating process. For
example, ifyou opena file that contains Chinese characters , Foxit Reader will ask
if you want to download the Eastem Asian Language Support . Other updates are
available only from the Help menu, where you have to manually instal | them.
However, all updates can be downloaded directly from Foxit website.

Updating from the Help Menu

1. ChooseHelp > Check for Updates Nowé

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

3. Click Install.

Updating From Foxit Website

Click to visit http :/Azwvww.foxitsoftware.com/pdf/reader 2/addons.htm
Selectand downloa d theadd -ons you wantto update.

Extract them to the same directorywhere you install Foxit Reader.
Re-unthe Foxit Reader program toimplementthe updatefile s

PwbdpE

Using This Help

This help document is divided into major categories reflected in the co ntents
shown in Table of Contents . The contents bar can be used to navigate help by
clicking on a topic.

Thismanual consists of 11 chapters. Tobrowse the topicyou are interested in,
please do one of the following:

1. MovetoTable of Contents, clickoneo  fthetopics you are interested in, the
page about this issue will be displayed
2. Click the item in the bookmark pane to your desired topic.

If you have trouble finding help for a particular topic or the help provided is not
sufficient, send email to  support@foxitsoftware.com _and our support team will
contact you. Your feedback helps us to improve our documentation so we

welcome your input.

14
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Chapter 2 o0Wh a g New

What s new i n Foxit Reader 2 .

The followin g is a list of exciting new and enhanced features in Foxit Reader 2.3.
U New Features

Bookmark Design
Makes it possible to have your own bookmarks. Users can create, edit, or delete

bookmarks in a PDF file if the security settings allow.

Multi - tab Browsing
Enables usersto open multiple files in a single instance. You can choose to view

PDFs in a muti-tab window or muttiple instances by setting documents layout from
the Preferences dialog.

Multimedia Player Support
Supports many media formats including audi oand video. Read multimedia
ebooks with Foxit Reader 2.3.

Callout and Text box Tool
Creates comments in a callout text box or a box. You can also define their

appearance as other commenting tools.

Commenting Text Tool
Enables userstoadd most types of te  xt edits by right -clicking on the selected text,

including highlight, strikeout, underline, squiggly and replacement. You can also
use the Commenting Text Tool to add bookmarks for PDF files.

Rulers and Guides

Provides horizontal and vettical ruler guides  to help users align and position
objects on the page. Right  -clicking on the ruler enables you to change the unit of
measurement.

Magnifier
Magnifies areas of the PDF files easily as you work on Foxit Reader.

Automatic Scrolling
Allows users toview docume nts without using mouse actions or keystrokes.

15
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OCG Support
Enables the user tov iew related content stored in a variable number of separate
layers.

FDF Related
Opens FDF files directly with Foxit Reader without any import implementations.

U Enhanced Feature s

Optimized Rendering
Supports progressive rendering and significantly reduces the response time from

the user interface events.

Improved Link Tools
Allows usersto add actionsto links, such as go to a pagev iew, open or execute a

file, open aweb link, e tc.

Improved Snapshot
Enables users toprint the selected area in Foxit Reader by simply selecting the Print
option from the context menu.

Search Enhancement
Allows users to float, move and resize the Full Foxit Search box.

Better Annotation control
Groups drawing markups to help users operate objects collectively, and allows
users to move annatations through pages.

Font Information
Lists the fonts and the font types used in the original document in the Properties
dialog.

Updated Command Line

Allows usersto open password protected PDF documents with a simple command
prompt.

Streamlined Ul

A completely redesigned Ul with a new look and feel makes Foxit Reader more

intuitive than ever before.

Many Bug Fixes

16
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What 6 s RogitviReader 2.2

The following isa list of improvements introduced in  Foxit Reader 2.2 .

Capture words via mouse

If you are using adictionary software, you may want to use your mouse to capture
words inside a PDF file and have it translated. You can tum on this feature by
checking "Screen word -capturing” option under "Edit">"Preference">'"General".

Search PDF in another way

Now you can search a string either in a single PDF file or in muliple PDF files under

a specified folder. When the search finishes, all occurrences will be listed in a tree
view, allowingyou to quickly preview the contexts  and jump to specific locations.

Minimize Foxit Reader o the system tray

You cannow save space on your task bar by minimzing the Foxit Reader to
systemtray. This feature can be turned on by check ing "Minimize to system tray"
option under "Edit">"Preference"™>"General".

Workwith friendly bookmarks
Now , when you navigate through the PDF document, the highlighted bookmark

item will automatically be kept in sync with the current page being displayed.
And you can click on a handle to hide or show the bookmark panel.

Remove all evaluation marks at once

For trial users, Foxit Reader will stamp evaluation marks on edited pages. Afterthey
purchase and install licenses, they can choose "Help">"Remove Eval uation Marks"
to remove all the evaluation marks on this file at once.

View PDF page size
Now , the actual size of each PDF page is displayed on the status bar.

Select text easily

Now, when you clickand drag your mouse to select some text, you can keep

mov ing your mouse and Foxit Reader will scroll automatically. This will allow you to
select text out of currentview. Version 2. 2 also fixes some bugs ofthe text selection
tool inthe previous version.

Enjoy other improved features

You will enjoy many ot her improved features, including:
* Well-organized toolbars

* Better command line support

* Enhanced support for eastem Asian languages
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What s new i n Foxit Reader 2.

U New features

Form Designer

With the new form designer, you are able to add push buttons, t ext fields, check
boxes, combo boxes, list baxes or radio buttons to an interactive PDF form and
specify their properties. Besides the form design feature, it also contains all

features of Foxit Reader Pro Pack .

Measure Tools
This set of tools, including a distance tool, a perimetertool, and an area tool, will

help you to measure distance, perimeter orarea on a PDF page and
automatically transform the results intoreal  -world values.

Image Tool
Now , you can specify a rectangle on any part ofa PDF page and then insert an

image into that rectangle.

Link Tools

You may now add rectangle or quadrilateral links to a PDF file and specify their
destination, which can be a page vi ew, a named destination, an external file, or
aweb page.

Loupe Tool

This special magnifying glass enables you to take a closer look at any part of aPDF
page that is beneath the mouse cursor. The magnifying factor of the loupe tool

can be adjusted.

File Attachment Tool

Now , you may attach any type of extemal files as attachments or comments toa
PDF file. You may define the opening behav iors when these comments are
clicked.

Annotation Selection Tool
This tool allows you to select mulkiple annotations and then move, resize oralign
themtogether.

Transparent Annotation
Now , you can make annotations transparent and specify their opacity.

18


http://www.foxitsoftware.com/pdf/reader_2/addons.htm#advanced

FOXIT READER 3.
User Manual

Reading History

After you read a PDF fileto a certain point and then close it, you would like Foxit
Reader to rem ember that certain point and next time, when re -opening the same
file, jump directly to that point. Version 2.1 makes this possible and allows you to
specify the number of files whose closing point willbe remembered.

E-mail the PDF
Now ,whenyou reada PDF file, you can easily send it as an email attachment to

someone else.

Spell Checker

Whenyoufillouta form in English or use typewriter to insert any English text, this
tool will try to find any spelling errors and highlight them with squiggly lines. If you
right click on the misspelled words, you will see a list of suggested words.

U Enhanced features

ZoomTools

Combined with different mouse operations, this new set of zoom tools brings more
convenience to users. The new zoom toolswill keep the click ed point as the
center of thewindow.  Press the Ctrl key w hile scrolling the mouse wheel will
implement this function too.  Also, you are able to zoom in/fout a specific area by
dragging a rectangle on the page.

Renovated [E Plug -in

In previous versions, IE plug-in hasvery limited functionality. The new IE plug  -in of
Version 2.1 has almost all the capabilities of the main program, including form filler,
annatation tools, JavaScript support, import/export feature, save as function, etc.

Improved Printing

Sometimes, you want to print out annotations only, without the actual content of
the PDF document. This is possible now in Version 2.1. Also, Version 2.1 will
remember the last setting of printing preference.

Enhanced Permission Control
Version 2.1 respects permission defined in a PDF file and control whether printing,
saving, form filling or editing is allowed.

Built-in JavaScript Engine

Atotally new JavaScript engine, that supports document level gperations, has
been buil into Version 2.1 and doesn'tn  eed to be downloaded as an extra
add -on any more.
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Multi - language Input

Version 2.1 has better support for multi  -language input, especially for  Japanese
language.

Improved Typewriter

Typewriter now is more stable and supports more fonts , including Chinese i nput.

Better Full Screen Mode
Now for the full screen mode, you can choose to hide ordisplay the menu,

scrolling bars, bookmark pane, exit button, and specify the background color.

Many bug fixes
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Chapter 3 9 Getting Started

This section gives you an ov ewiew of Foxit Reader 2.3, including installation,
registration, work area, properties and uninstallation.

Installing Foxit Reader 2.3

Windows System Requirement s

Foxit Reader 2.3 runs successfully on the following systems . If your computer does
not meet these requirements, you maynotbeableto use Foxit Reader 2.3 .

Windows 2000
Windows ME
Windows XP
Windows Server 2003
Windows Vista

[t B e e R

How to Install ?

PleasevisitFox it Software Companyds website
(htt p:/Avww.foxitsoftware.com/downloads/ ) todownload the latest version of
Foxit Reader for free. There arethree versions for you to download

1. ZIPFormat

Ifyou down| oFaxdReadé&r@3. 2 i p6 file to your computer, a
is UNZIP and DOUBLE CLICK the FoxitReader.exe application file. You can start

using it rightaway. This format requires no installation.

2. EXEFormat

| f you dowrFixiReader23hseedbup. exeodfil e plemsedoour comput
the following:

U Doublecl i c kFotitiReader®?3 s et up.exeo6 file, and you wil/l
Wizard pop up. Click Next button to continue.

U Thenew features are listed on the screen. Click Next button.

U  Thisprogram is protected by copyright law and you have to accept the
License Agreement topr oceed. Click the |agree button to continue.
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i Therearetwo setup types for you in this step:

Default setup i uses defaul settings for all configurations, including the install
directory, desktop shortcut, etc.

Custom setup i customizes install configuration s, which allows you to change
the destination folder and desktop settings, etc.

U After choosing your installation type, please follow the respective steps listed
below:

For default setup , click the Install button to complete the installation.
For custom set up, do the following

1) Click the Br ows eébutt on t o cahien digeaory brikeep then st a | |
default. Click Next togo on.

2) Che ck the options you want to install and click Next to install.

0 When the process is complete, a message tells you that Foxit PDF Reader is
installed. Click Finish to complete the installation.

3. MSI Format

Please refer tothe installation steps of EXE Format .

Registering Foxit Reader

After purchasing Foxit PDF Reader, please do one of the followi ng to register your
key:

i Close Foxit Reader, save the key file into the directory where you installed
Foxit Reader.

U Run Foxit Reader > Help > Install Lic ense Key > A registration box will pop up.

Open the received key file, copy the key contents into the box indicated >
click Register the Key button.
Note: To check if you have registered successfully, please click the About button

{ Eﬁl

&7 on the toolbar and seeif your nameis shown at the bottom left corner.

After registering successfully, you can remove the w atermarks which are added
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To remove all the evaluation marks, select
You can also use the Hand Tool to click and

before you purchase Foxit Reader.
Help > Remove Evaluation Marks.
delete them one by one

Work Area

sS: on its own, as a standalone
slightly differ .

Foxit Reader 2.3 opens in two different way
application, and in a web browser. The associated work areas

The Foxit Reader work area includes a document pane that displays PDFs and a
bookmarks pane with bookmark tab  on the left side that helps you brows e
through the current PDF. Toolbars near the top andbottom ofthewindow provide
other controls that you can use  towork with PDFs, including toolbar pane, menu

bar and status bar.

The Work Area for PDFs Open in the Application

Ui Double click the Foxit Read er icon on the desktop to start this program
i Choose File > Open, navigate to and select any PDF on your computer, and
click Open.

% 3BigPreview.pdf - Foxit Reader 2.3 - [3BigPreview.pdf]
'@ File Edit View Language Document Tools Advanced Window Help

I@@b M@v 15 Rl

| Get Foxit PDF Products for Free!

[S=lNEEr ]

E]E] @ - ®-

M'*i‘% @@ OMeE=D@ 6h

;ﬂ/j@]

——

3BigPreview

C Bookmarks X
)
D == E page 1 CMYK Color Gray Scale
Y 30
. -
xce color [ 50
Photoshop Layer Mask R - - 70%
h B0
2071 - £E€EEEEEEEEE G - | ::
PC TT - €€€€ECEEcEE Stroked Tex I -
PC TI - £€€€EEE€ €ECEE B ﬁ I o

x \

Thi,
s
LoNEN v /s

$3d 3
LDV

>»A ) DD

|%

Ready

i 1/1 v

[8.50 * 11.00 in]

‘D‘ | Size|

F G

23



_._D page 1

FOXIT READER 2.
User Manual

Foxit Reader window

A. Menubar B.Toobars C. Tabbar D.Bookmarktab E.Bookmarks panel
F.Status bar G. Document pane

The Work Area for PDFs Open in a Web Browser

i  Openaweb browser application
U Selecta PDF anywhere on the Internet and clickthe link
i The PDFwill be opened by Foxit Reader directly in the web browser

& C:\Documents and Settings\Administrator\Desktop\3BigPreview. pdf - Microsoft Internet Explorer
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Tools and Toolbars
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Toolbars

A. Filetoolbar  B. Navigation toolbar C. Rotatetoobar  D. Zoomtoobar
E.Basictoobar F.Advanced editingtoolbar G. Typewriter toolbar

H. Drawing markup toolbar |. Commenting toolbar J. Measure toolbar

K. Linktoobar L.Formtoobar M. File Attachment toolbar N. Drawing toolbar
O. Text markup toolbar P.Help Q. FAndtoobar R.Format toolbar

S.Text viewer toolbar

Customizing the Work Area

As you get acquainted with Foxit Reader 2.3, you can set up your Re ader work
environment . The more you leam about its p otential, the more you can take
advantage of its features, tools, and options.

There is much more to the application than you see at first glance. Foxit Reader
has hidden tools and preferences that can enhance your experience and give
you greater control 0 verhow yourwork area is arranged and displayed.

About Menu Bar

Generally speaking , itis a good idea to keep the menu barv isible sothat they are
available asyou work. However,  some users prefer to haveas much spacein Foxit
Reader aspossible. Togetrid of Reader menustemporarily , you should click

View > uncheckMen u Bar.

You cantemporarily displaythe  Menu Baragain by right -clicking the document
paneortoo lbar and checkihgMenu  Bar.
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About Toolbars

Foxit Reader 2.3 enablesyouto switch betweentwomodes: Basic Viewing Setting
and Full Featured Setting . Also, you can change the appearance ofthe toolsto
suit your needs and working style.  You can add and del ete buttonson the existing

toolbars sothat only the commandsyouu se most often willbe displayed.  To leam
more about it, read the  explanation below.

Any toobbars can float or be docked. Docked toolbars appear in the toolbar area.
Floating toobars appe aras independent palettes that you can move anywhere
in theworkarea.

Each toolbarhas a grabber bar, which is a vettical gray stripe at the left end of
the toolbar.

Note: Foxit Reader 2.3 willbe opened withthe selections of Select Text Tool or
Typewriter ifyou select thesetools the last time Foxit Reader was opened

Toggling between basic and full toolbars

Foxit Reader offers two modes for toolbar. In the basic viewing mode, only some
basic tools are visble, such as file toolbar, basic toobar, navi  gation tools, etc. For
beginners and older computers |, this mode willbe a good choice. In the full
featured mode, all the tools willbe shown on the toolbar including advanced

editing tools. In thisway,u serswhodono tneed Protools or cther advanced to ols,
can easily turn them off.  But if they buy Foxit Reader Pro Pack or Form Designer,

they can simply turn them on again. The basic viewing mode is set as the default
when you run Foxit Reader.

To switch between the basic viewing modeand full featured mode, please goto
Preferences > General > Toolbar Setting.

See aso
0OTool bar.Settingéo

Showing or hiding toolbar

¢ To hideall toolbars, choose View > Toolbars > Hide Toobars, orpress the
hotkey F8 onyour keyboard.

* To showall toolbars, right -click the document pane, and choose Toolbars >
Show Toolbars, or press the hotkey F8 on your keyboard.

* To openatoobar, choose View > Toolbars > [toolbar name]. A checkmark
next to the toolbar name indicates that the toolbar is di splayed.
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Tohideatoobar ,please do one of the following:

A. Right click the toolbararea or choose View >Toolbars, and uncheck the
toolbaryouwant to  hide.

B. Drag the toolbar you want to delete by its grabber bar to the document

pane, click the "Close" button at the top right corner of itstitle bar to hide i.

Note: You can show or hide some certain toolbar by clicking the drop -down
button next toan icon and selecting Show <toolbarname> Toolbar.

% 3BigPreview.pdf - Foxit Reader 2.3 - [3BigPreview. pdf]
E:-'J File Edit View Language Document Tools Advanced Window Help
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| 3BigPrevie... x| Strikeout Text Tool
Eookmarks Underline Text Toal I
E.H Squiggly Text Tool
. Replace Text Toal
Show Markup Tools Toolbar % RGS "H_agﬂ

The Drop-down menu

Customizing toolbar arrangements

® To rearrange the docked toolbars, use the toolbar grabber bars to drag them
from one position to another.
To float a docked toobbar, drag it by its grabbe r bar from the toolbar area.
To move a floating toolbar, drag it by its title bar to another location in the
work area.

* Todocka floatingtoolbar, double <clickits title bar or drag it by its title bar to
the toolbar area.

® To moveall floating toobarst othe toolbararea, choose View > Toolbars >
Dock All Toolbars.

Note: Tomove atoobar, dragthe grabber bar © atthe let edge ofthe toolbar.

Returning toolbars to their default configuration

® Choose View > Toolbars > Reset Toolbars
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Adjusting the bookma rks pane

& Toshow the bookmarks pane |, choose View > Bookmark, or click the
Bookmark icon on toobars.

* Tochangethe viewarea of the bookmarks pane ,dragit s right border to
adjustthe width.

¢ Tominimize or maximize the bookmarks pane |, clickthe handle 7 at the right
side of the bookmarks pane
To move the bookmarks pane, drag it by its title bar to anather location.
Todock floating bookmarks pane, double -click its title bar.

Note: This handlewillnot be hidden  when you clickit toclosethe  bookmarks pane
Only clicking the bookmark icon can hide the handle.

Setting preferences

Athough Foxit Reader iscustomizable, some of the customizable features may be
difficult to find . After reading this topic,y ou will find out how useful having your
own preferences canbe ,and how simple itis to set up your own preferences.

To set preferences in Foxit Reader, please choo
Setting document layout and colors

The Document Layout and Colors of the Preferences dialog provides 3 waysto
browse PDF d ocuments, and different  color schemes to replace document colors.
Automatic ally, Foxit Reader uses the color setting sof the PDF document.

Documents Layout

A Tabbed documents: Opens multiple PDFs in one instance of Foxit Reader.

B. Allow Multiple Instances: Creates a new Foxit Reader window when
double -clickingto open a PDF file.

C. Show prompt message before closing all tabs: When you close a window
with multiple tabs, Foxit Reader will ask you to confirm your choice. This
prevents you from accidentally closing the whole window when you
intended to only close the current tab. Uncheck this gption preference to
disable this message and have Foxit Reader automatically close the
window.

Document Colors Options

A Replace Document Colors: Select  to activate other option  sto change the
document colors.

B. UseWindows Color Scheme: Sets document colors according to the color
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scheme of your Windowss preferences.

C. Custom Color: Changes the color of Page Background and Document
Text.

D. Change Only the Color of BlackMWhite Content: C hanges only the
BlackMWhite text and leave  sthe colored text unchanged.

Setting form display preferences

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

& Highlight fields: You can either check Highlight all fields or choos e to highlight
the specific fields to your needs. This option classifies all the fields into Combo
Box, List Box, Radio Button, Check Box, Push Button and Text Field

* Change highlight colors: Click the color panes next to the field names to
choose any colo ryou like.

Opacity: Adjust the opacity of the fields highlight ed .

Set highlight layer:

A At defaultposition: the highlight layeris setto  stack below thetextinput by
default.

B. Below field: the highlight layer is stack ed below the textinput.

C. Above field :the highlightlayer is stack ed on top ofthe text input.

Setting page display preferences

The Page Display panel of the Preferences dialog box includes the following
options:

® Page Display

A Default Page Layout : you can use the following page layouts when
viewing PDF documents:
a) Single Page -- Displays one page at a time, with no portion on cther
pagesvisble.
b) Continuous -- Displays pages in a continuous vettical column that is
one page wide.
¢) Facing -- Displays eachtwo -page spread with no pottion of ather
pagesvisble.
d) Continuous Facing -- Displays facing pages side by side ina
continuous verttical column.
See aso
OChanging t he page .layouté

B. Display Transparency Grid :displaysa gr id behind transparent objects.
C. Custom Facing : the Default Facing for page layout is 2 pages. You can
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check the Custom Facing box and set the facing layout to your own
preference.

D. Custom Margin : sets the margins between different pages with Facing or
Contin uous Facing page layout.  The default isa margin of 8 pixels.

E. Display Texts Optimized for LCD Screen : optimally adjusts text display that
best suits your monitor.

* Magnification
Default Zoom : sets the magnification level for PDF documents when they are
first opened. This value overrides document settings. The default uses the
setting sof the PDF document.

See dso
OoChangng t he magni fication |.evel of a document 6

Setting general preferences

The General Preferences setting provides options on  Toolbar Setting s, Snapshat
Selection , Prnter Font, History List,Text Link etc .

# Basic Tools

A Use Fixed Resolution for Snapshots -- sets the resolution used to copy the
image captured with the Snapshot tool. Automatic ally uses 72 pixels as
default resolution.

B. Create links fro m URLs -- detect the text links in PDF documents and
changethe non -clickable links into clickable ones.

C. Minimize to system tray -- You can save space on your task bar by
minimizing the Foxit Reader to syst em tray. Check it to minimize Foxit
Reader to systemtray when you click the Minimize button.

D. Screenword -capturing & Check it to tum on this function that enable you
to use your mouse to capturewords insi  dea PDFfileand have it translated
if you are u sing dictionary software.

* Printer

Print Texts as Graphics (Ignore Font Substitution) & sets the text font as graphics
and printout fontsare exactly = the sameas the text fonts. Automatic ally allows
quick print where Printer Font is substituted.

* History

A Restore last view settings when reopening:  determines whether documents
open automatically to the last viewed page within a work session.
B. Maximum number of documents in history list  : sets the maximum number of
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PDF documents you read in  history list. The def ault is 50 PDF documents .
C. Maximum number of documents in recently used list: sets the maximum

number of PDF documents you-dovamehurfeent | y in

defaultis 4 PDF documents

* Toobar Setting

Select Basic Viewing Setting or Full Featured  Setting to toggle between basic
toolbar and full toolbar modes.

* Bookmark

Aways hide bookmark & permanently hides the bookmark panel whenever you
open a PDF .

Setting full screen preferences

® Full Screen Nav igation
A Select to show Scroll bar, Bookmark, Sta tus bar orMenu bar in Full Screen
mode.
B. Show Exit Button & check oruncheckthis option to show or hide Exit Button
in Full Screen mode.
C. Onepageatatime Oddisplaysa single page ata time in Full Screen mode

D. Left click to go foward one page; right cl ick to go back one page -- lets
you pagethrougha PDFdocument by clickingthe mouse. You can also
page through a document by pressing Space , Shift + Space , orthe arrow
keys.

® Full Screen Appearance

Background & click the color pane and choose the color y ou like to be the
background color in Full Screen mode.

Setting Internet preference

Web Browser Options : if you dono twant PDF documents opened in your web
browserdirecty , pl ease check the option of 0Show
a message boxwi Il pop up to give you options to open ordownload the PDFfile

when clickinga PDF link.

Viewing PDF Properties
The Propetties dialog box provides information about the document, inc ludingthe

document 6 s title subjdactj authpr , fonts used, etc . This dialog box also
displays attributes set by other programs.
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To view the PDF properties, please choose File > Propettie  s. You can acquire all
relevant information as follows:

Document Properties

Description | Fonts

.-’} |C:1I.Dor.:|..|ments and Settings\Administrator \Desktop\Company brochure, pdf |

General

Title: |Cr:um|:|.am11|I Brochure |

Subject: |Comparw Brochure

Author: |Foxit Software Company, LLC.

Creator: |Miaosoﬁ® Office Word 2007

Producer: |Microso1=t® Office Word 2007

Keywords:

Created: 2003-01-30 09:11:57
Modified: 2008-01-30 09:11:57

Advanced

PDF Version: PDF-1.5

Page Size: 8.27 x 11.69 Inches Mumber of Pages: 12

Mare...

oK, | l Cancel ]

Description tab of the Document  Properties dialog box

Description

This tab shows some basic information about the document. The title, author,
subject, and keywords may have been set by the person who created the
document in the source application.

Title-- Ageneral or descriptive heading of the document.

Subject -- The principa | idea and point of the document.

Author -- The writer of the document.

Creator - The application that produced the original document.

Producer - The application or driver that converted the original document
into a PDF document.
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Keywords -- The words th at are used to reveal the internal structure of an
author's reasoning.

Created - Thedateand time the document was created.

Maodified -- The date and time the document was last modified.

Advanced -- Thisarea showsthe PDF version, the page size, number  ofpages .

Document Properties

Descriph'on| Fonts |

Fonts Used in this Document

= ABCDEE+Century Gothic
Type: TrueType (CID)
Encoding: Identity-H
Actual Font: ABCDEE+Century Gothic
Actual Font Type: TrueType
= ABCDEE+Century Gothic
Type: TrueType
Encoding: Ansi
Actual Font: ABCDEE+Century Gothic
Actual Font Type: TrueType
= ABCDEE +Century Gothic,Bold
Type: TrueType
Encoding: Ansi
Actual Font: ABCOEE+Century Gothic,Bold
Actual Font Type: TrueType
= ABCDEE +Century Gothic,Bold
Type: TrueType (CID)
Encoding: Identity-H
Actual Font: ABCDEE +Century Gothic,Bold
Actual Font Type: TrueType
= ABCDEE +Century Gothic,BoldItalic
Type: TrueType

| *

| £

oK, | [ Cancel

Fonts tab of the Document Properties dialog box
Fonts

The Fonts tab lists the fonts and the font types used in the original document, as
wellas theencodingused todisplay the original fonts.

Uninstalling Foxit Reader 2.3

How to Uninstall?
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Ify ou have iFxitResddr2l3edi @6 file in your computer,
simple to uninstall. Just find the folder you placed the Foxit Reader.EXE application
file, and delete it.

If you have installed the EXE file or MSI file Format, please do one of the following:

i Click Start > Program s> Foxit Reader > Uninstall.

U  Click Start > Settings > Control Panel > Add or Remove Program and select
Foxit Reader to uninstall.

U Double clickthe file uninstall.exe under Foxit Reader installation directory Drive

name: \ ...\ Foxit Software \ Foxit Reader\ .
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Chapter 4 0 Viewing PDFs

Oncethe Foxit Reader is properly installed, you can open andview PDF files easily.
When you havea PDFopen,you can also adjust the view of thedocument , find
text in it, emailto other s, etc.

Opening Documents

You can open andview PDFs in Foxit Reader from the desktop, or in a web
browser.

Opening a PDF document in Foxit Reader

Do one of the following:

® Choose File > Open, or click the Open button on File Toobar. In the

Open dialog box, select the file name, and click Open. PDF documents are
usually identified with pdf extension.
¢ Draganddrop the PDFfile into the Foxit Readerwindow.

Note: You can open more than one PDF document within the same Foxit Reader
application. When you open more than one file at a time, you can
navigate the PDF files easily by clicking the corresponding tab sorfilename s

under the Window menu
Opening aPDF document fromdesktop or within other applications

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

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

* Web Application: you can open a PDF document by clicking on the PDF file
link in yourweb browser.

* File System:d ouble -click the PDF file icon in your file system.

Note: You can seethesize ofthe opened  docum ent atthe bottom  right corner of
the window . For example,

Size: [8.30 * 11.00 in]
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Opening a secured PDF document

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

* Whenopen ing aprotect ed PDF, you will be prompted to enter the password.

Password [‘S_<|

This file is protected. Please enter a Document Open Password.,

Enter Password: | |

[ ok | [ Cancel ]

* When trying to copy or edit a secured PDF, you will be prompted that you are
prohbited t o do it wi tgemisdgion.t he owner 06s

Foxit Reader [5_<|

TT Saorry, copying text from this document is not allowed.

Reason: the security permission in this document prohibits copying text.

Refriev ing recently opened documents from within Foxit Reader
In OFiled pull-down menu, you will be able to instantly retrieve  recently opened

documents. Foxit Reader provides a list of recently opened PDF documents.
Choose File > a previously opened P DF.

Note: To customize the number of document in recently used list, please refer to
OHi stiamr ydhhe section of O0To .set general preferenc

Viewing Documents

Foxit Reader provides three different  ways for you to read PDF files: multi-tab

browsing, single document interface mode , and muliple document interface
mode .
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Multi -tab browsing

The muti-tab browsing feature enables you to open mutiple files in a single

instance. If you already have a PDF open and then when you dou  ble-click
another pdf file, it'"ll be opened in the same
use tabbed browsing. But if you do, you will find tabbed browsing is a faster and

easierway to read PDF files.

= 3BigPreview.pdf - Foxit Reader 2.3 - [3BigPreview.pdf]

@Eile Edit Wiew Language Document Tools Advanced Window Help
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3BigPreview X beautiful Foxit Company brochure

[ J
|

Tab bar

To enable tabbed browsing, please go to Edit > Preference > Documents >

W

Documents Layout > check the option of oO0Tabbe

To disable tabbed browsing, please go to Edit > Preference > Documents >

Documents Layout > uncheck the option of o0Tab

Opening a new tab

Toopenanewtab ,youcandouble -clicka PDF file, select File > Open, or clickthe

Open button = on the toobar.

Closing a tab
To close the current tab, you can do one of the following:

Click the Close Tab button ~ * atthe top right comer of the Tab Bar.
Double -click on the Tab Bar.

Right-click on a tab and choose Close.

Select File > Close.

To close all tabs at the same time, click the Close button ﬂ at the top rignt

corner of Foxit Readerwindow,  right-click on a tab and choose Close All, or select
File > Exit.

Single document interface mode

The single document interface mode enables you to open multiple instances of
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Foxit Reader. Foxit Reader will create a new window w  hen you double -click to
open a new PDF fie, which isveryuseful for view ing different files side by side.

Toenable single document interface mode , please go to Edit > Preference >
Document s > Document s Layout > check the
|l nst ancesao.

To disable single document interface mode , please go to Edit > Preference >
Documents > Document s Layout > wuncheck the option
|l nst ancesao.

Multiple document interface mode

The mutiple document interface mode sets multiple documents undera single
parent window, as opposed to all windows being separate d from each other
(single document interface ). In ordertoview a list of windows open in Foxit Reader,

the user typically hasto select the Window menu.

To enable multiple document interface mode , please go to Edit >
Preference > Documents > Documents Layout > uncheck the option s of
0Tabbed documeAltilsdwamMd!|l tiple I nstancesbé.
To disable single document interface mode , please go to Edit > Preference >
Documents > Documents Layout > either check the option of O Tabbed
documentosAd lorw Multiple Instancesoé.

Displaying a PDF in a new window

Todisplay the current PDF in a new window, you can click New Window on the

Window menu.

Arranging child windows

When you have more than two PDF files gpen, you maywant to arrange these
documents on the screen. You can implement the f eatures such as "Tile" and

"Cascade" for the child windows.

1. Cascadingwindows
Whenyou have multiple document sopen,you maywantt oarrangethems o that

you can see all or part of each document . Cascading the windows stacks them
so that each window title bar is visible.

38

op

of


javascript:void(wb.w._link('http://en.wikipedia.org/wiki/Single_document_interface'))

FOXIT READER 2.
User Manual

® 3BigPreview.pdf - Foxit Reader 2.3
dit View Language Document Tools Advanced ndow Help _!| View PDFs on your mobile devices

BR8N > MO0 DR - He-e- NEYS#®I TS -

& beautiful.pdf =1k
# Company brochure.pdf |ZHE”§‘

& 3BigPreview.pdf

RGE Image i . 3 Spot Color  OMYK Coler Gray Scale
2 4

FanFanoss - (] -
FanCoated :
Fanlncoats - M -

oc [ ¥
Teve [N
Focalzone I:I
- Trumatch E
Photoshop Layer Mask P R Fexashrome -
Ias 71 - €€ €€ E € €EEEE 55 SratibEpe]
PCTT - ECE€ECEESEE Stroked Text 25
PCT] - £€€€€ESEEEEEE

Ready 14 4 L/t “ b bl @ @ 10049% v |E|E B o Size: [8.50 = 11.00 in]

To cascade multiple windows, please click Cascade o n the Window menu

2. Tilingwindows

This command is useful fo rdisplaying a series of images or maps  across your
screen from top tobottom . You can either open each file in a new window, tile
thewindows, and then re  -draw each window, or open a series of new windows,
tile them and then retrieve the files into the wi ndows.

39



FOXIT READER 2.
User Manual

¥ Foxit Company brochure.pdf - Foxit Reader 2.3

Elle Edit ¥iew Language Document Tools Advanced Window Help _‘LFMPDFEdlmr,Mm‘]jJ

BRBa8@IKI P oOCTRia-EHHe- - iMEWe®lrEio-

& Foxit Company brochure.pdf

# Company brochure.pdf

& 3BigPreview.pdf

OMYK Image : Spot Color CMYK Color Gray Scale

ParFanose - C - Ok
PanCoated [ | y 10%
FanlUncoat - - :l 0%
oc [ Y [ z0%

Ready g 4 1/15 YD DO © 100a% ¥ olele m Size: [10.12 * 7.16 in]

To tile multiple windows, please click Tile on the Window menu.
3. Arrange icons

This command arranges the icons for minimized windows at the bottom of the
mainwindow. Please note thati fthere isan open window at the bottom of the
mainwindow, then some orall of the icons may nat be visible because they will
be undemeath this window.
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Toarrange theicons, please click Arrange lcons on the Window menu.

Closing windows

To close the current PDF file, click Close on the Window menu.
To close all PDF files, click Close All on the Window menu.

Navigating in Documents

Foxit Reader provides user -friendly controls to navigate through PDF documents.
You can navigate in PDF documents by paging through or by using navigational
tools.

Scrolling throu gh documents
1. Navigating around documents

Do one of the following:

Using mouse actions or keystrokes
Scroll the mouse wheel or press the Down or Up Arrow son the keyboard to
navigate around the documents.

Scroll automatically
Automatic scrollingisanew  feature in Foxit Reader 2.3, which allows usersto

view documents without using mouse actions or keystrokes. Foxit Reader
also enables you to change the scrolling speed with ease .

A.Choose OViewod = OAutoScroll 6

B. Do one of the following:
Toincrease ordecrease the scrolling speed, pressthe Up Arrow or Down
Arrow key, depending on the direction of scrolling.
To reverse the direction of scrolling, press the minus sign( -) key.
To jump to the next or previous page, press the Space Bar or Shift +
Space.

To stop automatic scrolling, choose View > AutoScroll again.
2. Going tothe next or previous page
Do one of the following:

* Choose Document > Previous Page or Next Page on Menu Bar.
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# Click the Previous Page icon <| or the Next Page icon [> on Toolbar or

Status Bar.

& Put thecursor n the Document Pane,press the Page Up or Page Down keys
to turn the pages.

¢ Put the cursor in the Document Pane, press the Left or Right Arow son the
keyboard tomove the pagesup ordown

* Press Shift + Space to scroll the page  up or press Space to scroll the page
down.

3. Going tothe first or last page
Do one of the following:

* Choose Document > First Page or Last Page on Menu Bar.

# Click the First Page icon I]<] or the Last Page icon [>|] on Toolbar or Status

Bar.
* Pressthe Home or End keys.

4. Going toa specific page
Do one of the following:

# Choose Document > > i@potthe specifcgpage rdumber > OK.
® |nput or select the specific page number on the Current Page Number Box

1/12 ¥ on the Status Bar, and press Enter.

5. Retracin g your steps

To go back or forward one page, click the Previous View button (¢ or Next

View button "4 on the Toolbar or Status Bar.

Navigatingwith bookmarks

Bookmark displaysthe list of bookmarks that the document contains. Generally
speaking, iti s avisual table of contents that represents the chapters, main

headings, and other organizational elements in a document.

1. To show or hide bookmarks, do one of the following:

* Choose View > Bookmark.
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# Click the Bookmark button m on the Basic Toolbar.

¢ Click the handle "| atthe ri ght side ofthe bookmarks pane to minimize or

maximize bookmarks.
#* Press shortcut key ALT + 1to show or hide bookmarks.

2. To jump toatopic, clickthe  bookmark or right -click the bookmarkand then
choose 0Go t o ClBkthe kplma(+) braninus ( -) sign to expand or
collapse the bookmark contents.

Tip: When you navigate through the PDF document, the highlighted bookmark
item willautomatically be kept in sync with the current page being displayed.

Navigating with links

Linkstake you to another location in the current document, orto locations in other
documents or websites. Clicking a link on PDF documents is just the same as in
other applications. You can follow a link by doing the following:

L
¢ Select theHandtool *“_/ on Basic Toobar.

* Position the pointer over the link until the point  er changes to the hand with a

pointing finger \[b

Adjusting the View of Documents

Foxit Reader provides multiple tools that help you adjust the view of your PDF
documents. | t includes simple tools a s Zoom In and Zoom Out, as well as more
advanced tools like setting  the page layout and orientation. As for some settings,
please referto 0 &tting Preference s 6

Changing the orientation of a document

You can changetheori entation of the document from portrait to landscape view
by usingthe Rotate tools.

® Choose View > Rotate View > Clockwise or Counterclockwise

£
* Click the Rotate Clockwise button or Rotate Counterclockwise button

+
on Rotate View Toolbar.

43



FOXIT READER 3.
User Manual

Note: You can cha ngethe page view in 90 -degree increments, but the change
only affects screen display instead of its actual orientation. You can not save the
changes in page view.

Changing the magnification level of adocument

Do one of the following procedures

&

1. Click the Zoom In or Zoom Out tools " on the Toolbar or Tools > Zoom

Out/In Toolon Menu Bar

Note: If you click on a page, then the tool will zoomin/out on the page, tryingto

keep the clicked point as the center of the window. If you drag a rectangle on

the page and then release the mouse, then the tool will zoomin/out on the page,
tryingto keep the rectangle as the center ofthe window. If you press the Ctrl key

while scroling the mouse wheel, then the tool will zoomin/out on the page based
on the scroll ing direction.

2. Click the Zoom Out button =) ™ or the Zoom In button 'F ™ on the Zoom

Toobar or View > Zoom Out or Zoom In on Menu Bar . Also, you may select a
magnificat ion percentage from these two icons

3. Select or input a magnification percentage in the Magnification Percentage

(v}
Area 125% ¥ on the Status Bar.

4. Right-click the Document Pane > Zoom In or Zoom Out. Or you can select Zoom
Toé > choose or input a magnification percentag

5. Using the Loupe Tool

.....

Choose the Loupe Tool “*% on the Toobar or by cl icking Tools > Zoom

Tools > Loupe Tool.

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

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

To change the scale ratio of the Loupe To  ol, you can either entera value in
the zoomtext box, or dragthe slider in the Loupe Tool dialog box.
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6. Using the Magnifier
You can e asily magnify areas ofthe PDF filesas you work on  Foxit Reader wih
this free tool. It is especially useful for visually impaired people with some
functional vision .

Photoshop Layer r\/

|\l Ti__LLEeEcCCRLECLLL
Magnifier Fisheye Magnifier

Choose the Magnifier LN on the Toobbar or by clicking Tools > Zoom Tools >

Magnifier.
Move the Magnifier to the places you want toview.
To switch between Magnifier and Fisheye Magnifier, press the left mouse

button.
To change the size of magnifier window, press the right mouse button.

Toturn off the Magnifier, choose any othertool S.

Resizing a page to fit the window
There are three types for you to choose:

* To resize the page to fit entirely in the document pane, choose View > Fit

Page, or click Fit Page button @ on Toolbar, or right -click th e Document
Pane and choose Fit Page.

® To resize the page to fit the width of the window, choose View > Fit Width, or
click the Fit Width button E' on Toolbar, or right -click the Document Pane
and choose Fit Width. Part of the page may be out of view.

® To resize the page to its actual size, choose View > Actual Size, or click the

100

Actual Size button on Toolbar, or right -click the Document Pane and
choose Actual Size.
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Changing the page layout
Changing page layout is especially useful when you want to zoom out to get an
ovewiew of the document layout. Foxit Reader provides the following page

layouts :

* Single Page 6 Displays one page in the document pane at a time.

® Continuous 0 Arranges the pages in the document pane in a continuous

vertical column.

& Facing 0 Arrangesthe pages side by side, displaying only two pages ata time.
Continuous Facing 8 Arranges the pages side by side in a continuous vertical

column.
® Show Cover Page During Facing

If a document has more than two pages, the first page can be displayed
alone on the right side of the document pane in Facing and Continuous

Facingviews.

Todisplay the cover page as the first page on the right followed by two facing
pages, please choose the Facing or Continuous Facing mode, and then

select View > Page Layout> Show Cover Page During Facing.

To set page layout, please do one of the following:

® Choose View > Page Layout, and choose one of the mode to your needs.
® Click the Single Page button D, the Continuous button E, the Continuous

Facing button EH, or the Facing button U0 on the Status Bar.

Read ing a documentin Full Screen  mode

In Full Screen mode , Foxit Reader Document Pane fills the entire screen, with Menu
Bar, Toobar, Status bar, and Bookmarks pane hidden behind. The mouse pointer

remainsactive in FullScre en mode so that you can click  links.

1. Toset Full Screen preferences, please referto  oSetting f u | |
2. To enter Full Screen mode, please do one of the following:

®* Choose View > Full Screen .

#® Click the Full Screen button on Toolbar.

* Right-click the Document Pane and select Full Screen.

3. Toadjust the view in Full Screen mode, right  -click the document

screen .preferen

and work with
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the Context Menu.

Note: This feature will not be available unless you clear Left click to go forward one
page; right click to go back one page check boxin the Preference dialog.

4. To exit Full Screen mode:

® Press Esc key or
Ful®

¢ Click the Exit Full Screen button L=l on th e screen.

Read ing a documentin Reverse View
Toread documents in  a backward order, please do one of the following:

* Choose View > Reverse View.
* Right-click the Document Pane > select Reverse View.

Playing a Movie or a Sound Clip

PDF has extended itself to the richness of multimedia support and playing
capabilities. Some PDF files may be multifaceted with mutimedia, including sound,
music and video clips. Each movie and sound file usually includes a play area
from which the media can be activated. The play area typically appears on the

PDF page asan image or ablankrec  tangle, but can also be invisble. To play the
media files, please make sure you have the necessary media player installed on
your computer.

To play a movie ora sound, please do the following:

L™

Select the Hand tool ./, and clickthe play area ofthe movie or sound file.

When the pointer is positioned over the play area, it changes to the play
mode icon.

Note: To protect your computer from viruses, Foxit Reader pops up a dialog box
solicting your approval before playing mukimedia files. To change the defau it
behavior, you can set other options in the pop -up dialog box.

In the Multimedia Content dialog box, select one of the options listed
below:
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Multimedia Content

Multimedia content has been opened. Please decde whether to play content now and set option
for what to do when you open this document in future.

(%) Play the multimedia this one time
{3 Play the multimedia content and add this document to my list of trusted documents

[ Juse current settings as default

Cancel

Play the multimedia this one time & plays the multimedia content. The dialog
box will keep popping up when you try to open this multimedia file.

Play the multimedia content and add this document to my list of trusted
documents -- plays the multimedia content. It  will be opened automatically
next time without asking you for permission.

Use current settings as defaul t d apply this setting to all media contents in this
PDF file and save the current option setting as default.

Finding Text

Foxit Reader provides handy tools to find text . You can not only search text in a
PDF, but also in certain file sordisks. Also, you can limit your search by choosing the
options offer ed on the Find Text dialog box tofind specific items.

Finding text
To find text you are looking for, follow the steps below:

® Choose Edit > Find Texté or

¢ Type thetext in the Find What field.
¢ Click th edrop -down button nextto Find ~ Find: ™ and select the search  options

to limit your search:

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

B. Case-Sensitive - makes the search case -sensitive. For example, if you
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search for theword text,thewords Textand TEXWwill not be found.

* Pressthe Find Next button Da , Find Previous button E(] or Enter.

Foxit Reader jumps to the first instance of the search term, which a ppears
highlighted.

* Press Enter repeatedly or Edit > Find Next, or Find Next shortcut key F3 to
continue searching the next instances of the search term.

Doing advanced search

The search function enables you to  search a string either in a single PDF file o rin
multiple PDF files under a specified folder. When the search finishes, all
occurrences will be listed in a tree view, allowing you to quickly preview the
contextsand jump to specific locations.

1. Searchingtext

To search textyou are looking for, fo llow the steps below:

¢ Click the Search button ﬂ'ﬁ on toolbar, or select Open Full Foxit Search from
the Find drop -down menu.

® [nthe Search Window, type the text you want to search for, and do any of the
following:

A. To search the text in the current PDF docume  nt, select In the current PDF
document.

B. To search the text in all PDF documents in specific files or disk, select All
PDF Documents in > choose one of thedisk sorUser-selected search path s.

C. To limit the search to match only whole words, check whole words only.
For example, if you search for the word Read , theword Reader will notbe
found.

D. To make the search case -sensitive, check Case -Sensitive. For example, if
you search fortheword text ,thewords Textand TEXWwillnot be found.

* Click Search button.

®* The resultsappear inthe page oder . Each item listed includes a few words of
context and an icon that indicates the type of occurrence. If necessaly, click

the plus sign (+) to expand the search results. Then select an instance in the
results toview th at instance in the PDF.

¢ (Optional) Click the New Search button to start a new search task.
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2.Movingand resizing search baox

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

To float the docked search box, please doub le-click the title bar ordrag it by
its title bar to ancther location in the work area.

To move the floating search box, drag it by its title bar to another location in

the work area.

To resize the search box, drag any comer point to adjust.

Todock the floating search box, double  -clickthe title bar ordrag it by the title
bar to its original location.

Working with Asian Languagesin PDFs

If you try to open PDF files for which the correct lan guage font kitshave no theen
installed on your computer, you w ill automatically be prompted by Foxit Reader

to download and install the required language font kits. As soon as you have the
correct font kits installed on your computer, Foxit Reader lets you view, search,

and print PDF documents with Asian (Traditional and Simplified Chinese, Japanese,
and Korean) language tex t.

Note: To open language spedific PDF files with Foxt Reader, Non -English
Language Font Kits must be installed under the same directory that Foxit Reader
application file FoxitReader.exe resides.

E-mailing Documents

E-mailingdocumentsisau seful feature . You may need to send a PDF fileyou are
reading to the customers to speed up your daily work, or an interesting story that
you want to recommend to your friends.

To e-maila PDF file, pleasedo the following:

* Choose Fil erclektiemadi buéon ] on the Toolbar.

¢ Systemdefaulte -mail application runs.
The PDF will be attached inthe e  -mail automatically.

Type the subjectand e-mailaddress > click Send.
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Saving Documents

Foxit Reader p rovides you with the power to do more when saving PDF
documents. You can save a PDF document without addtional usage rights in
many different ways. If the file permissions allow, you can also save comments,

form fields that you have added to a document, a s well as save PDF contents in

text format.

Saving a copy of aPDF

¢ Choose File > Save Asé
* [nthe Save As dialog box, enter the filename and location, and click Save.

Note: You can save the file only in PDF format  in the free Foxit Reader

Saving comments and formfield entries

Do one of the following:

# Choose File > Save
# Choose File >> eftarvine filehane& and location > Choose
Document and Annot  ations in Save What field > click Save.

Saving aPDF as a text file

¢ Choose File > Save Asé
Choose TXT Hes (*.txt) from the File s of Type Option in the Save As dialogbox
Choose the content range:
A. Savewholedocument 9 save the whole document asa text file
B. Save currentpage 0O only savethecurrentpageyou  are readingasa text
file.
C. Savepageinrange 0 enablesyou to select pagesasa text file
® Enter the filename and location, and click Save.

Saving aPDF as other file types

Choose File > Save Asé

Choose All Files (* .*) from the File s of Type Option inthe Save As dialog box.
Seledt to save Document  and Annotations or Document without changes in
Save What field.

Enter the filename and location, and click Save.

Note: This function allows PDF documents to appear, for confidential purposes, in
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different file types as ifthey were created on a different p latform other than PDF.

Closing Documents

To close a PDF document, please do one ofthe following:

® Choose File > Close.
* Press shortcut key Ctrl +W.

Exiting Foxit Reader

To exit Foxit Reader, please do one ofthe following:

¢ Choose File > Exit.

® Click the bi gClose button Fﬂ on Foxit Reader application window .

* Press shortcut key Ctrl +Q.
® (Optional) Right -click Foxit Reader icon inthe system tray and select Exit.

%M LY, 451PM
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Chapter 5 d Working on PDFs

With Foxit Reader, you can copy text and images to other applica tions, and view
PDF contents in a text mode. To leam more about this, please read the following
explanations.

Copying Text

The Select Text tool lets you select horizontal and vettical text or columns oftext in

a PDF. To copy text, click Select Text Tool TI on Toolbar or choose Tool > Select

Text on Menu Bar and do the following:

Selecting text

e Select a line of text : Move the cursor = toward a line of text you want to
select.

# Select a column of text: Put the cursor between the lines, move toward a
column of text and draw a rectangle over it.

¢ Selectaword: Double -clickthe word you want to select.

® Select multiple paragraphs through pages: Click at the start of the selection,
scroll to the end of the selection  without releasing your mouse

¢ Select all the text : Press Ctrl + A or select some text, right -click it and then
choose Select All .

® Deselect all thetext: Right -click the selected text, and choose Deselect All.

Tip: To select text, you can also refer tothe  Select Text Tool .

Copy ing text
Once you have s elected thetext,d o one of the following:

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

Pasting text

To paste the selected text on Clipboard to anather application, please follow the
paste command ofthe spec ific application.
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Copying Images

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

Taking a snapshot of an image

To copy an image, please switch to the Snapshat tool COF

# Choose Tools > Snapshot or clickthe snapshot tool on Basic Toolbar , and

the pointerchanges intoa  Cross i automatically.

¢ Hold the pointer overthe image and drag a rectangle around it.

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

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

* Pastethe selected image to other applications.

Taking a snapshot of a page
You can use the snapshot tool to copy the entire page. Both text and
images will be copied as an image.

Seleat the Snapshot tool by choosing Tools > Snapshot or click the snapshat

tool on Basic Toolbar.

Drag on the page to select content, click anywhere in the page, or right -click
anywhere in the page and choose 0Select AlIIlSG
Todeselectit,pleaseright <1 i ck anywhere in the page and cho

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

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

Paste the selected imageto o  ther applications.

Note: Theselected area willbe highlighted in blue.
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Copying a Combination of Text and Images as an Image

You can use the shapshat tool to copy the all selected content (text, images, or
both) to the clipboard or ather applications. Tex tand imageswillbe copied asan
image.

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

* Select the Snapshat tool by choosing  Tools > Snapshot or click the snapshat
tool on Basic Toolbar.

Draga rectangle around the text and images.

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

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

Paste the selected image to other applications

Using Rulers & Guides
Foxit Reader provides horizo ntaland vettical ruler guides to help you align and
position text, graphics or ather objects on the page. They can also be used to

check their size and the margins in your documents.

% 3BigPreview.pdf - Foxit Reader 2.3 - [3BigPreview.pdf]
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Rulers & Guides

A. Rulers B. Guides
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Displaying rulers
Please cho ose View > Rulers.
Hiding rulers

Please choose View > Rulers, or right -click the horizontal ruler or the vertical ruler
and then choose Hide Rulers.

Creatingruler guides
Do one of the following:

Drag down from the horizontal ruler to create a horizontal gquide, ordrag to
the right of thevertical ru  lerto create a vertical guide.

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

Moving ruler guides

Click and hold the guide, and then drag itto a new location.

Changing unit of measurement

Right-click the horizontal ruler or the vettical ruler, and select a measurement
system for the rulers.

Deleting ruler guides

Todelete a guide, clickthe guide tose lect it, and then press the Delete key.
To delete all guides on a cenrtain page, scroll to the page, right -click in the
ruler area a nd choose Clear Guides on Page.

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

Measuring the Objects

The Measure Tools enable you to measure distances and areas of objects in PDF
documents. The measure tools are especially usefulwhen you need to know the
distances or areas associated with objects in a form or computer -aided design
(CAD) drawing or when you want to measure certain areas of a document
before sending to a professional printer. The measure tools are available to
Reader users only if the PDF creator enables measuring functionality.
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When you use a measure tool, the tool dialog box disp lays the measurements of
the line segments you draw.

Measuring the objects

Choose Tools > Measure Tools > [measure tool nhame], or click the measure tools
on toolbar, and do any of the following:

® Select the Distance Tool % to measure the distance between tw 0 points.
Click the first point, move the pointer to the second point, and click again.
The measurements will appear on the page.

* Select the Perimeter Tool E_i to measure a set of distance between multiple

points. Click the first point to start, and then cli ck each point you want to
measure. Double -clickthe last point to end measuring.

* Select the Area Tool % to measure the area within the line segments that

you draw. Click the first point to start, and then click each point you want to
measure. After you hav e clicked at least two points, click the first point or
double -click the last point to complete the area measurement.

Note: You can also chooseto complete or cancel measurement by right -clicking
and choosing options from the context menu.

After selecting the measuring tool, do any of the following in the pop up dialog
box:

® To change the scaling ratio (such as 1:2) on the drawing areas, specify the
appropriate numbers in the tool dialog box. If necessary, change the unit of
measurement next to this ratio.

® Check Measurement Markup in the tool dialog box if you want the lines you
draw to appear as a comment. You can put the pointer over the
measurement with the Hand tool selected so that you can view the
measurement and annotation you have drawn.

Note: The object you draw will disappear when the Measurement Markup is
deselected in the tool dialog box.
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A. Select Distance Tool, and
set the scale ratio as 1 inch
= 2 inch in the pop -up
Distance Tool dialog box.

B. After you have completed

the measurement, the
object with distance and
the annotation appearsi n
the page.

You will see the actual

distance between these
two points is 3 inch . But with
the scale ratio (1 inch = 1
inch), the distance
displaying on the screen is
shown as 6 inch .
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Working on the measurement object

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

Moving the measurement object
M

e With the Hand Tool “_/ or Annotation Selection Tool B selected, click the

measurement object you want to move.
* Place the cursor over the object when the pointer changes into * , hold and
dragthe mouse tomove it tothe intended place.

Changing the length and orientation of the line segment

e

¢ With the Hand Tool f"i_.:"" or Annotation Selection Tool ['\\? selected, select one

of the resize comers m , you will see the pointer change into ‘%’ .

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

Flipping the measurement and annotation

You can reverse measurement and annotation of the object you draw.

A ) BRI o

Before flipping After flipping

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

My
® Select theHand Tool “-/ or Annotation Selection Tool D\i‘

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

Working on mea surementobjects as comments

The measurement objects can also be used as comments, as a result of which,
you cannot only set status, open popup note, delete, reply to the objects, but you
can also set properties, and set current properties as defautt for t hem.
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For the information of how to work on the objects as comments, please refer to
the corresponding sectionof 0 Ch ap tdeCro mBne nt s 6

Switching Between Basic Tools

The Foxit Reader Basic Toolbar consists of the Search Tool , Hand Tool, Select Text
Tool, Snapshot Tool, Typewriter Tool, etc. You can switch between these basic
modes by choosing commands on the Menu Bar or clicking the individual icons

on Toolbar. Only one mode can be chosen each time, and they can not be
obtaine d simulaneously.

Using Foxit Text Viewer

With Foxit Text Viewer, you can work onall PDF documents in pure textview mode.
It allows you to easily reuse the texts scattered among image s and tables, and
act s like Notepad. Also, you can adjust some settings to meet your needs.

Entering TextView mode
Do one of the following:

# Choose Tools> Text Viewer.

* Click the Text Viewer icon %’ on the Basic Toolbar
® Press the shortcut key Alt +9.

Customizing text viewer

As soon as Text Viewer is activated, you can use th e Text Viewer Toolbar to
customize your own work area. This Toobar is set to be invisible by default.

1. To show or hide the Text Viewer Toolbar, please do one of the following:

* Choose View > Toobars > check or uncheck Text Viewer. A check mark
indicates that Text Viewer is displayed.

* Right-click the Toolbar area > check or uncheck Text Viewer.

2. Changing text font when reading with Text Viewer

#* Click the Font button on the Text Viewer Toolbar.

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

is Courier New.

Font: Font style: Size:
Regular 14 | ok |
| Coerlien I 14PN
Diotum — | | Halic 16 B
B DotumChe Bold 13
)} Estrangelo Edessa | | Bold halic 20
B Euro Sign 22 —
Fooedsys 24
{} Franklin Gothic Mediur % 26 b
Effects Sample
[ ] Strikeout
Color:
I El=ck v | Serpt:
|‘.".|'estem V|
Note: You can change all aspects pertaining to text v iew font in the Font dialog

box, or you can also use individual buttons on the Text Viewer Toolbbar to change

font color andtoggle between regular style and Bold or Italic styles.

3. Toggling between regular style and Bold style

Click the Bold button on the Text Viewer Toolbar.

4. Toggling between regular style and Italic style

Click the Ital ic button on the Text Viewer Toolbar.

5. Changing thetext color

. A
#® Click the Color button on the Text Viewer Toobar.

® Text Viewer Colors dialogbox pops up.
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Foreground

red:
areen:

blue:

il

Backaground

red: |[255

green:| 755

blue: |255
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X

L

L

L

L

LR

ple

I

Ok H Cancel ]

® Drag respective sliders or type the value to change the Foreground (Font)
Color and Backgroun d (page) Color. You can preview the changes in the

box with a word

® Click OK to complete the procedure, or click Cancel to

changes.

6. Changing Text Viewer settings

# Click the Preference Setting button

0Sampl ed.

abandon the

on Text Viewer Toolbar.

* Thetext Viewer Settings dialogbox pops up.
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Text Viewer Settings

Current page width
Minimal width: 73 Auto Width
Keep Column Auto Rotate
Current document width
Minimal width: 73 Auto Width
Keep Column Auto Rotate

System default width

Minimal width: 75 Auto Width
Keep Column Auto Rotate
[ ok | [ Cancel ]

# Below arethe textviewer settings:

A

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

Minimal width & the valid value for this field is 0 -1024. It is set to 78 by
default.

Keep Column 0o for PDF tables or text columns, you can check Keep
Column to retain appropriate column in text viewer mode. It is checked
by defaut.

Auto Width & for PDF tables or text columns, you can check Auto Width

to keep proper width  between text automatically. It is checked by
default.

Auto Rotate 0 you can check Auto Rotate to ensure consistent
orientation with that of the printer. It is checked by defaultt.

Nawvigating in text viewer mode

1. Going tothe next or previous page

Do on e of the following:

Choose Document > Previous Page or Next Page on Menu Bar.

Click the Previous Page icon <] or Next Page icon [> on the Toobar or

Status Bar.
Put the cursor in the Document Pane, press the Left or Right Arrow on
keyboard tomove thepages up ordown .
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# Pressthe Space Bar or Shift + Space to move the pages up ordown.
2. Going tothe first or last page
Do one of the following:

# Choose Document > First Page or Last Page on Menu Bar.

* Click the First Page icon [|<] or the Next Page icon [>|] on the Toolbar or

Status Bar.
* Pressthe Home or End keys.

3. Going toa specific page
Do one of the following:
® Choose Document > >i@potthe speciicgpage reimber > OK.

® Input or select the specific page number on the Current Page Number Box

2/132 ¥ on Statu s Bar, and press Enter.

Note: Bookmark is not available in Text Viewer mode, athough it can be hidden or
shown.

Changing the magnification level of adocument

Do one of the following procedures:

1. Click the Zoom Out button f%' * or the Zoom Inbutton *' ™ on the Zoom

Toobar. Also, you may select a magnification percentage from these two
icons.
2. Choose View > Zoom In or Zoom Out . Or

or input a magnification percentage > OK.

Finding text in Text Viewer mode

To find text you are lookin g for, follow the steps below:

* PressCirl+F
* Type thetext in the Find What field.
* Select the search optionst o limit your search:
C. Match whole word only -- limits the search to match only whole words. For
example, if you search for the word Read , the wod Reader will not be
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found.
D. Match case -- makes the search case -sensitive. For example, if you search
for theword text,thewords Textand TEXWwill notbe found.
E. DirectionUp or Down -- setsthe search order from the beginning to the end
or from the end to beginning.
* Pressthe Find Next button or Enter.
Foxit Reader jumps to the first instance of the search term, which appears
highlighted.
& Press Enter repeatedly or Edit > Find Next, or Find Next shortcut key F3 to
continue searching thenextin  stances of the search term.

Note: The FAnd feld Fll ¢ is unavailablein Text Viewer mode.

Toread textin Full Screen mode

1. Toset Full Screen preferences, please referto  0Setting f ul | screen .preferen.
2. Toenter Full Screen mode, please do one of the following:

* Choose View > Full Screen.

* Click the Full Screen button on Toolbar.

3. To exit Full Screen mode:
® Press Esc key or

Fu
#* Click the Exit Full Screen button ““| on the screen.

Note: Search functionis alsoav ailablein Full Screen mode.
Copy ing textin Text Viewer mode
1. Select text

¢ Selectaword : Double -clickthe word you want to select.

* Selecta line oftext: Move the cursor toward a line oftext youwant to select.

¢ Select all the text: Press Ctrl + A or right -click the Document Pane > choose
Select All.

Copy ing text

Do one of the following:

65



FOXIT READER 3.

User Manual
¢ Choose Edit > Copy.
* Right-click the selected text > choose Copy.
* Press shortcut key Ctrl + C
Pasting text
To paste the selected text on Clipboard to ancther applic ation, please follow the

paste command of the specific application.

Note: This functionis only available for the userswho have bought Foxit Reader Pro
Pack or Form Designer .
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Chapter 6 0 Comments

A comment is a written note intended as an explanation, a n illustration, or a
statement of fact or opinion, especially a remark that expresses a personal
reaction or attitude.  You can type a text message or add a line, circle, or other
shape to make comments on PDFs you a re reading with Foxit Reader
commentingt ools. Most types of comments contain a pop -up window displaying
your name, date and time you created the comme nts, and a text message. Yaou
can also edit, reply, delete, and move the comments with ease . This function is
quite helpful to your studies and wor k if you have to make some notes on PDF
documents . You can create comments without purchasing Pro Pack, however,
evaluation marks will be added to your annotated pages. To get rid of these
watermarks, please purchase Foxit Reader.

About the Annotation Tools

Annotation tools make addi ng annatations on PDFs possible. There are various
annotation tools with different functions for you to choose: Typewriter Tools,
Drawing Markup Tools , and Commenting Tools . Thesetoolsthat are used to add or
create comments to  PDF documents are placed on the Commenting , Drawing
and Markup toobar s.You can also find these tools on the Menu Bar.

Founded in 99 FoxitSoftware Cf— Tex Markup
initially a network application comg
iFoxit’'s many popular products, Kol
Server were the major ones.

-
|

= Mote 2008-04-02 14:53:45[<

Starting| 5
Mote.

lon the o

field. In e

pecom int

Foxit's R Yy

lapplicaTors: 4

Types of comments in a PDF
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Showing or Hiding the Commenting Toolbars

The Commenting toolbar appears by default. To show or hid e some certain tools
according toyour preferences , please referto oShowingorhidingt ool bar 6

Selecting Tools to Add Comments

Do one of the following:

¢ Selecta type of tool  fromthe Commenting Toolbar
¢ Select Tools > Commenting Tools or Drawing Markup Tools from the menu
bar > selecta type oftool you  want to use.

Adding Note Comments

The most common type of comments isthe note comments. A note comment has

a note icon that appears on the page and a pop -up not e for text message. The
message box could be resized and will wrap when you enter much more text.

Read below to learn how  to add a note comment anywhere on the page or in
the document.

| :| Note icon
in 1994, Foxit Software Com
[ gT=Rat ¥ ala Bl alalal Talalifalalilialalaalaly]
Mote 2008-04-02 15:03:24 4 Close button
f  Foodt (e
Text message
% Mote Comment. 3
1 : eII

To add a note comment
* Click the Note Tool l-E-l on the toolbar or choo se Tools> Commenting Tools >

Note Tool on Menu Bar.
* Click where you want to place the note, or drag to create a custom -sized
note.
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Type text in the pop -up note. You can also use the Select Text tool TI to

copy and past e text from a PDF into the note, orco  py the note with Ctrl + C
to other applications.

Editing a note comment

Click the text message.

Make changes as needed

Drag its lower right cornerto resize thepop  -up note.

Click and dragthe title ofthe pop -up nat e tomove its position.

When you are finished, click the title of the pop  -up note, or click outside the
pop -up note.

(Optional) Do one of the following to ¢ lose the pap -up hote . A nate icon
appears to the right of the markup of the markup to indicate the presence of

text in the pop -up note.

A. Click the close button in thepop  -up note.

B. Double -click the markup.

C. Right-click the markup, and choose Close Popup Nate.

Deleting anote comment

L : :
Choosethe Note Tool —+— ,Hand Tool *“./ or Annotation Selection Tool % .

Do one of the following:

A Click the note ico n, and pressthe Delete key.

B. Right-click the nate icon, and choose Delete from the pop -up context
menu.

Using the Text Markup Tools

You can use Text Markup tools to indicate where text should be edited or noticed.
Text Markups do nat  change the actual text in the PDF. Instead, they indicate

which text should be deleted, inserted, highlighted or underlined. Text Markup
tools include Highlight Tool, Underline Tool, Strikeout Tool, Squiggly Tool,and  Caret
Tool.
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Text Markup Tools

| Button Tool Name | Descripti on
Highlight To mark important passages of text with a fluorescent
gl_ool (usually) marker asa means of memory retention or for later
reference.
Underline
Tool Todraw a line underto indicate emphasis.
Strikeout | Todrawa line tocross outte xt, making others know the text
-
Tool is deleted.
Squiggl . . - .
q_l_ogj y Todraw a squiggly line under. Similar to Underline Tool.
Replace Todraw a line to cross out text and provide a substitute for
= Tool it.
A proofreading symbol (*) used to indica te where
Insert Tool N : g
somet hing is to be inserted in a line

Using highlight, underline, strikeout , squiggly and replace toodl

1. Highlight ing, underlining , strikeout ing, squiggling or replacing text

# Choose Tools > Commenting Tools > select the Highlight Tool , Und erline

Tool , Strikeout Tool , Squiggly Tool or Replace Tool . Or

click the respective button on toolbar.
#* Click and drag from the beginning of the text you want to mark up.

2. Add ing text message to highlight, underline, strikeout, or squiggly marku ps

M

* Select the Hand Tool N , Annotation Selection Tool % or the
corresponding Text Markup Tool > right -click the markup > choose Open
Popup Note .

* Typetextinthe pop -up note. You can also use the Select Text tool TI to

copy and pastetext froma PDF intoth e nate, or copy the note with Ctrl +C
to other applications.
& (Optional) Do one of the following to close the pop -up note. A nate icon
appears to the right of the markup of the markup to indicate the presence
of text in the pop -up note.
A. Click the closebut ton in thepop -up note.
B. Double -click the markup.

70




FOXIT READER 3.
User Manual

C. Right-click the markup, and choose Close Popup Nate.
3. Deleting a highlight, underline, strikeout, squiggly  or replaced markup

Do one of the following:

L

¢ Seled the Hand Tool ./ , Annotation Selection Too | L\% or the

corresponding Text Markup Tool > click the markup > press Delete key.

M

e Seleat the Hand Tool "/ , Annotation Selection Tool I% or the

corresponding Text Markup Tool > right  -click the markup > choose Delete
from the pop -up Context Menu.

Using the Insert Text Tool

1. Indicating where to insert

# Click the Insert Text Tool on the toolbbar, or choose Tools > Commenting

Tools >Insert Text Tool.
Click the text where you want to insert this markup.
Type text in the pop -up note to indicate the text youwant to insert.
# (Optional) Do one of the following to close the pop -up note. A note icon
appears to the right of the markup of the markup to indicate the presence
of text in thepop -up note.
A Click the close button in thepop  -up note.
B. Double -click the markup.
C. Right-click the markup, and choose Close Popup Note.

2. Deleting the inserted markup
Do one of the following:

L™

#* Select the Insert Text Tool , Hand Tool "/ or the Annotation Selection
Tool % > click the caret markup > press the Delete key.
L

# Select the Insert Text Tool , Hand Tool "/ or the Annotation Selection

Tool % > right -click the caret markup >  choose Delete from the pop  -up

Context Menu.
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Using the Commenting Text Tool

Commenting Text Tool enables you to add most types of text edits, including
highlight, s trikeout, underline, squiggly and replacement. It has integrated the
Selec Text Toolwith TextMarkup Tools. When you select text with the Commenting
Text Tool, a menu of text editing options will appear on th e right click context
menu. Also , you can also use the Commenting Text Tool to add bookmarks for PDF
files.

Copying text
Choose Tools > Commenting Tools > Commenting Text Tool, or click the

Commenting Text Tool on the toobar.
Select the text you want to copy > right -click the selected text > choose
Copy.

Marking up text with edits
Choose Tools > Commenting Tools > Commenting Text Tool, or click the

Commenting Text Tool on the toobar.

Select the text you want to mark up > right -click the selected text, and then
r e f e Using the Téxt Markup Tools 6 .

Using the Drawing Markup Tools

Drawing Markup tools help you to make a nnotations with drawings, shapes, and
text message s You can use the Drawing Markup tools to mark up a document

with arrows, lines, squares, rectangle s, circles, ellipses, polygons, polygon lines,
clouds, etc. Drawing Markup tools provide ancther kind of comment . It is quite
useful when you have to make some shap esto mark the text or image. The table
below describe sexactly what Drawing Markup tools do
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Drawing Markup Tools

| Button Tool Name | Description

To draw something, such as a directional symbol, that is

7 Arrow Tool similar to an arrow in form or function.

/ Line Tool To markwith a line.

@ Square Tool | Todraw asquare shape having foureq ual sides.
Rectangle : , . .

=l Tool Todraw a four-sided plane figure with four right angles.

Lu';_j;u Circle Tool Todraw a planar region bounded by a circle

) Ellipse Tool | Todraw an oval shape.

To draw a closed plane figure bounded by three or

P Polygon Tool .
4 Y9 more line segments.

Polygon Line | To draw an open plan figure with three or more line
Tool segments.

Pencil Tool Todraw free -form shapes.

Pencil Rubber | An implement, acts as a piece of rubber, used for
Tool erasing the pencil markups

v
&
@ Cloudy Tool Todraw cloud vy shapes.
=

Dimension To draw a line with double -sided arrows, used for
Tool specifying dimensions.

Adding drawing markup

Consider the effect you want before selecting a drawing tool.

Choose Tools > Drawing Markup Tools, and select a drawing tool, or click a
drawing tool button on the toolbar.

Todraw a line, arrow, or dimension, drag across the area where you want the
markup to appear.

Todraw a square, rectangle, circle, or ellipse, drag across the area where you
want the markup to appear.

To create a polygon, polygon line, or cloud shape, click to create the start
point, move the pointer, and click to create each segment. To finish drawing

the shape, click the start point or double -click to end it. For polygon line, you
can end the drawing only by double -clicking.

To draw free -form lines using the Pencil Tool / , drag across the area to
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make any shapes you want. You can release the mouse button, move the
pointer to a new location, and continue the drawing.

To erase patts of the pencildrawi ngs, select the Pencil Rubber Tool & , Click
the pencil drawings, and click them again when an eraser appears on the
drawings.

Note: If you draw a cloud shapein a counterclockwise direction,the cloud comes

nward C} If you drawthe ines formingthe  shapein a clockwise direction,

outi

the cloud is created with the points outward .Y

Tips:

* Todrawa linethat is horizontal, vertical, or at a 45 degree angle, press Shi ft
while you draw.

¢ Todraw a square or circle with Ellipse Tool or Rectangle Tool, press  Shift while

you draw.

Editing, resizing or moving the markup

L™

Select the Hand Tool ./ |, Annotation Selection Tool [% or the

corresponding Drawing Markup Tool .

To edit or resize the drawing markup , select it, put the cursor on one of the
green points,and drag  one of the handles to make your adjustments.

To move the drawing markup , select it and put the cursor on one of the
segments todrag.

Toaddapop -upnote tothe markup, selectitand double -click the markup or
right -click it and choose Open Popup Note.

Deleting the markup

Do one of the following:

Selet the Hand Tool '/ , Annotation Selection Tool [% or the

corresponding Drawing Markup Tool > pressthe Delete key.

M

Select the Hand Tool "/ | Annotation Selection Tool [% or the

corresponding Drawing Markup Tool > right -click the drawing markup >
choose Delete from the Context Menu.

Grouping the markups

Grouping drawing markups enables you to combine them so that you can work
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with them as though they werea single dbject. Youcanmove ordeletethe group
set its status, change its appearance, etc.

-.'JTF'I"" . . %
Select the Hand Tool '/ or Annotation Selection Tool , and do one of the

following:

To group the markup s, select the markups you want to group by pressing
Ctrl > right -click on one of the selected markups, and choose Gro up.

To work with a group, select one of the markups and then w ork with the
group as other comments.

To ungroup the markups, select the group > right -click on it, and choose
Ungroup.

Using the Typewriter Tool s

The Typewriter Toolsinclude Typewriter Tool, C allout Tool, and Text Box Tool .

Using the Typewriter Tool

Typewriter Tool acts as a machine to product text on PDFsas a result of a user
manually pressing keys consecutively on a keyboard. You can use the Typewriter
Tool toadd comm entsanywhereonaPDF, whi ch doesnd6t appear as ant

Note: The Typewriter Tool can be used tofill forms.

See aso
OFi |l |l Fimd emoact i.ve for msoé

i |

I'm L:lSiﬂg thelTypeiwriter Tool.|

|

Typewriter comment

Adding comments with typewriter

¢ Choose To ols > Typewriter Tools > Typewrier, or click the Typewriter Tool

on toolbar. The Typewriter Toolbar appears.
¢ Putthepointer onthearea to typeany text youwant.
®* Press Enter if you want to start a newline.
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¢ To finish typing, clickanywhere outside the  text you have inputted.

Note: When finishing typing, the background with yellow by default appears to
indicate the flled entries, which will be invisible when you select other tools.

Editing the typewriter comment

¢ Choose Tools > Typewriter Tools > Typewriter, or click the Typewriter Tool

on the toobar.
Put the pointer between the letters  toactvatethe typewriter text field.
Do any changes to the text you have inputted. Use Backspace or Delete keys
to delete the characters before or after the pointer.
* To finish ediing, click anywhere outside the text field.

Tips: You can use the Arrow Key sto move the pointer right and left or up and
down.

Using the Spell Checker

After pu rchasing Foxit Reader Pro Pack or Form Designer, you  are able touse the

Spell Ch ecker if the security settings allow . When you are trying to insert any text

with Typewriter, you will be prompted to download Foxit Spell Check Language

component i f this package hasnot Qlek&estoi nstall ec
download this update

Todownload thisadd -on from the Foxit Website, seealso 0 Sp e | | Checkerbd

Missing Component Found

9 There is a certain component(Foxit Spell Chedk Language) missing for Foxit Reader.You
+ ' might need to download update from our website to display your file correctly.

Do you want Foxit Reader to get more information about this compaonent and show up
the Download Manager?

MOTE: this will reguire Internet access to Foxit server,

If you have installed Spell Checker, w  hen you use typewriter to insert any English
text, this tool will try to find any spelling errors and highl ight them with squiggly
lines.

* Rightclick on the misspelledwords, and you will see a list of suggested words.
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& Choose one of the suggested words to correct your input or ignore the
squiggly line.
Moving the typewriter comment

Do one of the following:

® Choose Tools > Typewriter Tools > Typewriter, or click the Typewriter Tool

on the toob ar, and follow the steps below:

A Put the pointer between the letters to activate the typewriter text field.
B. Move the pointerto the left  most or right most side of the text field .

C. When the cursor tums to be a squad arrow ‘%’ , hold down the mouse

and drag the typewriter comment to the intended place.

Tips:
O You can use Home, End or Arrow Key to move the cursor among
characters.
O When movingthe typewriter comment, a rectangle a ppears .
'.'.!-..Fl.':-' %
® Select Hand Tool “-/ or Annotation Selection Tool , Click the typewriter

comment, and move it tothe intended place.
Deleting the typewriter comment

Do one of the following:

® Choose Tools > Typewriter Tools > Typewrier, or click the Typewriter Too |

on toolbar. Position the cursor to the ending or beginning of the text, drag the
cursor to select themall, and press the Delete key.

* (Recommended method) Click the Annotation Selection Tool I:% or Hand

M

Tool "/ | right -click the text field, and choose Del  ete.
Note: You can also add a pop  -up note to the Typewriter Comment with the
following steps:

fj‘Fl.:_.
O Select the Annatation Selection Tool % or Hand Tool *-' .

O Right-click the typewriter comment.
O Select Open Popup Note, and add anytext message.

77



FOXIT READER 2.
User Manual

O Toclosethe Popup No te, click the Close button at the top right corner of
the message box, or right -click the typewriter comment and choose
Close Popup Nate.

Setting typewriter preferences

To set the typewriter preferences, please refer to the Format Tools. To show the
Format Tools, you can goto View > Toolbars > Format Tools.

Format Tools

Fant:|Helveﬁca leZ v| Al |IS || M

1. Madifying current font style, size and color of the typewriter

* To modify font style, drop down the Font list bax, and select the font you
want.

* To madify font size, drop down the Font Size list b  ox on the Typewriter
toolbar, and select an ideal size for your text.
* To change the color of the current typewriter font, click the Color button

on the Typewriter toolbar, and select a kind of color you want to apply

to.
* To apply the bold formatting to the current typewriter font,  click the Bold

button on the Typewriter toobar.
* To apply the Italic formatting to th e current typewriter font,  click the ltalic

button on the Typewriter toolbar.
2. Aligning text

You can set the alignment of any inputted text using the text-align buttons .
These buttons can be used to set the alignment for text in mutiple lines.

To align text to the left, click the Align Left button on the Typewriter

toolbar.

To centertext, click the Center button on the Typewriter to obar.

Toalign text to the right, click the Align Right button on the Typewriter
toolbar.
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3. Changing current character space and scaling

# To change the character space of the current typewriter text, click the

Character Spacing button on the Typewrite r toolbar. The Character

Spacing dialogbox appears
# Tochange character space,enter the intended value inthe Point box, and
click Ok to change.

Note: Th e Expanded radi o button is chosen by d
unchecked. And the value inputted shoul dbe>=0.

* To change horizontally the font scale of the current typewriter text, click the

Character Scaling button __ on the Typewriter toobar, select a

percentage from the drop  -down menu, or click More gption ~ sto manually
entera custom ized percentage.

Adding comments in a text box or callout

Callout Tool and Text Box Tool are designed for users to create comments in a
callouttextbox or abox.

Callout text boxes are especially useful when you w ant to single out (but not
obscure) a particular area ofa document. Callout text boxes include three patts:
atextbox,a ke enline,andanend -pointline.

r -

t Softwrara|Callout |s m
| eprgineers working in fiv

Foxit PDF Core Technol¢
i Foxit PDF User Intertace

Atextbox isa rectangle of any size, possibly with a border that separates the text

box fromthe rest of the interface, allowing the userto input text i nformation. Atext
box wusually remains visible on the dowument pag
note.
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About Our Goal

Text box
iFoxit Software has posi
itechnology solution provi
alternative to Adobe for

Note: You can add commentsto Japanese, Chinese, and Korean text with the
Callout Tool or Text Boxtool, but you must have the Eastern Asian Languag e

module installed. Callout text boxes and Text boxes allow for horizontal text only.

Adding a callout or text box
Choose Tools > Typewriter Tools > Callout/Textbox, or click the Callout Tool

D\ or Text box Tool D on the toolbar.

Click the place where youw  antto insert the callout ortext box.
Type the text. Text wraps automatically when it reaches the right edge of the
box.

Resizing, moving, editing or deleting a callout or text box

M.
Seled the Hand Tool ;_\1_2-,: or Annotation Selection Tool I:Q , and do one of the
following:
To resize the callout ortext box, select it and drag any of the handles to resize
it.
To move the callout or text box, select it and dragto the intended place.

Toadd apop -up noteto the callout ortext box, double -click it or right -click it
and choose Open Popup Note.
Todelete the callout or text box, select it and press Delete, or right -click it and

then choose Delete.

Setting callout or text box preferences

Please refer to 0Setting typewriter pref _erences 6 .
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Changing the Appearance of Markups

You can change the color and appearance of comments or markups before or
after you create them. Also, you can set the new look as the default appearance
for that tool.

Changing the appearance ofNote Comments

1. After you create a hote comment, right-click the nate icon, and choose Open
Pr oper t disglydhetNate Properties dialog box.

Note Properties E|

Appearance | General | Review History | Mo 4 *

Color |

Dpacity: 100 %

2. Inthe Note Properties dialog box, do any of the following, and then click Close:

Click the Appearance tab to change the colorand opacity of  the comment .
Click the General tab to change the authorod
comment.

¢ C(Click the Review History tab to see the  history of changes peaple have made
to the status ofa comment during a review.

See dso
oSettinga st at uso

Click the Note Type tab to change the type of icon used.
Select Locked at the battom ofthe Note Properties dialog box to prevent the
comment from being aktered or deleted.

e Usethebutton '* * at the top right corner  of the Propetties dialog box to

choose any tabs.
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Changng theappearance of Text Markups

Appearance | General | Review Histary

Color:

Qpacity: 50 %0

* Follow the steps of 0Changing t he appearance of Not e
® There isno Note Typetab in Text Markups settings.
Changing the appearance of Drawing Markups
Appearance | General | Review History
Thickness: ¥
Border style: | Solid e
Calar: .| Eill color: '
Line starting: |Mone v Line ending; |Mone "
Qpacity: 100 % (] show text in line

In the Propetties dialog box, do any ofthe following, and then click Close:

® Click the Appearance tab to change such optionsas the color , opacity and

type of icon used. The type of the comment selected determines which

opt ions are available.

* Click the General tab to change

comment.

t he
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# Click the Review History tab to see the history of changes peaple have made
to the status ofa comment during a review.

See also
o%ettinga st at uso

* Select Locked at the bottom of the Properties dialog box to prevent the
comment from being akered or deleted.

Note: Theappearance oftypewriter comments canno  t be changed.
Changing the appearance of Typewriter Markups

Text HBox Properties E'

izeneral | Review History

Author:

Subject: | Typewriter

Created: 2007-10-08 09:50:20 +08:00

Modified: 2007-10-08 09:57:23 +08:00

® Clickthe Gener al tab t o
comment.

change the authords name

Click the Review History tab to see the history of changes people have made
to the status ofa comment duringa review.

See dso
O0Settinga st at uso

®* Select Locked at the bottom ofthe Note Properties dialog box to prevent the
comment from being akered or deleted.
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Changing the appearance of a text box or callout
Pl ease rGhdnang the appeadance of Drawing Markups 0.
Setting the defaultlook for a tool
You can set default properties for any type of markup S so that subsequent
comments you create share the same icon and color properties.
* Choo sing the Hand tool, or the Annatation Selection tool, orwith the curre nt

comm ent tool selected, right -click the comments , and select Set Current
Propertiesas Default inthepop  -up Cont ext Menu.
* Al comments you create using this tool will display the propetties you set.

Working on Comments

View ing comments

® The comment isdisplayed in the popup note or on the markup icon and act s
asa tookip when the popup note is closed.

¢ |f you input the comment with too many lines, it will only sh ow some of the
comment while the rest  will be displayed as suspension points when the cursor
is move d outside the popup note. Click inside the message box tov iew it with
scroll bar.

Setting a status

Settinga datus is uselul for keeping track of comments thatyou haveread or that
require further action. You can use the  status to indicate which comment S you
wanttoa ccept, reject, cancel, complete or exportto otherdocuments

By setting the review status , you can show or hide a certain set of comments, and

let review participants know how you are going to handle the comment. Once
the review statusis set,you cannot remove the review status display from history in
the Review History list, even if you change the review statusto None.

By setting the migration status, you can confirmwhether  the comment is exported
to other documents and let review par ticipants know the results. Once the
migration status is set, you cannot remove the migration status display from history

in the Review History list, even if you change the migration statusto None.
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Changing the status of acomment:

& With the Hand tool , Annotation Selection tool or the corresponding tool

selected, right -click a comment you want to change the status of, choose Set
Status > Review orMigration fromthepop -up Conte xt menu, and then select
an option.

* Toview a markup &s history of changes :
A Right-click the markup, and then choose Open Propetties.
B. Inthe Properties dialog box, click the Review History tab to view the history
of status changes people have made to a markup.

Reply ing to comments

Replying to comments is  uselul in shared reviews, when paticipants can read

e a ch o tcémments.sThey can also be used by review initiators to let reviewers
know how their suggestions are being implemented. All replies appear in the
popup not e and are listed below the original comment. You can view the
respective reply with the reply title and mark.

1. Reply ing to original comment sin the pop -up note

# Using the Hand tool , Annotation Selectiontool,  or the corresponding
comment tool > openthepop -up note for the comment.
*+ Right-click the origihalcommentand  select Reply this topic, or right  -click

the comment icon and select Reply.
* Type your reply in the text box that appears in the pop -up window.

2.Respondingt o ot her coementswer s

* Using the Hand tool, Annatation Selection tool, or the corresponding
comment tool > openthepop  -up note for the comment.
# Right-click ot her r egormmeentand sekect Reply thistopic

* Youwill seea mark at the top | eft corner of other
and type your comments in the text box that
comment.

3. Delet ing the reply message

Inthe nate pop -up window, right -click the Text message window and click
Delete thistop ic.

Note: Right-click the comment icon and select Delete will remove this markup
but nat the reply message.

Import ing &export ing comments
Pleasereferto 01l mporting & Exporting Comments Databo
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Sending Annotated PD Fs

Foxit Reader makes it easy for users to share reviews. You can send your
annctated PDFs to any reviewers to see and respond to your comments.

To send an annotated P DF file, do the following:

Click on the Save button =l to save all the comments you have made.

Close the PDF file.

Re-open the file with Foxit Reader > click on the Email button @ to send it

out.
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Chapter 7 0 Forms

Foxit PDF Reader 2.2 is extremely uselul for form filling and form des  igning. Please
read below for more information.

General Info rmation

There aretwo kinds of oform 6files. First isa PDFfile with fillable field s,which
enable syou to fill the form directly by clicking the form fields without using other
features. This is called an Interactive PDF Form . The other kind of form isa plain PDF

file with lines and texts , which should be filled with the typewriter feature in  Foxit
Reader . This is called a Non-interactive PDF Form .

You will need to navigate and adjust views ofa form in exactly the same way that
you do in odinary PDFs.

Interactive Form

For interactive form s, you will see a document message bar appear between the
Reader toolbars and the form itself. ~ To hide this message bar, please click the

-

drop -down button and select Hide Document Message Bar. If you do not

wantto s ee it again when reopening this file, please choose Advanced > Form
Utilities > Always Hide DocumentMessage Bar. To show it, redothe steps.

This document contaings interactive form fields. [ Highlight fields o

The lett side of the message bar typically informs you that thisdocument is a

fillable form. The right side of the message bar has some buttons. The first is a
Highlight Fields button, which colors the backgrounds of all blanks to be filled in

and outlines any required blanks, making it easy to see them at a glance. Check
or uncheck it to meet your need.

The other button & enables you to select what fields you want to highlight

Check All Fields to highlight all the interactive fields, or uncheck All Fieldsto select
some certain fields to be highlighted.

See also
0Setting formdis pl ay preferencesbod
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Non-interactive Form

Thedocument message bar  will not appear . This kind of form acts likean ordinary
PDF document that has plain text and youwill need touse the Typewriter feature
tofill in this form.

Filling in PDF Forms

PDF form operation : Foxit Reader allowsyouto fillin  PDF forms and print them out.
These basic features are free for both personal and non -personal usage.
Moreover, Foxit Reader supports advanced form operations, such as saving
filled -out forms and import/export forms. These advanced features are free for
personal usage only. For business or commercial us e, additional licenses need to

be acquired in order to use such advanced features.
FHlling interactive forms

If a PDF form contains interactive form fields, you can fill in the form with the Hand

by ! f Fl.':-'
Tool "~/ . When you place the pointer over an interactive form field, the pointer

icon changesto one of the following:

¢ Pointing Finger iﬂn} -- Appears when the pointer is over a button, radio button,

checkbox, oritemonali st.

*  Arrow % -- Appears when you can select an itemin a list of options.

e Ilbeamicon I -- Appears when you can type text into the form field.

To fillin an interactive form, please do the following:

M
e Ifnecessary, selectthe Hand tool '/ .
& (Optional) To make form fields easier to identify, check the Highlight fields on
the document message bar. Form fields appear with a colored back ground
(yellow by defaul).

® Click in the first form field you want to fill in, either to select that option or to

placean!| -beam pointer L in the fied so that you can start typing.

¢ Right-click the text fields, and choose Paste or Select Al to do other
operations.
®* After making a selection or entering text, do any of the following:
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A PressTab or Shift + Tab toa ccept the formfield change and go to the next
or previous field.

B. Press the Up arrow key to select the previous option in an item of list, or
press the Down arrow key to select the next option.

Note: Ifthe current form field is a single -line text box, you can press Entert o
accept your typing and deselect the field. You can not start a newline intext
box. Ifthe current field is a check box, pressing Enter turns the check box on or

off. In a mutiine text form field, pressing  Enter creates a paragraph  return in
thesame fo rmfield.

* After you fill in the form fields, do one of the following:
A. Click the submit button if one exists. Clicking this button sends the form
data to a database across theweb or overyour company intranet.

B. Click Save icon on toolbar, or choose File> Save.

C.Choose File > Save Asé, and specify a locat

Note: If the form author gave Reader users extended rights, the saved copy will

include the entries you made in the forms. Otherwise, the saved copy will be
blank.

# Print the form.

Clearing a formentry

Click one oftheform fields, and use the Backspace key or Delete key.

Clearing unsaved form entries

Choose Advanced > Form Utilities > Reset for mé
Clearing aformin a browser

Do either of the following:

® Select the reset form button ifonee x i st s. You candt undo this a
* Quit the browser, and start again.

Note: Cli cking the web br owser ds Rel oad for Refres
button, or following a link to another page may not complete clear the form.
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Filling lengthy entriesin f orms

Some PDF forms can contain dynamic text fields, which change s the text you
input in size to accommodate the text fields. The text appears smallerand smaller

when the words you type exceed the current size of the field. When yeoubd

finished typingand the field is deactivated, the text field displays all of the typed
text in smaller size.

Spell -check ing formentries

You can spell - check the text you typed in form fields after purchasing either Foxit
Reader Pro Pack or Form Designer if the security sett ingsallow .

If you haveingtalled the  Spell Checker, when you insert any English text inthe form
fields, the spelling errorswillbe high light ed and underlined with  squiggly lines.

To spell-check entries, do the following:

Right-click on the misspelled w ords, and you will see a list of suggested words.
Choose one of the suggested words to correct your input or ignore the

squiggly line.
¢ |f all the suggested words are naot the exact words you want to input, try to
correct them with other words.

Flling non-interactive forms

If a PDF form containsnon -interactive form fields, you can fill in the formwith the

Typewriter . When you place the pointer overan non -interactive form field, the

basic pointer icon doesnd6t <change.

Non -interactive PDF forms can be prin  ted and filled in by hand. Or, you can click

the Typewriter icon or choose Tools> Typewriter Tools > Typewriter Tool to type

information over the blank form fields and then save or print a copy of the
completed form.

To use the Typewriter Tool to fill t he non -interactve forms and spell -check the
entries,pleasereferto oUsing the Typewriter Tool 0

Comment ing on forms

You can comment on PDF forms, just as on any other PDF. You can add
comments only when the form creato r has extended rights to the users.
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Whether or not these comments are included when the form is submitted
depends on how it is submitted. For example, if you use Foxit Reader to print the
form for mai ling or faxing, the comments do no t appear. But if you a ttach the
filled -in form to email as a complete PDF, the comments are included. Also, you

can send the comments separately asan email attachment.

See dso
0O Comment so6

Import ing & export ing form data

Please referto 0 | mp or t i ng RormEXxaptoardt i n g

Form Designer

Foxit Form Designer is a group of tools in Foxit Reader that can be used to create
interactive forms. With Foxit Form Designer, you are able to add push buttons, text

fields, chec k boxes, combo boxes, list boxes or radio buttons to create an
interactve PDF form and specify their properties. The easy-to-use Foxit Form
Designer enables you to quickly design forms and make changes to the PDF forms

if you are authorized to modify them

Foxit Form Designer is not free. You may evaluate form designer functions before
buying i. If you do so, evaluation marks will be added to the top -right comer of
the madified pages. But after you purchase a license of Foxit Form Designer, you
willbe a ble to get rid of the evaluation marks.

Note: The license automatically covers all the features that are available in Pro
Pack. Also, you willbe authorized to use Spell Checker if you purchase Foxit Form
Designer.

Overview

Foxit Form Designer offers six basic tools for you to create a form. The following is a
table ofthe six formtools and their respective descriptions.
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SixBasic Tools

Description

Creates an interactive form element to intiate certain

Push . . . "
3 Button predefined actions, such as opening a file, submitting data
Tool to aweb sewver, or resettinga form. This button can also be
customized with images and text.
Radio _ _
O Button Presents a group of choices from which the user can select
.
only one item.
Tool
Check Presents yes-or-no choices for individual items. If the form
Box Tool contains multiple check boxes, users can select what they
want.
= Combo Lets the user either choose an item from a pop -up menu or
Box Tool | typeinavalue.
LI‘T'toifx Displays a list of o ptionsthe user can select.
Text Field | Lets the user type in text, such as name, address, phone
Tool number, etc.
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Foxit Software Company

~--- Personal Information

First Name: |
Last Name: I
Text
Address | | Field
| |
-
States: ICA - California l_:

Zip/Postal Code: |

Push Button
clear
|

Country:

US - United States E 1

Combo Box

- Contact Information

How to Contact You?

(#)Phone () Email
Email:
W will never gell or diacloss What i3 your E List
P R——— currant Fulltime{Days) &
R avalzeiny? Fulltima(Swing) Box
User 51 CTRL ey &
seact mane fhan ang
Re-enter I | Awsiability:
Email: Must maten the emal addreas [
you just enterad shove.
) Check Box
Fhaone: I | ] FutmeGraveyard)
[ waskands Qriy
Fax: | |

mMea3EQE sUDjEC
O Helpmy brotheriaisier ia dr

me crazy!
Jifs ime for them to retire?

i O How can | tell my fatherm
Q
Radlo () I'm exzspersted with an sukwerd partner!
) How do | atop my family members from intsrfaring?
Button (1 Othera:

A PDF Form

In Foxit Reader, you can create form fields by dragging the selected form field on

the document page to yo

ur preferred location. You can name the form field and

define the size either using the mouse or through the attribute setting. For each
field type, you can set a variety of options through the form field Properties dialog

box.
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Creating interactive forms

With Foxit Form Designer, you can either create an entirely new interactve form
from a blank page oradd form fields to an existing electronic form.

To start from a blank page, please do the following:

Download a blank PDF at

https:/Avww.foxitsoftware.convpdf/readerblank.pdf

(Optional) Open Foxit PDF Editor > click on the New button to create a blank

PDF page > save this page as a pdf file.

Open the blank page with Foxit Reader, and then use Foxit Form Designerto
add form fields.

To edit an existing form, please open it with Foxit Reader, and then use Foxit Form
Designer to add form fields or do any necessary changes.

Note: Toaddtext before or atterthe form fields, you can either choo setouse Foxit
PDF Editor or refer tothe Typewriter Tool .

Using push button tool

You can create a new push button wit h push button tool.

Creating anew push button

In Foxit Reader, select push button tool by clicking its button [ on Form Toolbar

or choosing Tools > Advanced Editing Tools > Push Button on Menu Bar, and do
one of the following:

Drag to create a push button of the required size.
Double -click the page to create a push button using the default size.
* |n the Button Propetties dialog box which opens automatically, select

property options to specify the push button behavior.

See dso
0Setting push button propertieso

Moving andresizing a push button

After you create a push button, you may need to move or resize it to give the
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page a cleaner, more professional look.
¢ To move a push button, select Annotation Selection Tool I:% or push button
tool ':', click and dragthe button to move it to a new location.
* To resize a push button, select Annotation Selection Tool I% or push button

tool ':', click to select the button, and then drag a border handle.

Deleting a push button

& Select Annota tion Selection Tool I:% or push button tool ':', click the push

button you want to delete.
# Press Delete, or right -clickthe push button > Delete.

Creating multiple copies of a push button

You can create multiple copies of a push button. The new push button nam esare
based on the original push buttons and appended with a number. However, you

are able to create them with the same names. In addition, all the new push
buttons are created sequentially, using standard array format.

® Select one or more push buttons tha t you want to copy (press Shift or Ctrl
when clicking to select more buttons).

® Right-cl i ck one of the buttons > Create Multiple
* [nthe Create Multiple Copies of Fields dialog box, do the following:
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Create Multiple Copies of Fields

Mumber of Fields

4

Copy selected fields down (times) 2

Copy selected fields across (times)

Cverall Size(All Fields)

Change Width (in) 0.06

4

Change Height (in) 0.06

4

Cwerall Position(All Fields)

Left Right

[v] Preview [ ]5ame Mame

| Ok | | Cancel

The Create Multiple Copies of FHelds dialog box

A To specify the rows to be created, enter or select a number in Copy
Selected fields across (times). The default number is set to 2.

B. To specify the columns to be created, enter or select a number in Copy
Selected fields across (times). The default numberi s set to 2.

C. To specify the width of the area in which the columns of fields appear,
enteror select a numberin Change Width (in). The default number is set to
0.06.

D. To specify the height of the area in which the columns of fields appear,
enter or selecta numberin Change Height (in). The default number is set
to 0.06.

Note: The wi dt h and hei ght values dondt <change t
fields but designate the size of the entire area for all the selected and newly
created fields.

E. To change the posi tion of buttons, use the Up, Down, Left, and Right
buttons in the dialog box.
F. Click Preview to apply the results.
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G. Click Same Name to apply the names of original buttons to the newly
created buttons, and click OK.

Note: Copies of push buttons function indep endently of each ather. You can
use a different procedure to duplicate push buttons, creating an information -
sharing relationship among these buttons.

Duplicating a push button across multiple pages

¢ Select the push button that you want to duplicate.
# Right-cl i ck the button > Duplicateé

Note: The Dupli cat e command i sndét available for fo
& Do one of the following:

A. To duplicate the push button on every page in the form, select Al, and
click OK.

B. To duplicate the push button on a limited ra nge of pages, click the From
button, and type the starting and ending pages on which you want the
button to appear. Click OK.

Note: Enter the page number including or nat including the page on which the

button originally appear stiothmeaesnn@ludingthatf ect t he du
page wonodot <c¢reate a second copy on top of the o
wonot remove the original button.

Setting push button properties

How a push button behaves is determined by settings in the Button Properties
dialog box. You can set properties that apply formatting, determine the
appearance and actions, and so forth.

The push button has a General tab, Appearance tab, Actions tab, and an
Options tab. Besides, there are two items on evely tab:

U Locked & When selecte d, prevents any further changes to any push button
properties.

i Close 0 Applies and saves the current button properties, and closes the
button properties dialog box.

Note: If you select Locked on any tab, it will lock all options for the button, but not
just the options on that tab.
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