extPDF FormPFiller User Manual

Introduction

In today's world, if you have received a PDF form from the Internet, and you would like to fill in
the form with a free version of the Adobe Reader. You may feel headache about that, cause the free
version of the Adobe Reader only allows users to fill the form and print it out, without saving it. It
is inconvenient to all of you.

However, with our NextPDF FormFiller, such a problem is no longer exist. It enables you to easily
fill in, save and print out a PDF form in your computer. It is easy to use, it only requires a free
version of the Adobe Reader 8 or above, then you can fill in the forms and save your forms
whenever and whatever you want.

Sophisticated functions of NextPDF FormFiller include:

Supports different output formats, they are simple PDF form, flatten PDF form, FDF and
XFDF files.

Opens different formats, they are PDF form, FDF form and XFDF form.
Can be filled with the words of English, Chinese Traditional and Chinese Simplified.
Provides automatic E-mail As Attachment when finish filling forms.

Switch to different languages' user interfaces easily, they are English, Chinese Traditional
and Chinese Simplified.

Besides, for easy management of the PDF documents, NextPDF FormFiller added a lot of useful
tools, they are:

Add Watermark in batch or single file.

Add Background in batch or single file.

Set the PDF Security in batch or single file.

Convert PDF documents into text format in batch or single file.
Merge PDF files.

Filter PDF pages from a PDF document.

Add Signature to PDF.

Add a Stamp to the PDF.

*Note: You must have Adobe Reader installed in you system in order to use this application.

You may need owner passwords for the PDF documents.
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Installation

Simply place your "NextPDF v3.x" CD into your CD-ROM drive. The autorun program starts
automatically. If not, click the "My Computer" icon and then click the icon representing your CD-
ROM drive to open it. Locate the autorun program in the CD-ROM folder and double click on it to
start it.

1. The "Installation" screen (Fig. 1) appears, press <Install NextPDF FormFiller> to continue.
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Install MextPDF

Enter the fallowing information to perzonalize your installation.
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Fig. 1 Fig. 2

2. In the "Personalize Detail" screen (Fig. 2), enter your Name, Company and Serial Number.
Your Serial Number is printed at the first page of this booklet.

3. Select your desired language version to install (Fig. 3). You can view and input the English,
Chinese Simplified and Chinese Traditional characters even if you have installed an English
version.
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Fig. 3

4. The installer will extract the file to your local computer (Fig. 4), please be patient.
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5. The installer will proceed to install NextPDF FormFiller (Fig. 5). Just follow the instruction

to complete the installation.

i NextPDF Form Filler Setup
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Welcome to the NextPDF Form
Filler Installation Wizard
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it NextPDF Form Filler, Setup

Updating System

The features you selected are currently being installed.
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/‘ x

Itiz strongly recommended that pou exit all Windows programs
befare running this setup program

Click Cancel to quit the setup program, then close any programs
you have running. Click Mest to continue the installation.

WARMING: This program is protected by copyright law and
international treaties.

Unautharized reproduction or distibution of this program, ar any
portion of it. may result in severe civil and criminal penalties, and
will be prosecuted to the maximurn extent possible under lav.

“ize Installation Ywizard?

Fig. 6

6. The installer will then install and register the core components in your hard disk. This step
usually takes 2 to 5 minutes(Fig. 6). When it is done, press <Finish> to continue.

7. The last step is to register your copy of NextPDF FormFiller. Select an option and press
<Next> to continue. You will be entitled 90-day free telephone and email support service
upon the registration. (Fig. 7)

fidl Formiler Tookine | G NextRDF FormFiller
:‘ﬂ Settings

xtPDF Form Filler Installer

FEIR Form Filler

Well Develop

'sta-

Uzer Registration

‘r'ou will be entitled 30 days free telephone/e-mail support and version upgrade [retail
wversion only| by registering your NextPDF Form Filler.

- Select Registration
" Online Registration via Internet.

" Print Registration Fom [By Fax)

Back ] Mewt | Exit

Well Develop International Limited

8. After that, the installation is completed. You can found an new icon in your menu "Start" —
"All Programs" — "NextPDF 3" — "FormFiller Toolbox" — "NextPDF FormFiller".(Fig.
8)
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Uninstallation

I. In menu "Start" — "Settings" — "Control Panel", select "Add/Remove Applications"

option. (Fig. 9)
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Fig. 10

2. In the "Add/Remove Application" screen (Fig. 10), select "NextPDF FormFiller" and press

<Remove> to confirm.

3. Removing NextPDF FormFiller will keep your PDF document files untouched.

Well Develop International Limited
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Output Formats

NextPDF FormFiller allows you to create different formats to save the filled data, they can be a
PDF form, a flatten PDF form, a FDF file or a XFDF file.(Fig. 11)

S YN Toolbox (71 Help (H)

Oukpuk {2 ¥ | w Form (E) (Editable)
] Flatten Form {1 (Wiew Only)
v Preview(E) YFDF
Email As Atkach L(E
rnail fis Atkachment (E) FOF
Language (L) r
Fig. 11

PDF Form (.pdf)

If you want to edit you PDF form in the near future, you can choose to save it as PDF form. It is the
most convenient and prompt way for filling the PDF form, as it is the original method of saving
data. Template together with the data will be saved, you can modify your data easily.

Flatten PDF Form (.pdf)

In order to prevent the data being modified by the others, saving as flatten PDF form is a good
choice. As the data can be directly merged with the form and saved, the output is no longer a
fillable PDF form, it becomes a image like PDF form. By doing so, people who get the form cannot
modified your data.

If you would like to fill in a mass pack of PDF form, for data storage or data processing, you can
choose to output it as FDF or XFDF files. It has a small file storage size, as it only saves the data, it
is ease for management and transmission. But you must have a PDF template, in order to open the
FDF or XFDF files.

FDF (.fdf)

FDF is the old standard way to transfer PDF form data, it uses the Key and Pair to be the storing
unit. It requires the use of the Adobe FDFToolkit or other similar tool to parse the files.

*Attention: It is only be effective to convert FDF files when you choose FDF as output format
before opening a PDF form.

XFDF (.xfdf)

XFDF is an XML-based version of FDF, it uses the field and value to be the storing unit. This
means that you get the benefits of FDF, with the ability to use your favorite XML tools for data
processing.

* Note: If you want to fill in the mixed characters of Chinese and English in the same fields, it is
advised to save as FDF or XFDF files.
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Open PDF forms

NextPDF FormFiller enables you to fill in the fillable PDF form, save it in the four different output
formats as you want.

To fill in the PDF form, simply follows the following steps:

1. Open your PDF form by clicking the "File"->"Open"->"Form" or clicking the "Open Form"
icon on the tool bar.(Fig. 12)

é & é B File name:; | j
Files of type: | PO files [* pdf] -]
Fig. 12 ;

(FOF files [* fdf]
WFDF files [* sfcl]

Fig. 13

2. Then an Open dialog box (Choose a PDF template) is pop out, asking you to select a PDF,
FDF or XDFD document that you want to fill with. (Fig. 13) After choosing the file, the
name would be displayed on the filename, then click the <Open> button.

Fill with a PDF

1. If you choose PDF form to open, an Adobe Reader window would be opened, displaying the
temporary content of your file. The temporary file has been merged with a "Save As..."
button on your form top right-hand corner. (Fig. 14)
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Fig. 14

Note: If the PDF is in XFA format, a dialog box pops up (Fig. 15), saying that "This is XFA
form, it should be convert to AcroForm for process", after clicking the "OK" button, the file
will be copied to the same directory with " ConvertFormButton" at the end of the filename.
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NextPDFE Form Filler

This is ¥F& Form, ik should be convert o AcroForm For process: ChDocuments and Settings)adalDeskbopiForm PDFY Tesking
FormiCountyApp_ConvertFormButton. pdf

2. Now you can fill the form

3. After completing the form, move to the top right-hand corner, and click the "Save As..."
button (Fig. 14). A "Cannot Save Form Information" message box pops up(Fig. 16), you can
ignore this message box, by just clicking the <Close> button. If you do not want this

message box to be popped up next time, you can simply check the check box named as
"Don't show again".

Cannot Save Form Information

Cannok Save Form Information

@ Please Mote: ‘You cannot save a completed copy of this Farm on wour computer,

If wou would like & copy For wour records, please Fill it in and print it

Close

Fig. 16

4. After that, a "Security Warning" message box pops up (Fig. 17), this one can be ignored,
too, by clicking the <Allow> button. If you do not want this message box to be popped up
next time, you can simply check the check box named as "Remember my action for the site:

127.0.0.1" .

The document is brving to conneck to the site:
' http:ff127.0.0,1: 50000
-

IF wou trust Ehe site click "allow"”, otherwise click "Block”.

[CIRemember mw action For the sike: 127.0.0,1;

[_B_Iock l [ Allowe ]

Fig. 17

5. Then a "Save As..." dialog box appears (Fig. 18), asking you to give a name to the file. If
you pick an existing filename, that file will be overwritten.
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If you clicked the "Output"->"Preview" before (Fig. 19), the NextPDF FormFiller application will
show the output there for preview(Fig. 20); otherwise, a message box is shown, indicating that you

have successfully generate a file.
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Fig. 19
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Fig. 20
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Fill with Flatten PDF Form

1. If you want to create a flatten PDF Form, its method is the same as that for creating PDF
form. But what you need to do is to choose to select the output format into "Flatten", by
selecting "Settings"->"Output"->"Flatten". (Fig. 21)

SN Toolbox (T) Help (H)
Oukbput (20 4  Form (E) (Editable)

Preview(p) Flatten Form (1) (Wiew Only)
v Preview XFDF
Email &z Attachment (E) FOF
Language (L) k H T
Fig. 21

Fill with a FDF or XFDF

1. If you choose FDF or XFDF form to open (Fig. 22), a message box is prompted, asking
whether you want to re-edit it or not (Fig. 23).

File narne: | j NexdPDFE Form Filler:

File of type: iles [ -
Rl s |PDI_: fles [*.pdf] J ?/ Do wou want ko re-edit the filled content?
Al files [*.7] .y

PDF files 7. pdf

HFDF filess [* i)
Fig. 22

2. Ifyou click <Yes>, then it has the same result as the "Fill with a PDF", just follow the steps.

3. If you click <No>, then it will directly output the form in the NextPDF FormFiller
application. (Fig. 24)
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Fig. 24

Batch Convert to PDF

NextPDF FormFiller allows you to convert the documents in different format to PDF files in batch.

(Fig. 26) Before the conversion, you may need to set "NextPDF" print drive as the default printer.
(Fig. 25)

NextPDF Form Filler

@Balch Convert to PDF (&B) - NextPDF =113

Brawse
Output Folder |C.\Dulput\ Browse

File: Format

\?/ Default printer is HP LaserJet 1020, not MextPDF. Please set default printer to MextPDF first!

Input Falder ||

¥ Document files [doc, .dock, sz, sk, .ppt. .ppte, et tf, odt, .ods, .odp. .odg, sww. sxc, .sxi sxd, .po
[ Wb files [ htm, html)

I Picture files (jpa. .jpeq. .gil. .pna, .bmp, tf, K]
™ Others [odt. ods, odp, )

View Log Apply Cancel

Fig. 26
* Notes: The function is only enable with the NextPDF 3.x Professional Edition.

2
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Print

It allows you to print the output document.

Preview

Specify whether you would like to automatically preview your output files using our NextPDF
FormFiller Application.(Fig. 27)

SN Toolbox (T Help
Cukput {20 3

v Previewi(P)

Emnail As Attachment (E)
Language (L) »

Fig. 27

Email As Attachment

You can choose to place the output file into your default email account automatically (Fig. 29), by
simply clicking the "Email As Attachment" box. (Fig. 28) Then the file would be automatically
being attached into your email.

B New Message - Western European (1S0) g@@

TD':I":I':IX I:D HElI:I File Edt View Insert Format Tooks  Message  Help I

=, A c - : 5
i k = g B Y & Y 0 M. 5 =
send v Paste check Sl Attach  Priority Sign  Enarypt

v Preview(P)

Email s Attachment (E)

Language (L) k
Fig. 28

Well Develop International Limited

To: ]‘

mc |

ERec: |

Subject: |

Attach: [T emailtest. <Fdf (350 bytes)
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Language

It provides English, Chinese Traditional and Chinese Simplified user interface (Fig. 30). In
Windows Vista or Windows 7, you may be affected by the "User Account Control (UAC)", the
language setting can only be changed temporarily, not permanently (Fig. 31). If you encountered
such a problem and want to set the language permanently, you may go to "Start" — "All Programs"
— "NextPDF 3" — "FormFiller Toolbox" — "Settings" (Fig. 8) for settings.

ek Toolbox (T) Help (H) [ NextPDF FormPiller Toolbox
Cukput (0 *

You do not have right to set the value,
W F‘review{F‘_) Because your "User Access Control (WAC)" is switched on,
Please go to NextPDF FormFiller Toelbex "Settings" to change the Ul language.

Email &z Attachment (E)

Language (L} ¥ | « English (E)
Chinese Traditional {T) -
Chinese Simplified (3 Flg. 31
Fig. 30

"Save As" Button Position

You can set the position of the "Save As" button, either on the "Top Right Corner" or on the "Last
Page". By selecting the "Settings" -> "'Save As' Button Position" (Fig. 32). By default, the "Save
As" button would be placed on the top right corner.

= Toolbos (T) Help (H)
Cugkput {20 k

1w Previewi(E)

[
Email As Attachment (E)

Language (L) »
"Sawve As" Button Position  * | v Top Right Corner
Lask Page
Fig. 32
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Toolbox

NextPDF FormFiller also provides a media for you to merge your documents with either watermark
or background. With this, you can apply whatever template of watermark or background as you
like. If the paper size of the watermark PDF file is different from the output, the watermark file will
be automatically scaled to fit with the output size.

Watermark

Watermarks appear on the top of the page, if you want to stamp a watermark into your PDF
documents.

1. Select the "Toolbox" from the menu, then select the "Add Watermark" or click the
"Watermark" icon on the tool bar. (Fig. 33)

'ﬂ Toolbox
® & & LTool B=
Single File l Batch I
|_\—+—k| Input File
\Whatermar [E-Fingram FilesWexDF Fanm Fillatelp_zh 10 pdf B
Fl g 3 3 Cutput File
|C:\Documenh and SetingsladaDeskiopioutput pdf Browse |
Image PDF File:
|E:\ng{am Files'WextP DF3hga8 63%binten- U3\ pproved pdf Browse
Watermark Language:  [English  + |
= Watermark
Approwved
By Hand
Confidential
Drraft
Failed
Final
Passed
Private-Confidential
Rejected
Restricted
Sample
Trgent
v Preview Cutput Apply Cancel

Fig. 34

2. At this time, a Toolbox window will be popped up(Fig. 34). You can choose either to add
the watermark in batch or in a single file by selecting the "Single File" tab or "Batch" tab.

3. You should choose the input and output file path.

4. You should choose the appropriated language for the watermark by selecting the selection
box or choose a personalized watermark to be placed on the PDF documents. After that,
clicking the "Apply" button to create the PDF with watermark.

5. If you have selected the preview check box at the bottom left corner before, the output will

be display in the Adobe Reader. (Fig. 35)
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Background

Backgrounds appear behind the page data, if you want to stamp a background into your PDF
documents.

l.

s

_-lkb)

e

Well Develop International Limited

Select the "Toolbox" from the menu, then select the "Background" or click the
"Background" icon on the tool bar.(Fig. 36)

> & B

Fig. 36

'ﬂ Toolbox g@@
Single File | Batch |
Input File
|E:\ng{am Files\NextPDF Form Fillerthelp_gh-TW.pdf Brows
Cratput File
| Browse
Image PDF File:
|E:\ng{am Files\NextPDF 3\ ge8 6 3binVen-T3\A pproved pdf Browse
Barkground Language:  [English = |
—|- Background
Approwved
By Hand
Confidential
Drraft
Failed
Final
Passed
Private-Confidential
Rejected
Restricted
Sample
Trgent
v Preview Cutput Apply Cancel
Fig. 37

At this time, a Toolbox window will be popped up (Fig. 37). You can choose either to add
the background in batch or in a single file by selecting the "Single File" tab or "Batch" tab.

. You should choose the input and output file path.

You should choose the appropriated language for the background by selecting the selection
box or choose a personalized background to be placed on the PDF documents. After that,
clicking the "Apply" button to create the PDF with background.

If you have selected the preview check box at the bottom left corner before, the output will
be display in the Adobe Reader. (Fig. 38)
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Fig. 38

Set Security

In order to protect your PDF documents, users can set the owner password and user password to
prevent other users from illegally modifying the PDF documents. To set the security, please follow
the following procedures:

1. Select the "Toolbox" from the menu, then select the "Set Security".

2. At this time, a "Set Security" window will be popped up (Fig. 39). You can choose either to
set the PDF security in batch or in a single file by selecting the "Single File" tab or "Batch"
tab.

3. Click the "Set Security" button to open the "Security" window (Fig. 40). At this time, you
can set the security rules for the PDF documents.

4. After finish setting the security rules, click "Submit" button.
In the "Set Security" window (Fig. 39), click "Apply" button to set the PDF security.
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Security Settings

Function

Details

Owner Password
(The length should not be less than 6 digits)

The password that is required to change security
settings in Adobe Acrobat. If the reader of the
document knows this password he can change any
security settings, including all passwords.

User Password
(The length should not be less than 6 digits)

The password that is required to read the document.
User password does not give the reader the ability to
change any security setting.

Encryption — 40 bits / 128 bits

40 bit encryption is back-compatible with Adobe
Acrobat versions before 5.0. It is less secure but
faster. Besides, it does not provide as many features
as 128 bit encryption.

128 bit encryption is more secure but requires more
processing time. It offers extra security features, such
as the ability to allow degraded printing, but only
works with Acrobat 5 and above.

Allow Printing

If not selected, readers will not be able to print the
document in optimal quality.

Allow Degraded Printing

If this checkbox is ticked, readers can only print the
document in a lower quality.

Allow Screen Reading

If this checkbox is not ticked, readers will not be able
to read the document on screen or use other
accessibility tools to interact with your document.

Allow Copying

If this checkbox is not ticked, readers will not be able
to copy document content by copying text or
graphics to the clipboard and then pasting the content
into another application. If you allow copying to
clipboard you also automatically enable the "Allow
screen readers" options and other accessibility tools
can access to the content of your document.

Allow Form Filling

If this checkbox is ticked, and the PDF is in form
format, readers can fill in the form directly.

Well Develop International Limited
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Fig. 40

NextPDF FormFiller provides a function for you to convert your PDF documents to a text format
documents (.txt). You can either convert a single document or a folder of documents in Batch.

1. Select the "Toolbox" from the menu, then select "PDF to Text" or click the "PDF to Text"
icon on the tool bar. (Fig. 41)

2. A Toolbox window will pop up (Fig. 42). You can either choose to convert in a single file or
in batch. Then you should choose the input and output file path or folder. Finally, click the
"Apply" button to convert the PDF document(s) into text format document(s).

3. Ifyou choose “Single File” mode and previously have checked the box of "Preview Output"
at the bottom left corner, the output document would be automatically opened by Notepad.

E
= Pormred
Fig. 41

Input File

Output File

¥ Preview Output

Apply

Browze
Browse

| Cancel |
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Merge PDF
NextPDF FormFiller provides a function for you to merge two of your PDF documents.

1. Select the "Toolbox" from the menu, then select the "Merge PDF" or click the "Merge PDF"
icon on the tool bar. (Fig. 43)

2. A Toolbox window will be pop up (Fig. 44). You should choose the input and output file
path, then click "Merge" button to merge the PDF documents.

E l:l% 'ﬂ Merge PDF E]@E]
Input File 1 “ Erowse
o e
- nput Filz rowse
Fig. 43 oo |
Output File ‘ Erowse
Cancel
Fig. 44
PDF Selection

NextPDF FormFiller provides a function for you to select pages from your PDF documents.

1. Select the "Toolbox" from the menu, then select the "PDF Selection" or click the "PDF
Selection" icon on the tool bar. (Fig. 45)

2. A PDF Selection window will be pop up (Fig. 46). You should choose the input and output
file path, as well as choose either to delete or to select a range of pages, for example, "1-5,
21, 23, 25-30", then click the "Apply" button for the selection.

3. You can also check the box of "Preview Output" for previously preview before the
selection. Page preview can be shown on the right-hand side of the window, you can just
enter the page number below the preview window to preview the page before you select or
delete the page.

b U'_“!I. '8 PDF Selection

Input File ]E.\Naxt Production'NextPDFYPDF3_ontM Erowse

POF Selection ;
Output File |E:\Ment Praduction\NestPD FAPDFv3_orivM EBrowse
Fig:_ 45 —dction |

(" Delete a range of Page ]—
(* Select a range of Page 1-3. 5

¥ Preview Output Cancel
Page Preview ]5_'
Fig. 46
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Sign PDF

In order to ensure the authenticity, confidentiality, data integrity and non-repudiation, etc. NextPDF
FormFiller added a sign PDF function, to let users add their e-cert into the PDF documents to
ensure confidentiality. To do this, please follow the following procedures:

1. Select the "Toolbox" from the menu, then select the "Sign PDF".

2. At this time, the "Sign PDF" window (Fig. 47) pops up. You should choose the input and
output file path, set whether to display the signature on the PDF document or not. If you
need you can add your own graphic to the signature, the signature properties, the position of
the signature, set security (refer to "Set Security" part), as well as the signing method.

3. After that, click the "Apply" button for the signature. If you have selected the "Preview
Output File" checkbox, the output will be display in the Adobe Reader. (Fig. 48)

For the Signing Method, there are two options for you to choose, they are: "By Hashed" and "By
Detached".

Function Details

By Hashed A hash function H is a transformation that takes a variable-size input m and
returns a fixed-size string, which is called the hash value h (that is, h = H(m)). A
hash function H is said to be one-way if it is hard to invert, where "hard to
invert" means that given a hash value h, it is computationally infeasible to find
some input x such that H(x) = h. Therefore, using hashed signature can ensure
the data integrity.

By Detached The signature is over content external to the Signature element, and can be
identified via a URI or transform. Consequently, the signature is "detached"
from the content it signs. This definition typically applies to separate data
objects, but it also includes the instance where the Signature and data object
reside within the same XML document but are sibling elements.

B Sign PDF g@

FDF Document

Input Folder |C:\Documents and $ettingshadahDesktophdativities. pdf Browse |

¥ Preview Input File
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Signing Method Signature Properties Signature Pozition
Offset ¥
& ByHazhed S 5 b2
Reason: \tesnng Offset: |79
|'" = e
et Lacation: [testing Length: |ﬁ2
W Signalure Yisible on the Dutput Document Widthe 83
Securty
Set Position by Mouse Click.
I~ Apply Security

Sign Cancel M Q\ﬂr A A

* Please hids the "Mavigation Panel Buttons'" before use.
[ Right Click. the ''Preview Panel" -»
Select " Hide Mavigation Panel Buttons™ |

Fig. 47
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Fig. 48
* Notes: The function should be accompanied with an e-cert.

Stamper

NextPDF FormFiller provides a function for you to add graphic or text as watermark or
background. To add a stamper, please follow the following procedures:

1. Select the "Toolbox" from the menu, then select the "Stamper".

2. At this time, the "Stamper" window (Fig. 49) pops up. You should choose the input and
output file path. If necessary, you can choose the stamper content, stamp type, pages with
stamp, stamper style, stamper position, and set security (refer to "Set Security" part).

3. After that, click the "Apply" button for the stamper. Fig. 50 and Fig. 51 are the sample
output for graphic stamper and text stamper respectively.
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{7 Ghetch v g " £
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Trial Version

Basically, the functions of trial version are the same as the retail version. The only differences are
as follows:

1. It restricts the output formats, no FDF or XFDF is provided. The users can only save your
forms as either PDF form or Flatten PDF form.

2. The documents that being created by our NextPDF FormFiller, will be dropped a line as
"This form is filled by the free version of NextPDF FormFiller (http://www.nextoffice.net)"
at the footer of your documents. (Fig. 52)
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