Using the PDF Editor

1.Erase

After your scan comes in, you can make edits to the page: crop and straighten
it, remove stray marks and background noise, and erase or even redact (black
out) parts of the text. To use these features:

1. Open the scan in the Edit view

2. Select the page you want to edit

3. Click the Edit PDF Image button on the main toolbar

4. Make your edits

5. Click Commit Changes
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In non mauris justo. Duis vehicula mi vel mi pretium, a viverra erat efficitur. Cras aliquam
est ac eros varius, id iaculis dui auctor. Duis pretium neque ligula, et pulvinar mi placerat
. et. Nulla nec nunc sit amet nunc posuere vestibulum. Ut id neque eget tortor mattis
tristique. Donec ante est, blandit sit amet tristique vel, lacinia pulvinar arcu. Pellentesque
! scelerisque fermentum erat, id posuere justo pulvinar ut. Cras id eros sed enim aliquam
lobortis. Sed lobortis nisl ut eros efficitur tincidunt. Cras justo mi, porttitor quis mattis vel,
ultricies ut purus. Ut facilisis et lacus eu cursus.

In eleifend velit vitae libero sollicitudin euismod. Fusce vitae vestibulum velit. Pellentesque
vulputate lectus quis pellentesque commodo. Aliguam erat volutpat. Vestibulum in egestas
velit. Pellentesque fermentum nisl vitae fringilla venenatis. Etiam id mauris vitae orci
maximus ultricies,
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2. Redact Sections

1.0Open the PDF

2. Go to the Document menu on the PDF editor’s toolbar
3. Select Redaction > Mark for Redaction

4. Draw a rectangle around the area to be redacted, OR ...
5. Drag the cursor across text to be redacted
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Note that you can still resize the rectangle after you've drawn it. The rectangle
will appear transparent at this stage. To preview what it will look like once

you ve finalized the redaction, hover your mouse over the rectangle.

Redact any other portions of the document you’d like. Once you’ve marked all
of the sections

you want redacted, finalize the redaction:

1. Go to back to the Document menu on the PDF editor’s toolbar

2. Select Redaction > Apply All Redactions



This will mask the affected areas and remove any underlying OCR text from
those areas.

3. Fill Out Forms

Some PDF forms are “fillable”, meaning that the form has been set up for
filling. You will know if a form is fillable because the mouse cursor will
change to an “insert” cursor when you mouse over a field. To fill in the field,
just click 1n it and type.
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=] his document contains interactive form fields. Highlight Form Fields ~ W
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folder or computer desktop. Close this file and open the saved file.
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Please fill out the following fields. Important fields are marked yellow.

Given Name: | Nick |
. Family Name: I Rodriguez l
Address 1: House nr: I:I
Address 2: —

If the form won’t let you click in the fields and start typing, it means the form
isn’t “fillable”. That doesn’t mean you can’t fill it out, it just means that the
form hasn't been set up with any fields. The Typewriter section, below, will
show you how to fill out these forms.

TypeWriter

FileCenter offers a Typewriter feature so you can add text anywhere on a
PDF. You’ll find this very useful with forms that aren’t fillable.



Click the typewriter button, then click where you want to start typing. Before
you begin, notice that you can set the font.You can also change fonts midway
through your typing. If you want to always default to the selected font, click
Make Default. When you’re done typing, hit the Esc key on your keyboard to
close the tool.
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Name (First, ML, Last) | Social Security Number
Hilda 1123456789 _
e e Mailing Address =T s =
City, State, and Zip Code
1
—_ Telephone Alternate Phone
If under 18, please list age Email
2 Job Type
J— Days/hours available to work
OThaveno (O Mon. 0O Tues. 0O Wed. O Thurs. 0O Fri. O sat. 0O Sun.
preference.
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