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PDF Document Editor

Make major changes to a PDF document such as adjusting content and
document formatting.

Add Text

Type and insert text anywhere on a PDF document. Click where you need to add text and

start typing.

w2FDFiler I X v O & B ®m B B B O / / £ & O )

s Check Circle Sign Picture Erase Highlight Blackout TextBox Arrow Dravs Sticky Spelling  Search 178% Help

& | o | @ Atchanseshavesensasad TinesNewRoman v (20 v B (I U N | [llv e
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A large rose-tree stood near the entrance of the garden: the roses growing on it were white... g

B

To format text, use this toolbar :

RO OO O em
©'® ©

A. Change font D. ltalicize G. Color
B. Change text size E. Underline H. Link text to a webpage
C. Apply bold formatting F. Normal / Extended font
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If the beginning of the word you are typing matches the first letters of a word or a phrase that
you’ve already entered in the current or any other document, those words or phrases will appear

below.

First Name Jd

Johnzon

To save time, select the phrase you need instead of typing it again.

First Name Johnny

Spellchecker

The spellchecker checks only what you type and underlines misspelled, unknown or uncapitalized

words.

YT XvoerER> °2ah oD

PDFfiller Text Cross Check Circle Sign Date Picture More (8) Comment Spelling Search  150%

4 | | @ Alchanges have been saved. Q Find Another Form

We learn a lot from the misteaks of others, but even more from our own.

us
You can activate the spellchecker at any time before or after you start typing.

Click the Spelling icon in the main toolbar.

Spelling
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The spellchecker panel will appear below the main toolbar, just click on the toggle.

(63 us ®
» & & ©
More (12) = Comment Spelling Search 150% Help

English (US) v OFF X ‘ Q, Find Another Form

Apart from English, you can check French, German, Italian, Norwegian, Portuguese and Spanish

texts. Select the language you need from the dropdown list.

English (US) v m} X

English (US)

English (UK)

s
AR

Espafiol (ES)

Frangais (FR)

D=0

Deutsch (DE)

ltaliano (IT)

Portugués (PT)

Norsk (NO)
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To correct a word, right-click it and choose a replacement from the dropdown list.

S

misspeaks
misters

mistreats

Add to my dictionary

The spellchecker underlines words that it does not recognize. If the word is spelled correctly, you

can add it to your dictionary. The spellchecker will recognize it the next time you type it.

Linking Videos to Documents

Add instructional, marketing or welcome videos to your documents.

Open a document, type a phrase that you want to link to the video and click the Hyperlink icon.

WTX/O&@E»‘E’i@'L&g

PDFfiller Text Cross Check Circle Sign Date Picture More (8) Comment Spelling Search  125%

4 | ~ | @ Alchanges have been saved. Avrial AV AN - NN BAN--M Q Find Another Form

Y. ok W T4 la

_For more information, please watch this video.

ADD FILLABLE FIELDS
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In the dialog window that will open, insert the URL address of the video and press Save.
Please note that the video must be published on Youtube. Whoever opens the document will be

able to watch the video.

cd Hyperlink

https://www.youtube.com/watch?v=RDrl_VHgc48 Test ]

Mini Toolbar

The mini toolbar appears above any content you add to the document including text, checkmarks,

pictures, etc.

1

¥ ok W T4 lx

To change the position of the content, click the arrow icon and, while holding down the mouse
button, drag the content where you need to place it. OK confirms your action and activates the
Text tool. To resize the content, use the tree icons. To delete content, click the trash can icon.
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Add a Checkmark

Select the checkmark, “X” or circle in the main toolbar and click where you would like to place it.

X v O

Cross Check Circle

- -

Y. ok @ T4 12
To change the color of the
checkmark, click the color box
and select the color you need.

Add the Date

Click the Date icon in the main toolbar and click where you want to place the date. The current

date appears by default. You can change it to any date you want.

oF M » & &'k ©

Date Picture More (8) Spelling Search 100% Help

Courier New v 52 w H I U E . v G2

¥ OK I T# la

11/21/2016
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Add a TextBox

Select the Textbox icon in the main toolbar, click where you want to

place the text box and type your comment.
Textbox

WIXyostmmsprpEEN /<42 &R 0NN

PDFfiller Text Cross Check Circle Sign Date Picture Erase Highiight Blackout TextBox Arrow Draw Sticky Search 150% Help

& @D Aichanges have been saved TmesNewRoman v |4 v B 1 | U Ev T v E [ v/8eckoound LA BAN=W Q Find Another Form

¥ ok M)

|Have a nice day! l‘

| |

FJ ADD FILLABLE FIELDS

»

WATERMARK

To resize the text box, drag its corners or edges.

VTX/O&@EDLLE/‘/,ZL @L&@

PDFtiller Text Cross Check Circle Date Picture Erase  Highlight Blackout Text8ox Arow Sticky Search 181% Help

& ~» @D Auchanges have beensaved TomesNewRowan v |14 v B |y Ev T v E v Bockond LA RANCHM Q Find Another Form

Y 0K T
\ N, |
Have a nice day!

B9 ADD FILLABLE FIELDS
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Change the vertical and horizontal alignment of the text using the vertical and horizontal

alignment tools.

W T X v O &

PDFfiller

|~

« < vPAGES v (> »

Toxt Cross

Check Circle Sign

@D A1 changes have been saved.

Have a nice day!

EERBEEN/ /4B QDL O TN

Date Picture Erase Highlight Blackout TextBox Arrow Line Draw Sticky Search 150%

Ev Lv N B oeoun AR RAN M Q Find Another Form
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Have a nice day!

Have a nice day!
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O VERSIONS

To change the background color, click the Background icon and select the color from the palette.

Y T X v O &

PDFfiller

Text Cross

Check Circle Sign

4 @ Aichangss have been saved.

& < wPAGES v (> »
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Date Picture Erase Highlight Blackout TextBox Arrow Line Dri Search 150%
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Have a nice day!
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To change the color of the borders, click the Box icon and select the color from the palette.
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Folders

To optimize your workflow, you can create folders and organize your
documents more effectively.

Creating Folders and Subfolders

To create a folder, go to MY DOCS > MYBOX and click the folder icon.

V’ PDFfiller MYDOCS v  FORBUSINESS v  SUPPORT
ALS ] {2

Q £ M (5 R CCEEL B | 2% create Document

MYBOX INBOX OUTBOX
FOLDERS B eee B Copy L° Rename T Delete [RMove QQTag ees More SortBy: Date Modified-Newest ¥
[ &5 All Documents 492 I i

@ % sample_PDF_0000001 12:12
2 Unsorted 366 | i
@ Encrypted 2 Welcome_to PDFfiller 002 10:48

In the dialog box that will open next, type in a name for the new folder, for instance

001_Sample_Folder, and press Create.

B Create New Folder X

Enter a name for this folder

001_Sample_Folder ‘

e |
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The newly created folder will be placed alphabetically among the other folders.

Q M - M 7
[®) Add New Document /. Create Document
MYBOX INBOX QUTBOX

FOLDERS g eee [3! Copy 3° Rename ‘@’ Delete E Move ©) Tag eee More
& Al Documents 492
£ Unsorted 366
& Encrypted

1 001_Sample_Folder

To create a subfolder, select the parent folder and click the folder icon above. In the dialog box,
enter a name for the new subfolder, for instance 01_Subfolder, check the box under the name,
and press Create.

Eﬂ Create New Folder X

Enter a name for this folder

01_Subfolder

Make new folder as subfolder of the current one.

= -

@ Encrypted

v [3J 001_Sample_Folder

] 01_Subfolder

3 Backup 20170509 5
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Moving Documents

You can easily move any document to any folder.
First, select one or more documents that you want to move and click Move.

22 i
@ Ee M [ Add New Document /. Create Document
MYBOX INBOX OuUTBOX
FOLDERS 05 eee [ Copy " Rename T Delete [Q|Move ) Tag eee More
& Al Documents 494 -
_ A Sample_PDF_000001
{2 Unsorted 368 (R
@ Encrypted | & Sample_PDF_000002
v B3 001_Sample Folder . A Sample_PDF_000003

Then, select the destination folder and press the Move button.

f8) Move Document X

Select the folder you'd like to move the document(s):

3 documents are selected.

£ Unsorted 368

v (3 001_Sample_Folder

[ 01_Subfolder

{3 Backup_ 20170509 5

3 Contracts 20170509 1

s |
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N0 T
ﬁ @ E BRGNP | 2 create Document
MYBOX INBOX OUTBOX
FOLDERS B e @(?opy I/’ Rename '@'Delete E’Move Q) Tag e
By Upsorted 8 1] & sample_PDF_000001
@ Encrypted -
_ #+ Sample_PDF_000002
v 3 001_Sample Folder i
1 01 Subfolder 3 ! ' Sample_PDF_000003
B3 Backup 20170509 5

Tagging Documents

You can attach color-coded tags to your documents. Tagging enables you to group documents

into categories and makes search for documents easier. To add a tag, select the document and

click the Tag icon above or the dot next to the document’s name.

() Copy ' Rename T Delete [§Move & Tag ees More Sort By: Date Modified-Newest ¥
» publication 1281 form 03:02
. A QUESTIONNAIRE_0000010 02:20

B 2016 1099 form

B QUESTIONNAIRE_V_00020_ 521404

05/15117

05/15M17
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You can create a new tag or attach an existing one. To create a new tag, select a color dot and
enter a name for the new tag. To attach an existing tag, select it from the list.

Q Tags

Add tags to document(s)

(®@Enteratag )

Tag color o0 @eoo0o0o0

Select existing tag(s)

@ #Contracts #To edit @ #To send

You can attach more than one tag to any document by repeating these steps. Press Done to close
the dialog box.

& publication 1281 form 03:02

A [£ QUESTIONNAIRE_0000... 02:20

A 2016 1099 form 05/15/17
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To find documents with the same tag, click the search icon, enter # followed by the tag name, and

press Enter on your keyboard.

5] Add New Document [l P i TIE TINTTY

(3 Copy " Rename Delete [| Move @ Tag ees More

[& publication 1281 form
| ® [£ QUESTIONNAIRE 0000010

[& 2016 1099 form

Documents with the same tag will appear in the search results.

Q Search Results (6)

MYBOX
Sort By: Date Modified-Newest ¥

‘ {2 Unsorted 4 ‘

B3 contracts 20170508 1

#To send|

x| B

So

Find a document either by title

or # followed by the tag

% Open

=} Print
03:02

3 Email

02:20 @ sms

05/15/17 i@ Fax

X Close

[% open

£33 INVOICES 1 @ A QUESTIONNAIRE_0000010

® (& sample_Document 001 < 03/28/17

02:20
@ ::j New_Document 12/05/16
[ }5- DOCUMENT_007 11/30/16

& Print
B4 Email
@ sws
IE Fax

Save As
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Preview

Using the Preview feature, you can find documents much faster because you don’t have to open them.

To open the preview pane, click Show Preview on the right.

O Copy ' Rename i Delete s+ More SortBy: Date Madified-Newest ¥ [#" Open
. : Print
[Vl % sample_PDF_000001 04:42
3 2 Email
J Sample_PDF_000002 04:35
@ sms
# Sample_PDF_000003 0114 i Fax
Save As

To see the previous or the next page, click < or > respectively.

@ 78 E QO -

Date Modified-Newest ¥ [# Open

M & sample_PDF_000001

55

[£ Sample PDF 000002

[£ Sample PDF 000003

Print
04:42

&3 Email
04:35

@ sms
01:14 18 Fax

Save As

a Send USPS Mail (i)

@ Fill in Bulk

COLLABORATE
< Share
#Z SendToSign

@ LinkToFill

OPEN WITH

a Send USPS Mail (i)

@ Fill in Bulk

Sample Document

Waelcome to e-Signature!

£00 e i o B b s B
Dt b o St

124850090

A~ Show Preview »

v Hide Preview
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Importing Documents from Cloud Storage

You can import documents directly from Dropbox, Google Drive, Box or OneDrive to PDFfiller. This
can save you a lot of time because you don’t have to download documents to your local drive and
upload them to PDFfiller.

In MY DOCS, open the CLOUD tab.

N2 PDFfiller T

QO B M

MYBOX CLOUD INBOX OouUTBOX

a Add New Document

FOLDERS [ e B 2 1T eee

& All Documents 498
A Welcome_to_PDFfiller_00:

{2 Unsorted 363

@ Encrypted @ publication 1281 form

Select your cloud storage, for instance, Google Drive.

v PDFfiller MY DOCS v FOR BUSINESS v SUPPORT

¥ 1
Q O Eae M [¥} Impart from Goagle Drive
MYBOX cLoug INBOX ouTBOX
CLOUD SERVICES ‘
3 Drophiox

[ & Google Drive

Sign in Google Drive

b Box

& Onebiive Connect your Google Drive account and easily import your
documents to be edited, signed, and shared.
PDFfiller supports PDF, Word, PowerPoint, and Text formats.

¥ Import from Google Drive
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Log in.

Google

Hi
[

Enter your password

Forgot password? NEXT

If you’re already logged in, this step will be omitted.

Click on the document that you’d like to import and press Select.

Select a file x

Google Drive » O_NEW_FOLDER » 01_FOLDER

Name Qwner Last modified <
m Sample_Document_003.pdf me 443 PM
Sample_PDF_0001.pdf me 414 PM
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The document will open immediately in the PDFfiller editor and remain unchanged in Google Drive.

R O | B B

MYBOX CLOUD INBOX OuUTBOX [ﬂ psigbcniie s Q @
CLOUD SERVICES 70O ¥ B e SortBy: Date Modified-Newest ¥ l & Open ]
43 Dropbox 3 Print
’ [v] & sample_PDF_0001 05:30
& Google Drive 1 ‘ ! &3 Email
box Box SMS
& OneDrive I8 Fax
Save As
@& Fill in Bulk
Synchronizing

Use the Synchronize feature to refresh the MYBOX page or the CLOUD page to get the latest
version. Click More and select Synchronize from the dropdown menu.

(R b o @I
ﬁ & @ M B CCHTTLLETEE | 2 create Document
MYBOX CLOUD INBOX OUTBOX TRASH BIN

FOLDERS g eee M Copy °Rename T MovetoTrash [ Move Q) Tag & ee« More Sorted by: Date Modified-Newest ¥
| <5 All Documents 594 [ * Clear
¥ 1% New_Document 07/07/17
£ Unsorted 458 g Template
& Encrypted | {= New_Document Part 1 Add Blank Pages 07/07/17
» B3 001_sample_Folder 6 [% sample_Document_00001 4 Merge 07/07/117
Backup_ 20170509 8 ng
- i £ Sample_Document 003 e 07/06/17
B3 Contracts 20170509 1 ) % Synchronize
[£ Sample_PDF_000002 07/06/17
» B3 Fillin Bulk 25 !{ Role Template
B3 HR Department Forms 16 1 [ sample_PDF_000003 07/06/17

The page will be instantly updated.
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Trash Bin

To remove a file from your storage, you can put it in the TRASH BIN.

Select the files you want to delete and click Move to Trash.

0O O [P (28] 2]
MYBOX CLOUD INBOX OUTBOX TRASH BIN
' Move to Trash

[5) Add New Document [l Il 10T N LN

FOLDERS [ eee () Copy ' Rename i MovetoTrash [&§ Move ) Tag ees More

& Al Documents 605

£ 01_subfolder

2 Unsorted 458

& Encrypted | ' Sample_PDF_000001
v [J 001_Sample_Folder 15 | l £ sample_PDF_000002

3 01_Subfolder 2 :
- | £ Sample_PDF_000003
B3 Backup_20170509 8 3

£ Sample_PDF_000004

Your deleted files will stay in the TRASH BIN until you delete them permanently or empty your
trash. The left pane reminds you where you kept the files before moving them to the TRASH BIN.

NREW) ¥ A @
ﬁ .- @ M @ Add New Document }: Create Document
MYBOX CLOUD INBOX OUTBOX  TRASH BIN

FOLDERS Sorted by: File Name: A-Z ¥
& MyBox [All Doc... 4
I Sample_PDF_000001 01:50
[ 001_Sample_F... 3
[3 Contracts 2047 1 Fd Sample_PDF_000002 01:50
s Sample_PDF_000003 01:50

Once you put a file in the TRASH BIN, you can either restore or delete the file forever.
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To restore files, select them and click Put Back in the right pane. To delete the selected files

permanently, click Delete Selected.

M l“ A
@ Add New Document /. Create Document
OUTBOX  TRASH BIN

Sorted by: File Name: A-Z ¥

[Z Put Back

' Sample_PDF_000001 01:50
A Sample_PDF_000002 01:50
| Sample_PDF_000003 01:50

To remove all the files from the TRASH BIN, click Empty Trash Now.

Delete Selected

& Empty Trash Now
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Collaborate and Versions

Give limited access to your forms to others, track their activity, and restore
earlier versions of your documents.

Sharing Documents

Work together on any device to access, edit, collaborate and comment on a single document.
Click the Done button and select Share from the dropdown menu.

PIXYO0LBE 2 ° " &0 O EEE

PDFfiller Text Cross Chack Circle Sign Date Picture More (8) Comment Spelling Search  125%
To enter data on this form, click anywhere and begin typing : @ Print
ﬁ (ad g Click "DONE" to proceed
Fill out and sign this sample document to & Emai
see how easy it will be for your recipients to @ sms
e-sign your documents. 18 Fax
Save As
o0 Share

PAGES v

Sample Document ;=

@ Gow My DOCS

v

v | €
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Alternatively, select the document in MY DOCS and click Share in the right pane.

- BT

|

5=

(k]
D 01_Subfolder
@

[;E- Sample_Document_00001

f}~ Sample_Document_003
[% sample PDF_000001

|# sample_PDF_000003

Enter the first recipient’s name and email address and press Add Recipient. Use your address

Sorted by: Date Modified-Newest ¥ B3 Email
& sms
2 document(s)
I@ Fax
10:% Save As
10:54 @l Send USPS Mail
10:49 @ Fill in Bulk

051717 COLLABORATE

o Share
# SendToSign

@ LinkToFill

book or import your contacts from Gmail, Yahoo, Hotmail or Outlook. You can share any document

with up to 10 people. Set permissions for each recipient by selecting Can Edit, Can View or Can
Sign from the dropdown list.

£, Add Your Recipients

Email Name
Johnn
@
@pdffilier.com
., Anya
@
@pdffiller.com
Michael
@pdffiller team
. Derek
= @pdffillerteam

L1 Don't Notify v

£ Don't Notity v

L1 Don't Notify v

1 Don't Notify v

Address Book

£ You
& CanEdit v

& CanEdit A
4 Can Edit
@ Can View X

# Can Sign

® Add recipients and manage access

Import your Contacts from other sources in
Just a few steps.

2] Import Contacts

& Notification setting controls whether or not
this user gets notifications when other
team members change the document.

Access Levels - You can define for every
user.

# - Can Edit - make any changes to the
document(s),

&> - Can View - document(s) can be viewed
but not changed.

# - Can Sign - document(s) can only be
signed and dated.
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Select the notification settings for each user by choosing Notify or Don’t Notify from the dropdown.

Michael
_ A Notify A # CanSign v
@pdffiller.team e

. Notify
'Ql Derek

{

2 't Noti @ Can View v
@pdffiller.team L\ Don't Notify

If you choose Notify, the user will receive an email every time other recipients edit the document.

v Contact Support

Hello Michael,
Your Shared document has been edited by Anya.

Thank you for using PDFfiller, and feel free to contact support if you have any questions
The PDFfiller Team

Sample_Document_00001.pdf
Last Edited: 07/06/17 pen Documen
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Write a message to your recipients inviting them to edit or sign the document.

Click Personalize Your Invitation to Share.

+ Personalize Your Invitation to Share More details

For your convenience, PDFfiller offers three invitation templates: Casual, Formal and Informal.

- Personalize Your Invitation to Share Less details
Select Template @ Casual 9 Formal ‘ ? Informal

Subject [your_name] [from_your_company] has shared the document(s) with you.

Message

Dear [recipient_name],
[your_name] [from_your_company] has shared document(s) with you using PDFfiller.
Now you can collaborate on the document(s). Any changes you make on the document(s) will be visible to all

participants. You can also print, email and fax the document(s) to anyone.
If you have any questions, please email to: [your_email]

Create your business card by filling the fields with your contact information.

Your Business Card

First Name Last Name
Job Title Company
Email Address Phone Number

Fax Number Website
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PDFfiller can automatically remind your recipients to edit or sign a document.

Click Reminder for Recipients and select when you want the reminder to be sent.

. i Q Reminders for Recipients More details

+ Personalize Yo N.eve.r. N
in 1 day

. Q Reminders for F in 2 days
in 3 days

Automatic Reminder Never i

In addition, you can set another reminder if the recipient ignores the first one.

Never

- Q Reminders for F Less details
after 1 day
after 2 days

Automatic Reminder Send a reminder if the document has not been opened by 7/8/2017.
after 3 days

Repeat a Reminder after 2 days ~ ] Repeat the reminder if the document has not been opened by 7/10/2017.

<: SHARE Finally, press SHARE at the bottom of the page.
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An email with a direct link to the document will be sent to each recipient.

Collaborators can make changes based on the permissions you’ve set for each. They will be able
to print, save or send the document after they’ve edited or signed it.

To view the settings and changes made to a shared document, go to MY DOCS > OUTBOX >
Share. If you send the document to three recipients, three copies of the same document will

appear in the Share folder. To add or remove collaborators or to modify their permissions, select
the document and click Settings.

QR O= P & .
Add New Document 7. Create Document
MYBOX cLouD INBOX OUTBOX 2 O\ @
SENT 0§ Sorted by: Date Shared-Newest ¥ | [# Open I
B3 Email'sMS 14 ~ = B Print
[v] @pdffiller.com |A Sample_Document_00001 Vg 03:19
IE Faxes 1 - Test B3 Email
a USPS Mail ] . @ sms
@pdffillerteam |}~ Sample_Document_00001 V4 03:19
COLLABORATION HISTORY - Test IE Fax
<5 Share 17 | @pdffiller.team [£ Sample_Document_00001 Vi 03:19 SHSIAR
# SendToSign 32 - Test £+ Settings

You can also revoke editing privileges.

On the Share Status page, press the Unshare button. The document will be removed from the

Share folder and the recipients will no longer be able to access the document.

o<g Share Status

I

— | Sample_Document_00001.pdf
Last Edited: 07/06/17
FILLABLE

|

1|

&] Edit Fillable Fields } Unshare

l
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Role Template

When you share or send a document for signature, you can assign a fillable field to a particular

person so that nobody other than this person will be able to fill in the field.

First, create fillable fields in the document. Please refer to the Add Fillable Fields section of this

Guidebook.

Then, select the document, click More and choose Role Template.

£y iz
6\'13 @ @ @ LR | 7Y Create Document
MYBOX cLoup INBOX OUTBOX TRASH BIN

FOLDERS 5 e 0 Copy 3 Rename T MovetoTrash [| Maver @ Tag | eee Mome Sorted by: Date Madified-Nowes! ¥
O All Documents 565 « Clear
D 01_Subfolder Z documant{s)
£ Unsorted 458 Tempiate e
B Ercypied | b 12 sample_Document 00002 B Add Biank Pages 03:30
v 1 001_Sample_Folder 5 ] A Sample_Document_CO0CY 2 02:54
B3 01 subfolder 2 s & Transter
1A Sample Document 003 0710617
2 Backup 20470508 8 , 2 Synehronize
% Sample PDF 000001 07/06/17
B3 Contracts 20170509 1 N RoisTemolate
A Sample PDF_000003 051717

» B3 Fillin Bulk 25

Type in the name of the first person who will sign the document and press Enter on your keyboard.

Repeat this step for each signer and press Assign Roles in the bottom right corner.

Add Roles to Document

John > Paul % | 4 jAddRole

Cancel ASSIGN ROLES
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Click on the field you want to assign, open the dropdown list under Who Needs to Fill This Out

and select the name of the person who will have the exclusive right to fill in the field. Repeat this

step for each person signing the document and press Save in the top right corner.

%@ PDFfiller

Editor

- | D Nlcharges have been saved

[% Add Fields & Assign Roles

Signatures

Preview

JOhn m’ P Sgnatue
>
: D £, Sinature

Select Field Type to Add

I L B
=&
SRS

|retiats Rrak Foeeeaiy

Who Neads to Fill This Cut o

° Jahn v

(9E) Net assignas
0
o Faui

v Reguired feid * (3

Please note, that if you don’t assign a fillable field to anyone, any recipient will be able to fill it.

Transferring Documents

Send copies of documents to any PDFfiller customer.

Select one or more documents, click More and choose Transfer from the dropdown menu.

3 co

' Rename  {f Move to Trash

D 01_Subfolder

[| Move

li?

J+ Sample_PDF_000001

J+ Sample_PDF_000002

2 Sample_PDF_000003

£ Sample_PDF_000004

QN >

g

| Sample PDF 000005

e+ More Sorted by: Date Modified-Newest ¥
Clear
2 document(s)
Template
11:55
Merge 11:55
Transfer 11:54
Synchrenize
11:54
11:54
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Enter the recipient’s email in the address field, check the box under the field and press Transfer.

Transfer Documents X

This functionality allows you to create a copy of the selected document(s)
And transfer this copy to any other user that has an account on PDFfiller.

You are about to transfer the following document(s):

5. Sample_PDF_000001 11:55 am W
'~ Sample_PDF_000002 11:55 am
&+ Sample_PDF_000003 11:54 am

Please enter the email address of the user to whom you would like to
transfer the document(s):

example@mail.com

| agree with the transfer of document(s) to another user

Cancel

The recipient will receive an email requesting transfer. To complete the transfer, the recipient has

to press Confirm.
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Hello Anna,

Johnny would like to transfer the following documents to your account:

Sample_PDF_000001.pdf
Sample_PDF_000002.pdf
Sample_PDF_000003.pdf
Sample_PDF_000004.pdf
Sample_PDF_000005.pdf
Sample_PDF_000006.pdf

To accept or decline the transfer, please click one of the buttons below:

A new folder will be automatically created in the recipient’s account. The documents will be

saved in that folder.

StickyNotes and Annotations

Leave comments on PDF documents with sticky notes and annotations.

|_:§ Select the Sticky icon in the main toolbar, click where you want to place

] the note and type your comment.
Sticky

WTXv/0ABBRBEEHN/ /48 Q0L 0O R

PDFfiller Text Cross Circle Date Picture Erase Highlight Blackout TextBox Arrow Line Draw Search 160%

4 | | @) Alchanges have been saved. TincsNewRomws v M v B 7 4 Ev Tv E B~ e Al Wl Q Find Another Form

P OK

The Sticky note is a very |
handy commenting tool. '

»

)
3
i
:
@
g
&
§
z
=
o
2
B

&« < v PAGES v |

RSIONS
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To resize the sticky note, drag its corners or edges.

e | o
T XvorEBEBREERN /48 &L RS
PDF tillor m Cross Check Clrcle Sign Date Picture  Erase  Highlight Blackout TextB8ox Amow Line Draw Sticky | Search 150% Help ‘

@ | D saving Times New Roman v:‘l‘v B Iy Ev 7v E [l s5x vin-a‘

_—
$

L} B
‘The Sticky note is a very handy
‘commenting tool.

o

|«|¢ v paGES v | > B

@
o
-
w
s
w
—
3
(s
o
o
<

57 ADD WATERMARK

&) VERSIONS

To change the color of a sticky note, click the Box icon and select the color from the palette.

v

% T XvVv OABBRRBRBBHE /£ B &
.z.

PDF'Iler\ Text Cross Check Circle Sign Date Picture Erase Highlight Blackout TextBox Arrow Line Draw Sticky
Eé

@ saving. TicsNewRemaw v M v B 7 U Ev

¥ ok @

»

l«l¢| v racEs v |

®
150% Help

gor.

» I2M Q Find Another Form

5@ ADD FILLABLE FIELDS

7 ADD WATERMARK

&) VERSIONS
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Add a comment

To add a comment, select Comment in the main toolbar.

o ® " @R O
g = Q v DONE v
Wizard Comment Spelling Search  100% Help
nges have been saved. ‘ Q Find Another Form

Press the blue Add comment button and click on the text or image you want to comment on.

4

PDFfiller

T X v 0&8 > B2 *ak o

Text Cross Check Circle Sign Date More (9) Fields Comment Spelling Search

Q Please click anywhere on the document to add a comment.
Signature Johnson 8 # : [~]v] '

o

Type your comment and click Comment.

Signature . .......... Johngon B | i [ ] ll
@ Johnny

Please draw your signature, don't type.! ‘

»
&9 ADD FILLABLE FIELDS

>

ES v

>
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Edit, delete or reply to a comment

Click on the comment you want to edit, delete or reply to, click More [...] and select Edit, Delete

_ 2

= 2 ; [ i B @

commen i

-l

o

m @ Johnny . beeis g

(™

— i 30;"730” & Reply o

3] Slg natu re........... Please draw your signature, dé....,.,.\/.._ 2

N Today at 03:32 PM (-] B
>

Edit the comment and click Save.

[-— Eassll

i R w

P ¢

3

o | @ 2

~Ee Johnson | 5

2 ignawtre, . : .54 =)

— Please use a photo of your signature

30 or draw it, don’t type,)
y J

: =m - © F

G} g

< [

= =

> R <

Reply S

¥

Type your response and click Reply.

- | | @ Allchanges have been saved. Q, Find Another Form
| |

3—0 }mson ot S { @ Johnny

Please use a photo of your signature or
draw it, don't type.

06.09.2017 at 03:32 PM S

Signature . . .........

B9 ADD FILLABLE FIELDS

%
o
<
=
@

I'll do it tomorrow.

PAGES v | > |
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After you’ve selected Delete, click OK to confirm your action.

4« | # @ Alchanges have been saved Q, Find Another Form
| 11|

Delete this comment thread?

Signature Johngon  ©

o~

~ = = \
G|

Bi? ADD FILLABLE FIELDS

\GES v |
MARK

Resolving comments

To resolve a comment, click Resolve. This will remove the comment.

o=
" Johnson® @

Please draw your signature, don't type.
Today at 12:44 PM °

f7 ADD FILLABLE FIELDS
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View Changes and Versions

Track all edits in automatically saved versions of the same document.

While editing a document, open the Versions tab on the right.

@ VERSIONS

Here, you can view each saved document state (documents are saved each time you hit DONE).

Versions (@

Current Version

September 20, 2016 03:19 PM

June 01, 2016 02:37 PM

Restore a Previous Version

Clicking on Restore this version will revert your document to that previous state. You can undo

this restore by returning to the Versions panel and choosing the most recent version.

To exit the versions preview, click Close in the top right corner of the page.

X Close
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Audit Trail

Browse authentication records for all activities in your account.

Audit Trail

The audit trail shows when you logged in and out, opened, sent, deleted, downloaded

documents, etc. You can make an inquiry for any period of time you are interested in.

To check your activities, go to My Docs and click the Audit Trail icon in the top right corner.

QoE O

Viodified-Newest ¥ [# Open

10/28/16 B Email / SMS
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Select the period you would like to check.

Audit Trail

The Audit Trail is a log of your actions and changes in PDFfiller.

09/09/2016 =

Today

You opened showd

You opened Emplo!

You have opened E

You moved Invoice

You opened Invoice

12/27/2016|
(<] October 2016
Su Mo Tu We Th
25 26 27 28 29
2 3 4 5 6
9 10 1 13
16 17 18 20
23 24 25 26 27
30 31 1 2 3

You opened Settlement Statement.htm

Fr

30

14

21

28

Sa

15

22

29

(2]

'INVOICES

10:19:18 AM

10:15:38 AM

10:13:15 AM

09:51:11 AM

09:33:46 AM

09:31:12 AM

To save the audit trail as a PDF file to your local drive, click the Save icon.
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Encryption and Security

Protect your documents and keep important information confidential with
advanced encryption and authentication.

Encrypted Folder

Protect your documents with two-factor authentication in your Encrypted folder.
To activate the Encrypted folder, select it in MYBOX and enter your cell phone number.

O E M P
B Add New Document /. Create Document
MYBOX INBOX OUTBOX

FOLDERS B oo
O Al Documents 348
£ Unsorted 259
& Encrypted 1

The encrypted folder allows you to protect
sensitive documents with an additional password.

Please enter your phone number to receive an
activation code for this folder.

Phone Number ‘
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You will immediately receive an activation code via text message. Enter the activation code and

click Verify to create a password.

Please enter verification code.

69221

Send the code again

Create and confirm your password — this will open the folder.

v PDFfiller MYDOCS  FORBUSINESS ¥  SUPPORT MY ACCOUNT 0 v

- a
MyBox INBOX ouTBOX
FOLDERS 0 - B Copy ' Rename ) Dolete [§ Move  «ee More Sorted by: v

B Print
2 Email / SMS
Fax

Save As

O All Documants 348 e .
U4 2 a348 - da 348 2011 form 11/03/16

£ Unsorted 25¢
) Encrypted £

@ FillinBulk i

COLLABORATE
«Q Share
# SendToSign

X & LinkToFill  (w

OPENWITH

@ Encrypted Folder

Data in the Encrypted Folder is protected with an Extra Layer of Encryption and accessible with an additional
password that you sel using your mobile phone & Google
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To add documents to the Encrypted folder, drag them from any other folder. After you’ve finished
working with your protected documents, close the Encrypted folder by clicking the key icon. It will
also automatically lock after 10 minutes of inactivity.

£2 Unsorted )

Close Folder

> Fill in Bulk 18

To access the documents in the Encrypted folder, you will have to enter your password again.

HIPAA Compliance

Protect medical records with security that meets HIPAA standards.
Go to MY ACCOUNT and select Account Information.

-" PDFfiller MYDOCS  FORBUSINESS v  SUPPORT MY ACCOUNT a v
Manage your account Account Information
Account Number:
eﬁ E am Registration date: 05/25/2016
Subscription Person?l Account G Subscription expired: 06/29/2017
& Payment Information Information Count Documents: 423
Count folders: 18
=2 o

Custom Address API ‘Subsﬁibeiﬂowli:
Branding Book Settings
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Check the box in HIPAA Compliance section and click Save.

HIPAA Compliance

(J  Use HIPAA

Save

Login with Phone

Use your phone instead of the email to access your account.
Select the Login with Your Phone option.

Log In

\ Email ‘
Password &
. Don't Remember Me Forgot password

& Login with Your Phone G
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Enter your cell phone number. You will receive a single-use login PIN via SMS.

Please enter your mobile phone number to receive a
single-use login PIN via SMS.

555-555-5555

Enter the PIN and click Log in.

Please enter the PIN you received via SMS.
Each PIN is unique and may only be used once.

‘ Your PIN |

Resend PIN

Please note that prior to using this feature, you have to save your cell phone number in
My Account.
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Host Fillable Forms

Interactive fillable documents available to anyone to fill out from any device.
No coding or hosting necessary.

Attach Video Greeting Help

Introduce recipients to your fillable document by adding a help or welcome video.

While customizing the link to a document, insert a link to the video that you need to attach to the

document. Please note that the video should be published on YouTube.

Video URL ® https://www.youtube.com/watch?v=aOlvzNe8alg

Whoever opens the document for filling will be able to watch the video.

T XvOorEBBRER » * Q0L O

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Highlight Blackout More (5) Spelling  Search 127%

To enter data en this form, click anywhere and begin typing.
S | & | D ik DONE to provead ) Message

X

. Please make sure all information on this form is correct before
@ submitting. If you have any questions about using PDFfiller,
please click the question mark.

L 4

T —
° To better understand how to use this feature watch the video
I
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Publish on Website

Make your document publicly accessible. Create a link to the document and publish the link on

your website as a button or an HTML link.

You can start creating the link directly from PDFfiller’s editor. Click Done and select LinkToFill

from the drop-down menu.

b4

PDFfiller

T X v 0&BEBBER » QR 0D

Text Cross Check Circle Sign Date Picture Erase More (7) Search 150%

« » ° To enter data on this form, click anywhere and begin typing % Print
Click "DONE" lo proceed

Email / SMS

|ﬁ Fax

Save As

< Share

# SendToSign

e ¢ LinkToFill

@® Go to MyForms

v PAGES v

Alternatively, go to My Docs, select the document in its folder and click LinkToFill on the right.

Customize the embeddable HTML link.

1. Customize 2, Select Options 3. Activate

Modity Fillable Fields To modify, add of defete filiabia fakis cick 1ha button below. Onca you modify the falds, we will return you to
this sormen 1o finish your LinkToFt
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Add fillable fields to the document. Create checkboxes and fillable fields for various types of data
including text, numbers, signatures, dates, and photos. For more information, please refer to the
Add Fillable Fields section of this Guidebook.

Add Fillable Fields Add fillable fields such as text, checkboxes, signature, and date. This ensures the document is filled in properly
and fully completed, while making it easier for others to do so.

Add Fields

Customize the link’s text. Type your own text in the text field. It cannot be longer than

50 characters.

Link or Button Text ® 7 FILL NOW| W
max 50 characters
& FiLL NOW
Link Style ® Link Small Button  Large Button

IV Use Icon (&)

Link Colors & Text Color: .
Choose a link style. There are three styles available: simple link, small button and large button.

Link or Button Text @ FILL NOW PREVIEW

max 50 characters

Link Style ® Link Small Button _

v Use lcon ()

Link Colors & Text Color: . Button Color: .
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E'/’ You can also choose whether or not to use the document icon, just check or
uncheck its checkbox.

Choose the link colors by clicking the colored squares.

Link or Button Text @ FILL NOW PREVIEW

max 50 characters

Link Style ® Link Small Button -

v| Use Icon ()

Link Colors @ Text Color: . Button Color: -

Custom Logo and
Branding @

Y PDFfineﬁ

#2abdde
newave wie usiawt PDFfiller loao with vour own (optional).

Upload a custom logo for your document. Click the Add New Logo button and follow your
browser’s tips to upload an image from your device. The image should be in JPEG, GIF, or PNG
format and its size cannot exceed 5 MB.

Custom Logo and

Branding & @ Add New Logo V’ PDFfIlleﬁ

Replace the default PDFfiller logo with your own (optional).
Recommended dimensions: 160x50 px. Acceptable file types: JPG, GIF, or PNG. Max file size: 5 MB.

Whoever fills the document will see your logo in the top left corner of the page. If you choose not

to use this option, PDFfiller’s logo will appear by default.
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Provide the name, company and job title of the document’s author.

Author's Info @ Name

Company

Job Title

To request recipients’ consent to use their electronic signatures and records, switch on the toggle.

Welcome Agreement @ “ Off

Write a message to those who will fill the form, for instance, an instruction or request. Add a video
as mentioned above and proceed by clicking Select Options in the bottom right corner of the

page. This will open the tab where you can select the following options:

Password Protection and HIPAA compliance. Create a password to restrict access to the
document. You will have to provide the password to those who need to access the document.
To comply with the standards of data protection under the Health Insurance Portability and

Accountability Act, check the box.

Password Protection ® CJ—

Security @ HIPAA compliance



Guidebook 51

Permissions. Select Full Access to enable the recipients to edit the document using all
PDFfiller tools or select Signature Only to limit the editing capabilities to signature and date

only.

Signature Stamp. To turn on the “Verified by PDFfiller” stamp that will appear next to every

signature, check the Enforce box.

Permissions & m Signature Only

Signature Stamp ©® Enforce

Request Additional Documents. You can request the documents that should be sent along

with the filled document.

Request Additional ' ® Add document name
Documents @ R iwtnci Mo

Submission Requirements. You may request a name and email address from a person

submitting the document.

Submission Require email address

Requirements &
Require name

Download Options. If you permit downloads, whoever fills the document will be able to get

a copy of it.

Download Options @ V| Allow downloads
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Redirect After Submission. As soon as visitors of your site fill and submit the document, you
can redirect them to any webpage you like — just insert the URL address of the web page in
the text field.

Redirect After

Submission ® https://www.pdffiller.com

Notifications. You can choose whether or not to receive an email notification every time
somebody submits the document. Enter email addresses of those who need to receive
notifications.

Notifications @ No notification ®, Notification only Notification with PDF copy of document

Notification Email(s) @ | ® Add Email Address

Document ID. If you choose to use this option, PDFfiller will generate a unique ID that can be
used to track the document.

DocumentID ® V| Generate document tracking 1D

'v| Display tracking ID on document

After you’ve selected all the relevant options, click Activate at the bottom of the page; this will

open the Activate tab.

1. Customize 2. Select Options L Activate

Document Status ) Inactive m Test Your Document
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Set the Document Status. Change the document’s status to “Active” or “Inactive”.

Document Status @ Inactive m Test Your Document

Once the document is active, you will be able to distribute it using its URL address, HTML

code, or QR code.

€) Add the Fill Form button to your website.

Copy and paste this code into your website's HTML to display the button or text link you have designed:
<link rel="stylesheet" type="text/css" href="https://www.pdffiller.com/css_v2/link2fill-0.1.min.css">

<a href="http://pdf.ac/4JJVV1" target="_blank" title="PDFfiller.com: " style="color:#2e72e7;background:#00ff9c" class="pdffiller-

Ll form htn ndfillar fill farm hin laraa'S ol slace=""ndffilloc fill farm hin___icon"Sccvm vonlne="bttn: lrorasn2 oealdD00 eva i)

Your website’s visitors will be able to open the document in the PDFfiller editor where they can

easily fill, sign, and submit the document with just a few clicks.

QR Code

Share your fillable document via QR code to allow instant access from any mobile device.
Download the QR code and add it to any printed document, booklet, leaflet, etc.

Download

Smartphone users will be able to scan the code with their cameras to easily access the document
on their devices.



Guidebook 54

Social Networks

You can also share your document through social networks such as Facebook, Twitter or Google+.

) Share your form to Social networks.

Click one of the buttons below and log into Facebook, Twitter, or Google+ to share your document's URL through these social
networks.

are on Faceboo re on er are on Google
Sh Facebook W Sha Twitt gt sh Googl

Mobile Version

A separate downloadable application allows your forms to be available at all times on any mobile
device. To install the Form Filler App on your mobile device, use the links to the App Store or

Google Play.

o # Download on the
‘ Form Filler & App Store

Save Time Editing PDF Documents Online
S

P Google play

You can use the built in QR Code scanner to open your form
|dentify your form with this Unique Form ID

llg, 3800-8539-3424

To fill and submit a hosted fillable form, all you’ll have to do is just open the link or scan the

QR code.
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Extract Data into Excel

Export data from filled PDF documents as an Excel spreadsheet.

To access the completed document, go to MY DOCS > INBOX > LinkToFill. Select the document
and click Filled forms.

2
AL Q
MyBOX INBOX OUTBOX
RECEIVED Sort By: Unreadeﬁ’, Filled forms

B Email 2 - £ Settings
2 Employment_001 10/31/16
1@ Faxes

@ Shared with Me £ DOCUMENT_0015 10/31/16
£ Ssignature Requested ¢V & DOCUMENT_0011 10/28/18
» DOCUMENT 0013 10/28/16

COLLABORATION
# sendTosign 1o A SAMPLE_DOCUMENT 007 195159 10/27/16
< LinkToFill (5] A SAMPLE_DOCUMENT 007_195159 10/26/16

To export information from the document as an Excel spreadsheet, click Export.

E Filled Forms ( 1 forms)

Hosted document: |- DOCUMENT _0011.pdf a id: 82088574
Sortad by: Newest v *, Download @8 Export ﬁ' Delete i§, Track Document [& save to MYBOX ® Info Q Search
D Name Email Address IP Date & Time Download Attachment

» v 200007 N/A N/A 109.237.93.134  10/28/16 05:44 pm
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Notifications when Filled

Every time somebody fills and submits the document, you’ll receive an email notification.

N2 PDFfiller % Contact Support

Hi,

A new document has been submitted to your PDFfiller account via LinkToFill.
LinkToFill Document ID: DOCUMENT_005.pdf

User Name: N/A
User Email: N/A

To access the document, click here.
Thank you for using PDFfiller!

The PDFfiller Team

Please do not reply to this email, If you would like to contact support, please click below.

You can access the document using the link included in the notification.

Store and Access All Filled Forms

Access your filled forms anytime and from any device by keeping them in secure cloud storage.
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Go to MY DOCS > INBOX > LinkToFill and select the document you need.

O (S22 &

) Add New Document

Q

MYBOX INBOX OUTBOX
RECEIVED SortBy: Unread ¥ [ Filled forms I
B Email 2 - Q Settings
2 Employment_001 10/31/16
I8 Faxes
= DOCUMENT_0015 10/31/16
o Shared with Me - = a
Z Signature Requested J+ DOCUMENT_0011 10/28/16 I
A DOCUMENT 0013 10/28/16 I
COLLABORATION
* SAMPLE_DOCUMENT 007 195159 10/27116
# SendTeSign 19 o - ftin]
< LinkToFill (3 2 SAMPLE_DOCUMENT _007_195159 10/26/16
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Add Fillable Fields

Transform any document or form into a fillable form with smart digital fields
using our drag and drop wizard.

Drag and Drop Fields

The technique for adding fields is the same for all field types. While editing a document, open the
Add Fillable Fields tab on the right.

Y T X v 0 A B RBRRBRBRBR » * @° V DONE

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Highlight Blackout More (5) Spelling  Search 124% Help

4 > | @ Tomove tothe next field, press ENTER, or TAB. To move back, press SHIFT+TAB Q Find Another Form

>

2]
o
-
w
w
w
-
0
3
s
™S
o
(=}
<
B

Select the field you need, then drag and drop it where it should be in the document. Resize the
field by dragging its corners or edges.

4 | | @ Tomove tothe nexi field, press ENTER, or TAB. To move back, press SHIFT+TAB Arial vtuuv Bl ITIU|EY TY NB~
@
Select Field Type to Add i}
Flelds
T|7 © 5
Text Number Checkbox =5
n -
K\'. © = ] - J' Order
23 S @
® * Signature Initials Date
. . ® E q

Photo Dropdown Formula



Guidebook 59

Required Fields

You can mark any field as Required. Check the box and a red asterisk will appear in the top right
corner of the field.

'v| Required field * @

Advanced »

It is impossible to submit a form if a required field is empty.

Checkboxes
@ To add a checkbox field, click the Checkbox icon and click where you want
Checkbox to place it.

Select Field Type to Add

I / | ™
Text Number Checkbox

a o

] S
N B

Photo Dropdown Formula
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When you resize a checkbox, the next one will be of the same size so you will not have to resize
each checkbox.

To customize a checkbox, select it, then click Advanced
to expand options:

Type of Checkbox. You can format the checkbox to be filled with a simple checkmark, “X”, or circle.

Default. Select whether the default setting for a checkbox is checked or unchecked.

Note. Enter instructions or tips for filling the field. Users will see the note when they hover their
mouse over the field.

Database Field Name. Create a name for the field that will appear when you export filled data to a
spreadsheet or when you use a PDFfiller API.

Group Name. Group checkboxes together by entering the same group name for each box. When
filling the document, only one checkbox within a group can be checked at any time.

Text Field

T To add a text field, click Text, then click where you want to place the field.
Text



Guidebook 61

W2 PDFfiller = csir = [ AddFillable Fields & Previes e N
150%
| | @ Tomose lote e et press ENTER, or TATI Tomove back, press SHIFT=TAR TwaNewRemas v By B L u | Evy +v v B>
Select Field Type to Add P
Fieias
T|7 =
| Ted Nunter  Checkiox =5
Order
A B @
Signature Intaks Cate
B B K
Pnoto Dropocan Fomuie
&) Add some Text to Help
° o
Mease ontey
.
.
5 v Raqured fiold
Advanced ~
Defadt Te

& ¢ v PAGES

Use the text formatting tools to preset the field’s text format including the font, size, color and

alignment of text. It will be impossible to change text format while filling the field.

To customize the text field further, click Advanced
to expand options.

Default Text is the text that will appear in the field when others fill the form. If you lock the field,
nobody will be able to replace the default text.

Note. Here you can enter any instructions or tips for filling the field. Users will see the note when they
hover their mouse over the field.

Max Characters. Set the maximum number of characters allowed in the field. The “auto” setting will
limit that number to what can physically fit into the field.

Max Lines. Set the maximum number of lines allowed in the field.

Database Field Name. Create a name for the field that will appear when you export filled data to
a spreadsheet or when you use a PDFfiller API.
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Date Field
U U
@ To add a date field, click Date, then place the field where it should be
D in the document.
Avrial v20v BII U =v +v N.v
. ©)
Select Field Type to Add
T 7 " Fields
- © Text Number Checkbox 55 ®
. I - Order
+ s 0T | @
® e l Signature Initials Date
Photo Dropdown Formula

To customize a date field, click Advanced to expand options.

Format. Select one of many date formats.

Default. Choose the date that the field will display before the user changes it.

Note. Enter any instructions or tips for filling the field.

Database Field Name. Create a name for the field that will appear when you export filled data to
a spreadsheet or when you use a PDFfiller API.
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Signature Field

S . , . . .
(Sy To add a signature field, click Signature and drag the field where you
Signature want to place it.
. ®
Select Field Type to Add
¢ Fields
T!| 7 | ® s
B Text Number Checkbox =Y
* * = Order
® 4% Signature  « ® s js @
= Signature Initials Date
Photo Dropdown Formula

Anyone filling the document can click the signature field and use PDFfiller’s signature tool to sign
the document.

Drop-down Field

B) To add a fillable drop-down field, click Dropdown and drag the field where

Dropdown it should be in the document.
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Arial vy BII U Ev Tv NBR~
y ®
Select Field Type to Add 0
T 7 ¢ Fields
Text Number Checkbiox E)@)
& | 5| R
Signature Initials Date
Photo Dropdown Formuia
8 Add some Text to Help ®
.}. ~ Please select an llam

Define Dropdown Items
: Red

i Green
Yellow
= Blue
i or enter your own

+Add

v Allow an aiternative choice

To help users choose an item from the list, provide a suggestion in the Add Some Text to Help

textbox.

To add an item to the list, type a new value in the empty field and click + Add. To allow users to

provide their own alternative, check the respective box.

Define Dropdown items

i Red

Name dropdown item + Add

| Allow an alternative choice
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To customize a drop-down field, click Advanced to expand options.

Default. Select the default item from the list you’ve created.
Note. Enter any instructions or tips for filling the field.

Database Field Name. Create a name for the field that will appear when you export filled data to
a spreadsheet or when you use a PDFfiller API.

Use the text formatting tools to preset the field’s text format including the font, size, color and

alignment of text.

Number Field

7 To add a number field, click the Number icon, then click where you want to

Number place the field.

You can customize a number field just like a text field. To learn more, please refer to the

Text Field section above.

Photo Field

A To add a photo field, click the Photo icon, then click where you want

Photo to place it.
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Select Field Type to Add 0
¢ Fields
T|7 | & | e
Text Number Checkbox =)
a Order
7 (R
Signature Initials Date
M| B &
Photo Dropdown Formula

Anyone filling the document will be able to click the photo field and either upload a photo from their
device or take one with their webcam.

Formula Field

You can make simple calculations using the formula field.

fx First, you need to create number fields that will be used as operands. Then,

click Formula and place the formula field where you need it.
Formula

Write the formula in the formula box just above the document using the number fields as
operands. A click on a number field adds it to the formula.

-~ ~  Formula_1 =(Number_1+Number_2-Number 3)/Number_4 «! || Arial v 24w n 7Ty v vy B~
@
Select Field Type to Add m
Fields
A B o D T |7 | @ s
___________________ ; e e S e e Toxt Number Date =)
: 2 : #) : # : # 1 > Order
......................................................... S EJ E 7s

Dropdown Checkbox Signature

»
a

(A+B-C)/D= - X B f

Initials Photo Formula

Swv >

formulas to calculate a value based
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Alternatively, you can use the Formula builder to create formulas. Add a formula field, click the fx

button to activate the Formula builder. Press New Number Field to add the first operand. Repeat

this step to add as many number fields as you want.

N2 PDFfiller = caor » [B Add Fillable Fields
| ./ Formula_2 =
]I Formula builder [
»CLEAR | ¢ ) L

4 & 6 -
A 1 2 3 +
< J1

0 . m New Number Field

>
®»
w
Q
<

-

&

90%

Preview

Cancel SAVE

&l || Arial v}24v=] Uu =Z=v = N B~
n ) ©)
Select Field Type to Add
Fields
T |7 | B | e
Text Number Date =5
¢ Order
B &4 &
Dropdown Checkbox Signature
(@]
2 B B | i
£ : Initials Photo Formula

Formula builder

Select the first operand from the list and the first operator by pressing +, -, * or /, then select the

?’ PDFﬁ"er Editor E% Add Fillable Fields Dés Preview Cancel “
100%
@ | Formula_2 = (Number_1-Number_2)/(Number_3+Number_4)+Number_5 &« | Adal v 24 v ﬂ I ZEvy =y N B~
al . ®
B8 Select Field Type to Add i}
(R - ) | 7+ + i =
i) s el S A W oas b I . ° T 7 @ @
Text Number Date =)
Formula builder E E é.s Order
| CLE AR‘ ( ) / NumiBer 1 Dropdown Checkbox Signature
R L ( =
7 7 8 9 7 Number_2 JS @ fk
Niiber 3 Initials Photo Formula
> [ mber_.
» 4 5 6 -
4 = Number_4 || Formula builder
<
o 1 2 3 * Number 5 |~ Formula field lets you easily create
> 0 OK NN B formulas to calculate a value based
< L SWIHIREES on number fields in the document.
< You can easily find a Formula builder
.

at the top of your document.
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When you fill number fields, the formula field will automatically show the result of the calculation.

I XvoerERE>»E°® "alkomd

PDFfiller Text Cross Check Circle Sign Date Picture Erase More (7) =~ Wizard Comment Spelling Search  125% Help
ol » @
A B C D
500 700 90 3 4
“
£ (A+B-C)/D=370.00

4

PDFfiller

4 | | @ Alchanges have been saved.
( 1900 - 1000)/( 17+ 13)+ 80 110 <

T X v O BBREE »HE® " QR oS

Text Cross Check Circle Sign Date Picture Erase More (7) Wizard Comment Speiling Search 125% Help

Initials Field

To add a fillable field for initials, click the Initials icon and drag the field where you want to place it.

®
Select Field Type to Add 05
T 7 E Fields
®
~ ~ . o Text Number  Checkbox =5
i - Order
. TS Initials ° s JS. @
i = L Signature Initials Date

N B &

Photo Dropdown Formula
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Wizard Control

There are three modes of filling a document containing fillable fields: Wizard, Fields and Off.
To activate the mode you need, click the Wizard icon in the main toolbar and use the selector that

= = us .
> L= o @ B @
More (7) Wizard Comment Spelling Search  150% Help
1 Wizard 5= Fields ~a oL SN Q Find Another Form

The Wizard mode allows you to go from field to field following the default sequence or in any other

order that might appear more appropriate. You don’t have to go through the document in search of
fillable fields, save time selecting fields from a convenient list.

The Wizard shows you the fields you’ve already filled, the current field and the

o —

Q= remaining fields, so you can easily estimate the progress you are making. To

expand the Wizard, click the Wizard icon.

As soon as you fill a field, the corresponding box in the Wizard will be checked and the instructions

Only 4 more steps to complete X

1. Fill-In Text Fields g dietnalt.

Johnny

NAME

| Enter your homelown

Please enter your name. m X | Choose an option *

I nave regu tns sampre qucament. YES ™ .
P = |:| | Add your signature *

3. e-Signatures __| Enter the date *

#5 your signature * - required fields

SIGNATURE DATE
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To go to the next field following the default sequence, either click the Next button under the field or
press Enter, Tab or the Right/Down Arrow key on your keyboard. You can fill the document in
any other order by selecting fields from the list.

In the Fields mode, you can select fields by pressing the Tab or arrow keys on your keyboard or

using your mouse.

Use the selector to deactivate fillable fields. Be careful - the data you’ve already entered in the

fields will be deleted and will not reappear even if you return to the Wizard or Fields mode.

ﬁ To restore the data, use the Undo button or press Ctrl+Z (Command + Z on a
Mac) on your keyboard.
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Sign

Create legally binding eSignatures faster than ever before.

Add a signature on Mobile

Sign documents on the go by drawing your signature on any mobile device.
Tap the Signature icon, then tap the document where you need to put your signature. Create a
signature using your finger or select a signature if you have already uploaded it. The signature you

create will be saved for future use.

v ‘ CLEAR | ADD SIGNATURE
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Add a Signature from your Computer

Draw a signature with your mouse or touchpad and add it to your document.

QE Click the Sign icon in the main toolbar to open the Signature Wizard that

= allows you to type, draw, sign, upload, or capture a signature.
ign

Signature Wizard

€ Create a signature by drawing, typing, or uploading. Selecting a signature will add it to the selected field.

%}/)aﬂb_fe To add signature please use buttons eSS

@ Ls

Add New Signature

To type a signature, click the T icon and type your name. Click Save and Use to use the signature
immediately or Save to use it lately. In both cases the signature will be saved in the Signature
Wizard.

Signature Wizard

€ Type your signature below, then press the "Save" or "Save & Use" button to proceed.

ohn Johnson
Bk
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Click where you need to place the signature. Use the mini-toolbar to resize the signature

or change its position.

P: OK W (14 da -

Verified by PDFfiller |

Signature: OZO}WSDH —————————————

To draw, click the fountain pen icon and use your mouse or trackpad to draw your signature by

clicking and dragging. You can also change the color and thickness of the signature.

Signature Wizard

> Draw your signalure Delow, make any desired changes, tnen click e *Save’ or ‘Save & Use" butten to continue.
4~ Undo (AT W R — v| Srmocthing

e
3
2
e
-

Save and place the signature exactly where you want it to appear.



Real Signature with a Photo

Make it easy to add a legally binding signature to a document by capturing a handwritten

signature with a webcam.

Click the webcam icon and allow PDFfiller access to your camera.

Adobe Flash Player Settings

Camera and Microphone Access @

www.pdffiller.com is requesting access to
your camera and microphone. If you click
Allow, you may be recorded.

@ Alow ||@ Deny |

Sign a piece of paper and hold it up to the camera, so the signature fits inside the blue box,

then click Take.

Signature Wizard

gn & plece of paper and hold it up to vour camera, then align it inside the blue box and clickc the "Take" buttor
fyou're sansied with your signaours, click 'Use" 1 proceed

Back
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You can then choose to make adjustments to the scan or use the signature as-is.

Signature Wizard

@ Use this to adjust the brightness and contrast of the picture.

Background Crop Brightness/Contrast Flip/Rotate Auto

“®: Brightness: — -15% | (D Contrast | 0% Select edittool above to editthe image

4~ Undo | Zoom: 150% sy BN

% ok @ 14 la

Signature: 6,2{)/7;750/7

Verified by PDFfiller Stamp

PDFfiller verifies your signature with a stamp showing the date when you signed the document.
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To show the stamp, click its icon.

Verified by PDFfiller |

P: oK W T4 la g

NP e
Signature: Ulo}) nson

Legal in 50 States

All signatures added in PDFfiller are legally binding under the E-Sign Act (2000).
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Erasing, Highlighting, Redacting
and Drawing

Easily customize documents to fit your needs with a variety of tools.

Erasing

Quickly Erase any content from a PDF document with precision.
Clicking the Erase button will cause the eraser toolbar to appear under the editing tools.

w T X v 0 & @@ Eﬁ@»@.“:@‘&g

PDFfiller Text Cross Check Circle Sign Date Erase  Highlight More (6) Comment Spelling Search  150%

To enter data on this form, click anywhere and begin typing.
“ P | D ? o Al B

Click "DONE" to proceed. B ¢ Y8l Q Find Another Form

3. Select the level of access to the document that visitors will have, from full
editing permissions to just a signature option. You also have the option to
require each visitor to include their email address and name before they can
submit the document. Then select the “Notification” checkbox if you’d like
= PDfFfiller to notify you each time a copy of the document is filled.

8
:
g
B

e Use the slider to change the thickness of the eraser.
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Navigate to the content you want to erase, press and hold down the mouse button, drag the eraser

across the content, then release the button and click OK.

T XvoerprEER > ®:alkoEEm

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Highlight More (6) = Comment Spelling Search  150%

4  » @ Alchanges have been saved & [ JEm— Y 4l Q Find Another Form

3. Select the level of access to the document that visitors will have, from full
editing permissions to just a signature option.

¥ ok [

@
Q
-
)
_
w
g
o
=)
a
<

Then select the “Notification” checkbox if you’d like
~  PDFfiller to notify you each time a copy of the document is filled.

»

ARK

If the page color or background is not white, use the color selector to change the eraser’s color.

Click the color selector icon, then click once anywhere on the page or background.

VT X v O, aaBEg» 2 2aai oEEEl

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Highlight More {6) Comment Spelling Search  125%

4~ ~ 9 Use Right-Click to Remove this Object d D pEmm——— Q Find Another Form

Guidebook

37 ADD WATERMARK [} ADD FILLABLE F|

Easy Step-by-Step Instructions

& & v PAGES v

IRSIONS

# Navigate to the content you want to erase, click and drag the eraser across it
and then click OK.
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% T XvOorBREER> °2an o

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Highlight More (6) = Comment Spelling Search  125%

€« » | @ Alchanges have been saved. & 0 ==l Al Q Find Another Form

Guidebook ‘

You can also delete content within a rectangle of any dimensions.

DD FILLABLE FIELDS

Click the rectangle icon, place the cursor at any corner of the rectangle you need to delete, press

down the mouse button, drag it to the opposite corner and release the button.

T XvOoiEaEBER> °2alopE

PDFfiller Text Cross Check Circle Sign Date Picture Erase Highlight More (6) Comment Spelling Search 100%
*~ (ad ¢ All changes have been saved. bo 4 D L / Q Find Another Form
¥ OK I

(77 ADD WATERMARK | §1) ADD FILLABLE FIELDS

< | w~ PAGES v

Highlighting

Highlight text in documents with a simple swipe of the cursor.
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Click the Highlight button in the main toolbar, navigate to the content you want to highlight, press
and hold down the mouse button, drag the cursor across the content, then release the button and
click OK. Use the slider to change the thickness of the highlighter before or after highlighting.

PDFfiller | Text Cross  Check  Circle sign Date  Picture Highlight More{8) Comment Spelling Search  150%

4 | | © Alichanges have been saved, 2 [ . (<>l Q Find Another Form

3. Select the level of access to the document that visitors will have, from full
editing permissions to just a signature option. You also have the option to
reqt. lire each visitor to include their email address and name before they can

suprmit the document. Then select the “Notification” checkbox if you’d like
PDFfiller to notify you each time a copy of the document is filled.

T X v 0 & 8 & @ > ° 2k 0

ARK =~ F7J ADD FILLABLE FIELDS

If you want to highlight an entire paragraph, click the rectangle icon, place the cursor in the top left
corner of the paragraph, press down on the mouse button, drag the cursor to the bottom right
corner and release the button.

VT Xy O0orBRBE > ° &k opEim

PDFfiller | Text Cross  Check  Circle sign Date  Picture  Erase  Highlight More (6) | Comment Spelling Search  150%

& | @ Alchanges have been saved. bo A I <ol Q Find Another Form

> % Bt the level of access to the document that visitors will have, from full

editing permissions to just a signature option. You also have the option to
require each visitor to include their email address and name before they can
submit the document. Then select the “Notification” checkbox if you'd like
PDFfiller to notify you each time a copy of the document is filled. 0

v | >|»

If you need to highlight specific words or phrases, use the Search tool and its highlighter.

To delete a highlight, select the highlight and then click the trash can icon.



Redacting

Use the Blackout tool to redact sensitive information.

Click the Blackout button in the main toolbar, navigate to the content you want to redact, then
click and hold down the mouse button while dragging your cursor across it. Use the slider to

change the thickness of the black line before or after redacting.

% T X v 0O &2 B BREBRBR» % &2 &@MnQ@O0

PDFfiller Text Cross Check Circle Sign Date Picture Erase Blackout More (6) Comment Spelling Search 150% Help

4=~ > & Al changes have been saved d I x'

3. Select the level of access to the document that visitors will have, from full

editing permissions to just a signature option. | GcNGEGE
e T select the “Notification” checkbox if you'd like
PDFfiller to notify you each time a copy of the document is filled. E

v > »

You can blackout content within a rectangle of any dimensions.
Click the rectangle icon, place the cursor at any corner of the rectangle you need to blackout,

press down the mouse button, drag the cursor to the opposite corner and release the button.

% T X v O & B BB B » 2 2 Q& O

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Blackout More (6) Comment Spelling Search  150% Help

e —
*« # | @ Al changes have been saved o I (<ol Q Find Another Form

3. Select the level of access to the document that visitors will have, from full
editing permissions S8 option. You also have the option to
require each visitor ail address and name before they can
submit the docume “Notification” checkbox if you’d like
PDFfiller to notify you each time a copyx of the document is filled.

v |'¥[»

If you need to redact specific words or phrases, use the Search tool.
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Drawing

Use powerful tools to draw any shape.

Select the Draw icon, the drawing toolbar will appear under the editing tools. Use the slider to set

the thickness of the line. Click the color square and choose the color from the palette.

Click where you want to start and draw any shape by dragging. Release the mouse button to stop

drawing and click OK.

B B [ © < @R ®
w2 PoFiiler I X v O & P EBERE /L E B & O oo - |
Text Cross  Check  Circle Sign Date Picture  Erase Highlight Blackout TextBox Arrow Line Draw Sticky Wizard Comment Spelling Search 200%  Help
To enter data on this form, click anywhere and begn typing.
S~ D Chck TDONE" 10 proceed g - — v =8 Q Find Another Form

ILLABLE FIELDS i

59 ADD WATERMARK | £ ADD Fil

« ¢| v PAGES v | > »

N D vERsions

You can change the thickness and color of the line after you’ve completed the drawing. Select it in

the document and use the slider and the color palette.
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New Form and Document Creator

Create new documents and customize their layout with a feature-rich
web-based online editor.

Create a New Form

Create forms and add text, tables, graphics, images and drawings.

In My Docs, select a folder where you need to create a document and click Create Document.

B Add New Document / Create Document

FOLDERS B e B 7 T E e Sort By: Date Modified-Newest
O All Documents 31

2 Unsorted 20

@ Encrypted

B3 HR Department 1

3 INSURANCE 10

[) New Folder

MORE
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This will open a sample document in the PDFfiller Document Creator.

v PDFfiller /2 Untitled Document

=B & U iRrE & @@ @ . 0 e

Hello and Welcome to PDFfiller Document Creator.

Here you can create simple documents that include text as well as other elements
Additional elements that you may consider adding to your document include:

1. List (Ordered or Unordered)

1. Please enter your First Name
2 Please enter your Last Name

II. Images — make your document more personal by adding logo, trademark and etc

v

IIl. Tables - organize questions and other data into a convenient format

Item namePrice
Pens s$15
Shirt s$20

IV. Checkmarks — add checkmarks 10 make It easy for users to select specific cholces
Please select your gender
Male Female

V. Fields — make it easy for users o fill in 2 document

To rename the document, delete its default name, enter the name you would like, and press
Enter on your keyboard.

V4  Untitled Document ]

/ ‘ Questionnaire ]
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Delete the sample content before creating yours.

2 PDFfiller

/2 Questionnaire

2 e PP B F SRR | EESe g= = G - 8 0O @~
QUESTIONNAIRE
Personal Information:
First Name: Last Name:

How many books did you read last year?

Please provide information about the book you are currently reading:

Author:

Title:

Format: EPUB PDF HTML other, please specify;

Add Text and Checkboxes

Adding text is easy. Just type it directly into the document or copy it from any other document.

To paste text, press Ctrl+V or right-click and select Paste from the menu. You can also paste

unformatted text by selecting Paste as plain text from the menu or pressing Ctrl+Shift+V on

your keyboard.

Unde Ctri+Z
Redo Ctri+Shift+Z
Cut Ctrl+X
Copy Cirl+C
Paste Cirl+V
o Paste as plain text Ctrl+Shift+V

Select all
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To change the writing direction, select Left to Right or Right to Left from the menu.

Undo Cirl+Z
Redo Ctrl+Shift=Z
Cut Ctri+ X
Copy Ctri+C
Paste Ctri+V

Paste as plain text Ctri+Shift+V

Select all Ctri+A

Spelicheck >
Writing Direction >

Inspect Ctrl+Shift+| |

Jef

l:‘l
m
o

e
LIt

Left to Right
Right to Left

Format text using these tools.

(&) (@

TV B I

D ® ®

A. Font Size D. Underline
B. Bold E. Align
C. ltalic F. Numbered List

™

.,

G. Bulleted List
H. Increase Indent

I. Decrease Indent

90

4
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To add a checkbox, click Insert Checkbox in the toolbar. The check box will appear at the text
cursor’s position.

- B 0 v -

Insert Checkbox

Add Tables

Enrich your documents by adding images and tables.

To insert a table, click Insert Table in the toolbar and move the cursor over the grid until you
highlight the number of rows and columns you need.

O m B 1 L Kk & = A a4 8B 0O EF> =
—
3%9
(5] [ [ ] ) i ] [
|
EEEEEEEEE
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When you click in the table, the table tools will appear.
To add a header, select H.

Sunday Monday Tuesday  Wednesday Thursday Friday Saturday
2
e H & =~ -
Table Header s
[« =-
You can insert and delete rows and columns.
Sunday Monday Tuesday Wednesday  Thursday Friday Saturday
2
H ® 2 v
O~ 6 Insert row above
Insert row below
Delete row
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
£
o =~
- & 1~ Insert column before

Insert column after

Delete column
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To merge cells, select the cells you want to combine, click Cell in the table tools and select
Merge cells. You can merge cells located in the same row or in the same column.

Page _ '
First quarter Second quarter } } |

H 8 =~ liv

O~ & 1~ =~

° Merge cells B

You can split a cell in two either vertically or horizontally. Click in the cell you need to split and

select Vertical split or Horizontal split from the table tools.
H W 2~ W=
O 6 |~ E-

Vertical sphit

Horizontal spiit

To change the cell background, click in the cell, click Cell Background and select the color

you want.

—_—
H a =~ i~
O« & |~ =&~
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Use the alignment tools to change position of text in cells.

—_— —_—
H & =~ - H & =~ -
O~ 6 1~ &~ O~ & 1~Ey
Top K

Middie =

Bottom =

=

Add Images
To add an image to the document, click in the toolbar or press Ctrl+P on your
h keyboard and then either drag-and-drop the image from your device into the
box or click in the box to upload the image.
= = E @ B 0O @- -

—

Drop image
(or click)
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Resize the image by dragging its corners. To change position of the image, use the alignment tool.

Eext text (ext

<! text = ext tex!
x1 text =y " " ext tex!
texttextte = exttexttextte!
dlexttextle = exttexttextte
lextlextle = exttextiextle

t taxt tmxt tex'

To control how text wraps around the image, select Inline or Break Text options.

text text text text text text ¢
text text text text text text fex
text text text text tex! tex! o
text text text text tex!t tex! 12
text text text text text tex! i
text text text text text texi ¢
text text text text text text &«
text text text text text text te
text text text text text tex! e

———  {€X1 lEXU tEXT teXT text tex] oy
tex = =~ @ %~ texttexttexttexttext text tex:
text text text texttex  |ine ext text text text text !
text text text text tex

Break Text
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To replace the image, click Replace and then upload another image.

[ ] & i [
— —
=2 =E- @ K-
Drop image
(or click)

Turn the Form into a PDF

To save the newly created document as a PDF file, click Done and select Save As from the drop-

down menu.

V’ PDFfiller /2 Questionnaire

Ti~ B I U = = = = @ - O @~ = [ Add Fillable Fields

E,/' Open in Editor
QUESTIONNAIRE

@ LinkToFil

Personal Information:
#Z SendToSign

First Name: Last Name: @ Share
How many books did you read last year? = Print
Please provide information about the book you are currently reading: & Email / SMS
Author: I8 Fax
Title: ° Save As
@® GotoMYDOCS

Format: EPUB PDF HTML other, please specify:
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Select the PDF icon to save the document as PDF to your local drive.

PDF

Save a copy of this
document to your
computer as a PDF

Save Document As

How would you like to save:

Word

Save a copy of this
document to your
computer as a Word
document (.doc)

Questionnaire.htm

Excel

Save a copy of this
document to your
computer as an Excel
spreadsheet (.xIs)

PowerPoint

Save a copy of this
document to your
computer as a Powerpoint
presentation (.ppt)
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Add Watermarks, Images and Video

Customize your documents with visual content using simple,
but powerful tools.

Add a Watermark

Add a custom watermark to PDF documents.

Click on the Add Watermark tab on the right to expand the panel.

¥
i
<
=
o
L
<
2
fa)
fa)
<
E

Check the box and add the text that you want to appear in the watermark.

| Watermark ()

Text:
WATERMARK

Q-‘l‘
@V [#] (3] B2

Q. s
& -
& —

All
® Page Range
138
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After the orientation, size, and opacity of the watermark have been defined, you can see the
changes to your document in real time — simply select the pages you’d like to apply your

watermark to see how it looks.

v’ PDFfiller [ Add Watermark 5% g

prS 9 To enter data on this form, click anywhere and begin typing,

B2 Click "DONE" to proceed

v Watermark 2 v

Text
WATERMARK

Orientation:
[ & I;J‘: | 23131:4

Size:

Opacity:
—.

Apply To:
An
® Page Range

WATERMARK

& ¢ v PAGES v

125

Date @ <

Page Numbering ) <

To remove the watermark, uncheck the box.

Add Page Numbers

Number the pages of a document with just one click.

While editing a document, open the Add Watermark tab on the right.

¥
i
<
=
i
w
<
3
o
Q
<

T
>III
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Select the Page Numbering dropdown menu to change the format, size and position of the

numbers on the page.

2 PDFfiller [ Add Watermark

To enter data on this form. click armywhere and begin typing
R » g Click "DONE"* 1o proceed

Page 3 of 6
b
N2 PDFfiller [ Add Watermark

To enter data on this form, click arywhere and begin typing
- ~» @ Click "DONE* 1o proceed

»

& < v PAGES v | >

30f6

To hide page numbers, uncheck the box.

Watermark ) “
Date &) <
+| Page Numbering & v
Display Format:
Page Jof & v
Stze.
SIS
Position on Page:
ol
1 i
- .. .

° NEZEE
Help

Watermark © <
Date ) «
+| Page Numbering ) v
Display Format:
3of6 v
Page 3of 6
Page 3
3of6
3
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Add an Image

Enhance documents with images or pictures that have been uploaded or taken with a webcam.

@ Select the Picture icon in the main toolbar to open the Image Wizard. You
can either upload a picture that you already have or take a new one using

Picture your webcam.

Image Wizard

@ Select a photo to insert into your document.

LS

To add a photo, select “Upload” or “Capture” [_3_—

Q

Add New Picture

To upload a photo from your computer, click the Upload button.

Image Wizard
@ Select a photo to insert into your document.

LS

To add a photo, select “Upload” or “Capture” [__?

Q

Add New Picture
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Before inserting the image in the document, you can crop, rotate and flip it, change its
background, and adjust its brightness and contrast.

Image Wizard

@ Use this tool to cut out a piece of the picture,

Background Brightness/Contrast Flip/Rotate Auto

Width: = 400 Height: 400 v Apply Select edit ool above lo edd the image

Zoom 7% e

.

Back

To place the image on the document, just click on it in the Image Wizard. Move or resize it for

a perfect fit using the mini toolbar.

-y -~ ~ - - ABC ®
w T X v O & B B B B & A So» Q@ & @
PDFfiller Text Cross Check Circle Sign Date Picture Erase Highlight Biackout Text Box  Arrow Line More {2) Spelling Search 150% Help

N - @ To enter data on this form, click anywhere and begin typing.

Click "OONE* 10 proceed (-M Q Find Arother Form

Y. ok @ 14 ls

v PAGES wv

ADD FILLABLE FIELDS

57
o
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You can also take a picture using your webcam and add it to the document. Select a photo size to

the right of your camera image, click Take, then click Use to proceed.

Image Wizard

Select a photo size to the night of your camera image.
Click “Take" to take a photo. then click "Use" to proceed.

Camera: D o ¢ Units:  Inches v

@ Full Size (5,1 X 2.9) inches
US Passport (2 X 2) Inches
Custom Size: 1.7 X 1.3

The window that will open next allows you to crop the image, adjust its brightness and contrast,
flip and rotate it, or enhance it otherwise. After you’ve finished editing your picture, click Save and
Use to add it to your document immediately or select Save to use the picture later.

Crop Brightness/Contrast Flip/Rotate Auto

49% Select edit iool above {0 edit the Image

Zoom: | 93%

Back
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Add Video

Add instructional, marketing or welcome videos to the documents that you host using our

LinkToFill feature.

While customizing a link to a document, insert a link to the video that you want to attach to it.

Note that the video should be published on YouTube.

Video URL &® https://www.youtube.com/watch?v=a0OlvzNe8alg

Whoever opens the document will be able to watch the video.

A/ [ ]
% T X v 02 BREBRBR » 2 &0nR
PDFfiller Text Cross Check Circle Sign Date Picture Erase Highlight Blackout More (5) Spelling  Search 127%

To enter data en this form, click anywhere and begin typing.
b > c Chick "DONE" to proceed

@  Please make sure all information on this form is correct before
@ submitting. If you have any questions about using PDFfiller.

please click the question mark.

I——
o To better understand how to use this feature watch the video
I

X

PDFfiller

Fill in Documents Online.
Fast. Easy. Secure.

How To Align Text

O S P ¢ N R
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Search Text in PDF

Find specific words or phrases in PDF documents.

Search

Use the Search tool to find a word or a phrase in the currently open document.

@o

To activate the Search tool, click its icon in the main toolbar or press CTRL

+F on your keyboard.

Search
[ J
If a PDF document is not searchable, the dot on the Search icon will be red. @
Search
Search Oof 0 A B | B
A. Search field D. Next G. Blackout

B. Counter

C. Previous

E. Erase
F. Highlight
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Type the text you want to find in the search field. The counter will show you the number of the
current search term and the total number of search terms found in the document. The current

search term is highlighted in green, the others are highlighted in red.

Y T X v 0 A B BB B B H » @3[&@

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Highlight Biackout TextBox More (4) Search 150% Help

Lo r* | @ Al changes have been saved watermark S6f10| & | v & @ @
1ark and Page Labels

8. Document Wat

Add a Custom Watermark, Page Number or Date to
Your Document

Underneath the Versions tab is the “Watermark” tab, where you can add
custom watermarks, page numbers and dates to any of your documents.

8
:
3
3
:
:
B
E
-
:
B

€| v PAGES v > | »

Search and Erase

To delete the current search term, click Erase. The next search term will automatically become

current.

- o
w T X v 0 & B BB B B » 0 @ _
PDFfilter Text Cross Check Circle Sign Date Picture Erase Highlight Blackout TextBox More (4) Searc Help

L Y ~ ° All changes have been saved. watermark 40f10| A | ¥ . @ [3
mark and Page Labels

8. Document Water

Add a Custom , Page Number or Date to
Your Document

RiY ADD FILLABLE FIELDS

Underneath the Ver3|ons tab is the “Watermark” tab, where you can add
custom watermarks, page numbers and dates to any of your documents.

£ v PAGES v | > »

é
E
:
Ed
Fa
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Search and Highlight

To highlight the current search term in yellow, click Highlight.

R - - g
w T X v 0 & B B B B B » [ voone -
PDFfilier Text Cross Check Circle Sign Date Picture Erase  Highlight Blackout TextBox More (4) Selrch 15 elp
) | @ Allchangss have been saved watermark 50f10 A& ¥ L; Q Find Another Form

8. Document Watermark and Page Ea! els

Add a Custom , Page Number or Date to
Your Document

Underneath the Versions tab is the “Watermark” tab, where you can add
custom watermarks, page numbers and dates to any of your documents.

{ v PAGES v 2> »

g
:
3
3
;
:
B
B
-
2
B

Search and Redact

To redact the search term, click Blackout.

Y T X v O &4 B BRBBRBRH » @t}a

PDFfiller Text Cross Check Circle Sign Date Picture Erase  Highlight Blackout TextBox More (4) 150% 6_
L Y > Q All changes have been saved watermark 7010 A& v & = Q, Find Another Form

8. Document Watermark and Page Labels =2

Add a Custom , Page Number or Date to
Your Document

Underneath the Versions tab is the “Watermark” tab, where you can add
I 020 numbers and dates to any of your documents.

9 ADD WATERMARK | [iJ ADD FILLABLE FIELDS

€| v PAGES v > »
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Forms Security and Authentication

Protect your documents with two-factor authentication, encrypted folders
and HIPAA compliance.

Use a PIN

Secure recipients’ access to documents by applying a 4-digit PIN.

While sending a document for signature, you can add an extra layer of security to the document.

Enable the recipient’s authentication and enter his cell phone number.

2. Add Your Recipients
Recipient Email j A Recipient Name 7 Options A

Authenticate Signer &

visave  QEEESIED | & Prone Number

The recipient will receive a text message containing a 4-digit PIN. To access the document, the
recipient will have to enter the PIN.

Use 2-Factor Authentication

Protect a folder or a form by adding 2-factor authentication, just like many bank accounts demand.
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To activate the Encrypted folder, select it in MYBOX and enter your cell phone number.

; "
Q @ M [# Add New Document /. Create Document
MYBOX INBOX OUTBOX
FOLDERS & e
O Al Documents 348
£ Unsorted 259
2 Encrypted 1

The encrypted folder allows you to protect
sensitive documents with an additional password.

Please enter your phone number fo raceive an
activation code for this folder.

Phone Number ‘

You will receive immediately an activation code via text message. Enter the activation code

and click Verify to create a password.

Please enter verification code.

69221

Send the code again
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Create and confirm your password, this will open the folder.
'7 PDFfiller FORBUSINESS v  SUPPORT MY ACCOUNT o .
5 & @ grem———
weor | maox oummox Eeodoiind a
FOLDERS m ..e @ Copy '/' Rename ﬂ’ Delete E Move  «ee More Sorted by: Vv [#" Open I
O Al Documants 348 B Print
. v & a348 - da 348 2011 form 11103/16
£ Unsorted by | = 6 Email / SMS
) Encrypted > T i@ Fax
) saveAs
@ Fillin Bulk
COLLABORATE
«Q Share

@ Encrypted Folder

Data in the Encrypted Folder is protected with an Extra Layer of Encryption and accessible with an additional

password that you sel using your mobile phone

# SendToSign

X & LinkToFill

OPENWITH

o

To add documents to the Encrypted folder, drag them from any other folder. After you’ve finished

working with your protected documents, close the Encrypted folder by clicking the key icon. It will

also automatically lock after 10 minutes of inactivity.

£2 Unsorted

5 Encrypted

Close Folder

> Fill in Bulk

18

To access the documents in the Encrypted folder, you will have to enter your password again.
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Unique Document ID for Each Document

Secure the authenticity of the document with the help of a unique Document ID.
While sending a document for signature, create its tracking ID. You can also activate the

Document ID option for the fillable forms that you host on your website or via QR code using the
LinkToFill feature.

4. Document Security

Document ID 2
v Generate document tracking 1D v Display tracking 1D on a document

To see the document’s ID, go to its folder and select Document ID on the right.

¥ i
- o
MYBOX INBOX oUTBOX

SENT g & SortBy: To:A-Z ¥ [® View |
B Email/SMS 7 : B Print
v To: @outlook.com | Employme... M 02:40
I8 Faxes Please sign this document with PDFfiller - Please sign and returm the linked d., B3 Email/ SMS
I Fax
To: @outlook.com A SAMPLE .. [ 02:38
COLLABORATION HISTORY
Please sign this document with PDFfilier - Please sign and return the linked d B saveAs
OQ Share 8 .
To: @outlook.com & SAMPLE ... ) 01:26 & Status
£ SendToSign 22 Please sign this document with PDFfiller - Please sign and retumn the linked d. E9 Certificate
& LinkToFil (3] ‘
To: @pdffiller.com |» Invoice 11-... 11723116 ) OO A0
subject_for_sign - message_for_sign 8 DocumentID (s
To: @pdffiller.com (£ Invoice 11-... 11122116

subject_for_sign - message_for_sign

If you choose to display the tracking ID on the document, it will appear at the page bottom.

vy |
f‘ PDFfiller Document ID: 5C73-0480-0AB7-0000 ;
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Copy the document’s ID and save it in a file for tracking the document.

032F-0519-430A-0002

Employment Agreement

THIS EMPLOYMENT Chgr 6 made Into 3z ofthe
dste of =xecution ffective Dat="] by and betwern Company. heving its principal
DIICS OF DUSINeSE It 42) € DRACHMAN, TUCSON AZ 537037398, USA {"Employer)
00 Joo Doa, (Employ ).

Empinyan ey azee iz ey e pee e %
260051 0.1 B et 1 atsendanse Witk Tt laivma o s Saresme
emalayrent sactsabiz e e erpiayees ol the gz Wit
MUz Letunan I D o 7€ A3 eeman 30 (aemE o W AN appica 8 I8

2 2
e amaizyee i anetes 2se0en, repato mas of Wil
Frraicaees Titiel oM. Whed ot e 8 breach o

i

TRaCuben o i bmayen Bt ineide e Seformancual o1 o e den deaerted i
Diaagrasment sed stk s ACes 45 SFIAL3 81 ) O M EneS By e m
TheTrpryer avel Sovcte Mabac 2rtve srotiation fme oy o Sitertie 20
Beerae st e S pariz t cutm = wnew e
Sieratiin mame

Corgeanun

Thermpisyer stal aay io e Imstayee v oncitenas bor aerems sendered unte tha
Ageeman: Tomzeruaan 2l A raa 37$1EC0 7T AR EROTS 1 ITEASmAn ReEse g
Te b dmpiziers renata et arediie.

O P37 Dm0 S

Pagetorz >

DOCUMENT.
D

Name

OWNER®
Created By
Created Date
Project ID

RECIPIENTS:
Signed By
Signed Date
IP Address

Find Your Documents Using Document 1D

032F-05159-430A-0002

Employment_001(1)-
Jack_ _outiook_com.pct

Johnny. 1@pdffiller.com
Tooay, 02'40 PM
855415642

jack . " ' @outiook.com
Today, 02'43 PM
109.257.

2, Download ER centificate

To find the document and information about it, you don’t have to remember where you stored it.

Go to My Account > Personal Information and click Track Document.

Account Owners Name = Time Zone = Phone and Fax Numbers = Picture = Mailing Address

Account Owner's Name

Attribution

Full Name

{optional)

Time Zone (Current Time: 11/29/16 04:33 pm)

Time Zone

Format

[ (GMT+02:00) Amman

AM/PM v

'J Daylight Saving Time adjusted.

Receive faxes in your PDFfiller account with
your personal fax number, no fax machine
necessary..

PDFfiller Email

Send documents te this email as an attachment

and they will show up in your InBox Folder.

I @pdffiller.com

Job List

) Track Document
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Insert the Document ID in the search box and click Find.

Find Your Documents Using Document ID

Document ID is a personal tracking code of your document that enables
you to monitor and manage a wide variety of analytical features.

Require Filler Email and Name

Identify recipients of the documents by requesting their names and emails.

While setting the options for a fillable form that you are going to host on your website using the
LinkToFill feature, go to the Submission Requirements and mark the respective checkbox.

Submission Require email address
Requirements @
Require name
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Send Documents out to Be Signed

SendToSign is an easy and efficient way of requesting signatures.

Invite up to 20 Signers

Make up to 20 copies of a document and send them for signature. Each recipient signs his own

copy and submits it to you.

You can start directly from the PDFfiller editor. When you’ve finished editing your document, click

the Done button and select SendToSign from the drop-down menu.

T X v 0 & B ® » ™ & R

Text Cross Check Circle Sign Date Picture More (8) Spelling Search 100%

~

PDFfiller

‘ To enter data on this form, click anywhere and begin typing.
ha) -~ 0 Click "DONE" to proceed

v PAGES v

OGN oo -
Help
= Print l
1 Email / SMS

|ﬁ Fax
Bl save as

«’) LinkToFill

® Go to My Docs
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On the next page, select SendToEach.

1. Choose how you want this document to be signed?

@ SendToEach :
Each recipient gets their own document to sign.

Send up to 20 unique copies of this document to be individually signed by each recipient.
You will receive a confirmation after each copy is signed.

) SendToGroup : Sign in Order @
Everyone signs one document.

Send a single copy of this document to be signed by up to 20 recipients, in any order or in
a specific order. You will receive a confirmation email once the document has been signed
by all recipients.

Add recipients’ email addresses and names, set authentication options and editing permissions,

and write a message to each of them. Add as many recipients as you need by clicking on Add

Another Recipient.

2. Add Your Recipients

Recipient Email 2. Recipient Name i Options A

Authenticate Signer &

Disable Enable

Editing Permissions ©
Signature Only fn Require a photo for signature authentication &

Request Additional Documents ©

© Add document name

Message

Subject: Please sign this document with PDFfiller

Please sign and return the linked document with PDFfiller. If you have any questions, please contact me.

(® Add Another Recipient
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: Finally, click SendToSign in the bottom right corner of
# SendToSign
the page.

Any SendToEach recipient can refuse to sign the document and write a message to you explaining

why they would not sign it or requesting changes to the document. Click Decline in the top right

corner to alert the sender that you have declined to sign the document.

° &R O
- (@) Q E B Declinel + DONE \/
Comment Spelling Search 125% Help
To enter data on this form, click anywhere and begin typing.
Click "DONE" to proceed. () Message

You can add a message to the sender in the text box. The recipient can delete all the data they

’TIVI

X

Decline to Sign

You're about to decline signing this document.
Please provide a reason for declining, so that [ Hlcan
modify the document.

1

[] Clear any data | have entered in this document
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Multiple Signers

Send a single copy of a document to be signed by up to 20 recipients.
Select SendToGroup and create an envelope name to label the group of signers.

1. Choose how you want this document to be signed?

() SendToEach:
Each recipient gets their own document to sign.

Send up to 20 unique copies of this document to be individually signed by each recipient.
You will receive a confirmation after each copy is signed.

@ SendToGroup : Sign in Order @
Everyone signs one document.

Send a single copy of this document to be signed by up to 20 recipients, in any order or in
a specific order. You will receive a confirmation email once the document has been signed
by all recipients.

2. Enter Your Envelope Name

Envelope #5)

Signatures Workflows

Use the Sign in Order option to set the order in which SendToGroup recipients will receive their
requests and sign the document.

Check the Sign in Order box then either drag or type to the left of each recipient to set your
desired order.

3. Add Your Recipients ISkt |

{  RECEENT t@pcfiter com Y om 2]

RECIENT ZRrcilet 2oen 9. Paul o
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Request Additional Documents

Ask a recipient to send you up to five documents as attachment to the document that he signs.

Request Additional Documents ©

© Add gooyment name

Required Fields

Required fields ensure that all the necessary information is provided and nothing is missing.
If the document you are sending for signature does not contain any fillable fields, but you need to
add them, click Add Fillable Fields.

3. Add Fillable Fields to your document

Create a fillable template by adding filiable fields to: = New Document.htm

This tool allows you to easily place fillable text fields, number fields, checkbox fields, date fields, signature and photo fields anywhere
on a document. The resulting document template allows anyone to type in the information directly into the fields, making it even
easler and faster to fill the document.

Add Fillable Fields

You can add fillable fields to the document before you start preparing it for signature request.
However, if you decide to create more fillable fields or to modify the existing ones in the midst of

preparation, click Modify Fillable Fields.

3. Modify Fillable Fields

Your document ;= Sample.pdf has fillable fields.

To modify, add or delete fillable fields click the button below. Once you modify the fields, we will return you to this screen to finish
Sending out the document for signature.

Modify Fillable Fislds
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You can mark any field as Required. Check the box, and a red asterisk will appear in the top right

corner of the field.

Piease enter

® ° [v| Required field * &

Advanced »

It is impossible to submit a form if a required field is empty.

For more information about fillable fields, please refer to the Add Fillable Fields section of this
Guidebook.

Notifications When Done

Once all the recipients sign the document that you requested to sign through SendToGroup, you

will receive a confirmation email.

2 PDFiler

Hello,

DOCUMENT_004-Envelope _2.pdf has been signed by all recipients. You
can view the completed document here.

Thank you for using PDFfiller, and please don't hesitate to contact support if
you have any questions!

The PDFfiller Team

Please do not reply to this email, if you would like to contact support, please click
below.

You will receive a similar message every time a recipient signs the document that you requested to

sign through SendToEach. To review the document, use the link in the message.
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Signer Authentication and Security

Verify signer identity with multiple levels of authentication before giving
access to documents.

Photo Verification

While sending a document for signature, you can ask the recipient to prove his identity with a
photo. Check the box that activates this option.

2. Add Your Recipients

Recipient Ema kA Recipient Name

Authenticate Signer

Editing Permissions (! 0

m Signature Only ,.n v Require a photo for signature authenticat
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The recipient will receive a request to identify himself with a photo.

Photo Authentication

@pdffiller.com has requested that you
authenticate your identity with a photo. Please grant
PDFfiller permission to use your camera when prompted.
If you decline, your document will still be returned and the
owner will be notified.

How do | do this?

{ ——
Decline Authenticate

The recipient should photograph himself using his webcam.

As soon as you have received the signed document, you will be able to check the signer’s identity.
Go to MY DOCS > INBOX > SendToSign, select the document and click Status.

§; A0
- a
MYBOX INBOX OUTBOX '

RECEIVED T & SortBy: To.A-Z ¥ | [ View ]
& Email 2 [ | Print
v From:j * le@outlook.com /= Employme... M 02:40
& Faxes Please sign this document with PDFfilier - Please sign and retumn the linked d B3 Email / SMS
Shared with Me i Fax
< From: _ e@outlook.com f SAMPLE . o 02:38 I
# Signature Requested Please sign this document with PDFfiller - Please sign and retumn the linked d Save As
From:: * ‘s@outlookcom [E SAMPLE .: m o1:° L status
COLLABORATION
Please sign this document with PDFfiller - Please sign and return the linked d.. E§ cCertificate
# SendToSign 22 B R ”
From: °, \@pdffiller.com 2 Invoice 11-. 11/23/18 3 feedn
& LinkToFill (3]

subject_for_sign - message for_sign W.'i Document ID [#&
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On the document status page, you will see the signer’s photo. You can download it to your

local drive.

Recipient Actions

= @outiock,com Jack

Editing Permissions . G
Signature Only "o Raguke a photo for signature authentication @ >

Authenticate Signer

- ~

2-Factor Authentication

You can add one more level of security to your document by having a recipient enter a password
sent by SMS.

While sending a document for signature, enable recipient’s authentication and enter his cell

phone number.

2. Add Your Recipients
Recipient Email j A Recipient Name ] Options A

Authenticate Signer &

Disable m [ Phone Number

The recipient will receive a text message containing a 4-digit PIN. To get access to the document,

the recipient will have to enter the PIN.
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Verified by PDFfiller Stamp

PDFfiller verifies your signature with a stamp showing the date when you signed the document.

c.:‘-
Pr OK W T4 s vty P

Signature: UZo}mson' o

To show the stamp, click its icon.

Wwed
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Add Your Own Branding

Reflect the company brand on the emails and web pages the recipients see
when completing documents.

Brand the Look and Feel

Make a document template correspond to company branding by adding a logo, watermark and

branded colors.

Add your company'’s logo to the fillable documents that you host on your website using our
LinkToFill feature. Click the Add New Logo button and follow your browser’s tips to upload an
image from your device. The image should be in JPEG, GIF, or PNG format, its size cannot exceed
5 MB.

Custom Logo and

Branding @ ® Add New Logo V’ PDFfl"eﬁ

Replace the default PDFfiller logo with your own (optional).
Recommended dimensions: 160x50 px. Acceptable file types: JPG, GIF, or PNG. Max file size: 5 MB.

Whoever fills the document will see your logo in the top left corner of the page. If you choose not to
use this option, PDFfiller’s logo will appear by default.



Guidebook 121

Add a custom watermark to PDF documents.

Click on the Add Watermark tab on the right to expand the panel.

¥
i
<
=
i
w
<
3
o
Q
<

T
>III

Check the box and add the watermark text.

v| Watermark () v

Text:
WATERMARK

Q$ Orlentation:

Q‘?' [#] (2] [
Q. Size.

& -
$v Apply To:

Al
® Page Range
138

After the orientation, size, and opacity of the watermark have been defined, you can see the
changes to your document in real time — simply select the pages you’d like to apply your
watermark to to see how it looks.
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Brand the Communication

Customize emails and communications with logos, videos and unique messages to clients.
Go to MY ACCOUNT and select Custom Branding.

V’ PDFfiller MY DOCS FOR BUSINESS v SUPPORT MY ACCOUNT @ v

Manage your account Account Information

Account Number:

(S )17 (25 = Registration date: 05/25/2016

Subscription Personal Account Subscription expired: 06/29/2017
e iormatiol Information Count Documents: 423
Count folders: 18

Custom Address A?I
Branding Book Settings

< o

Choose a template for emails that you will send with the purpose of requesting signatures or
sharing documents. Upload your company'’s logo, the image should be in JPEG, GIF or PNG
format, its size cannot exceed 5 MB.

TEMPLATE STYLE
[ - %
Left Upper Corner Left Banner Top Banner
COMPANY LOGO
3 Upload Recommended sizes 200x150 px

Acceptable file types are JPG, GIF, PNG (Max 5 Mb)
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Create a signature and click Done to save your template.

SIGNATURE
Sincerely yours, v
First name Last name v
Title | Company | v
Email: v
Phone: 1 (XXX) XXX-XXXX v

Fax: 1 (XXX) XXX-XXXX

[v| Use this Email Template
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Fill Forms Automatically

Automatically merge data from database or Excel spreadsheet with a
document and send prefilled copies out to sign or save filled copies in your
account.

Fill in Bulk

You can do it using Fill in Bulk, an advanced feature that enables you to automatically create

prefilled documents.

Select the document in its folder and click Fill in Bulk in the right pane.

FOLDERS El soe @ ‘/' @ oee Sort By: Date Modified-Newest v [?, Open

& Al Documents 363 - = Print
{ New_Document 10:13
2 unsorted 280 (2 Email/ SMS
v| ¥ QUESTIONNAIRE_V.3 09:47
@ Encrypted 1 | B lﬁ Fax
% QUESTIONNAIRE V.2 09:46 SiiohE
e @ Fill in Bulk
COLLABORATE

o@ Share
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Define Fillable Fields

Add fillable fields to a document and fill them with data from a CRM, Excel or database.
Click Add Fillable Fields.

Use the Database Field Name to identify the fields that you need to pre-fill.

Task File Name

1 QUESTIONNAIRE V.3.htm

2 PDFfiller csoc [ Add Fillable Fields

A O nmoventhe next ek, press ENTER, o TAS 10 move back, press SHIFT+TAB

v PAGES »

TI IR

Personal Information:

First Name: Last Name:

Add Fillable Fields

-

How many books did you read last year?
Please provide information about the book you are currently reading:

Author:

Title:

Format: EPUB PDF HTML other, please specify:

I hereby certify that the above information is true and correct to the best of my knowledge and belief.

Signature: Date:

&

180%

Andd

vieylplr U FEEYTY NEY

Select Field Type to Add :]"“
r g Falds
T o R e &
| Text Number  Chechoos =5
— Order
s TS
Signature InEias Dacs
B B &
Phote Dropaomn Formuia

Add some Text to Help

Piease entes el

v Requred fiekd * (D

Advanced « ®

Defaun Text {Opoonal|

Note (Optioral)
Max. Characters Max, Uines
Dotatasse Fed Name:

Last_Nane v
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Up to 1,000 Documents in a Job

Use the Add Task tool to create up to 1,000 files.

N > EE T e N

. Email First_Name Last_Name
Task  File Name Optional First Name Last_Name

QUESTIONNAIRE _V.3.htm
QUESTIONNAIRE V.3.htm
QUESTIONNAIRE V.3.htm
QUESTIONNAIRE \.3.htm
QUESTIONNAIRE V.3.htm
QUESTIONNAIRE_V.3.ntm
| QUESTIONNAIRE_V.3 htm

® o N O AW N -

-
o

Upload Data in Excel

Export data from an Excel spreadsheet or type it directly into an online spreadsheet.
Copy the information you need to export from a spreadsheet

C D E F
Ann Austen
Jane Bronte
Irene Dreamer
Salome Sagan
Paul Kant
Chris Joyce
_’Jvoh_ngy Green i
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And paste it into the Fill in Bulk spreadsheet.

Task  File Name Optansi Firet Name [y e
1 QUESTIONNAIRE V.3 him Ann | Austen
2 QUESTIONNAIRE V.3him Jane Bronte
3 QUESTIONNAIRE V.3Atm Irene Dreamer
4  QUESTIONNAIRE V.3 him Salome Sagan
5 QUESTIONNAIRE V.3.him Paul Kant
6  QUESTIONNAIRE V.3.him Chris Joyes
7 QUESTIONNAIRE V.3 him Johriny Green
8 |

To proceed, click Next in the top right corner. In the dialog box that
will open next, enter the name and description of the new job.

PDFfiller will create a new subfolder in the Fill in Bulk folder. The names of the new subfolder

and of the new job are the same.

‘B Create New Job %
Name Job Name
Description | Please describe the Fill in Bulk Job

Get All Filled Documents in Your Folder

Save all prefilled documents in a folder to access at any time from any device.
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After you’ve created a new job, a list of all your jobs will open. Click Save to MY DOCS above the

list to save the prefilled documents.

Job List [Z) Editdob B Copy Job T Delete Job ¥, Download

Job Name Description Files [Tasks] Created

Questionnaire QUESTIONNAIRE_V.3.htm [7] 01/12/2016

As soon as your documents are saved, you will receive a confirmation email.

2 PoFiiler

Hello from PDFfiller!

The documents from your recent Flil In Bulk job have been added to MY
DOCS, and are available here. If you have any questions, please contact our

support team.

Thank you for using PDFfiller!

The PDFfiller Team

Please do not reply to this email, If you would like to contact support, please click
below.

X Contact Support
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To open the folder that contains the prefilled documents, use the link in the message or just go to
MY DOCS > MY BOX > Fill in Bulk and open the subfolder that has the job’s name.

FOLDERS [ e B 7 0 K e Sort By: Date Modified-Newest ¥ [[Z Open
£ Unsorted 280 B Print
V| ¥ QUESTIONNAIRE_V.3(008) 02:13
@ Encrypted 1 i & Email / SMS
= QUESTIONNAIRE V.3(005) 02:13
2 Fax
= QUESTIONNAIRE_V.3(004) 02:13 Saves
2 QUESTIONNAIRE_V.3(003) oz;e@ Fillin Bulk &
» QUESTIONNAIRE V.3(002) 0213  COLLABORATE
« Share
% QUESTIONNAIRE_V.3(001) 02:13

# SendToSign

» QUESTIONNAIRE V.3 02:12
@ LinkToFill v

Any of the documents that you’ve created contains the fillable fields that you added and the data

you exported from the Excel spreadsheet.

vpopﬂue,lx\/OiL@B@@EI//d@ = a’ N @

Cross Check Circle Sign Date Ficture  Erase  Highlight Blackout TextBox  Arrow Lme Oras Sticky Spelting  Search  200%
& | A | S Tomvaets the redtfeid, prus ENTER, o TAR To mave Secl. prass SHIFT+TAE Q Find Anther Famm
NAIR g
Personal Information: £
T
) 3
First Name: Johnny Last Name: Green B
i
:

How many books did you read last year?




Guidebook

130

PDF Converter

Convert PDFs to DOCX, XLS, PPT, TXT and JPG formats, or make the
reverse conversions.

Convert to DOCX

Convert your PDF file to .docx format when saving the completed document.

Click Done and select Save As while the document is open in the editor.

Y T X v O A B BRREBBRBH ~ / » “@'&@

POFfilier Text Cross Check Circle Sign Date Picture Erase  Highlight Blackout TextBox  Arrow Line More (2) Spelling  Search

To enter data on this form, click anywhere and begin fyping.
* (54 9 Click "DONE"to proceed

Employer hereby agrees to employ Employee as a Worker and the Employee hereby

accepts such employment in accordance with the terms of this Agreement and the terms ofe —

employment applicable to regular employees of the Employer. In the event of any conflict o
ambiguity between the terms of this Agreement and terms of employment applicable to
regular employees, the terms of this Agreement shall control. Election or appointment of
the Employee to another position, regardless of whether such position is inferior to the
Employee's initial position, shall not be a breach of this Agreement.

Select the Word icon.

POF Word

= Print

| Emall / SMS

18 Fax

£ share
# SendToSign

& LinkToFil

® Goto My Docs

PowerPoint
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Open the document in Word or any other program supporting the .docx format for further editing.

FILE HOME INSERT PAGE LAYOUT REVIEW VIEW Q Tell me what you want to da EDIT IN WORD
L - - - — o — —
S PalatinoLinotype - 11 - A" K % E-EEERY | gapice| AaBbCe  AaBbCc  AaBBCc  AsBice | P
Paste B ) ) B I U ax x, x' /- A. s == I;:- a=- Body Text Heading 1 List Paragra No Spacing Mormal &R.ﬂ;)h’u‘?
Format Painter
Undo Clipboard Font Paragraph % Styles o £diting

Employer hereby agrees to employ Employee as a Worker and the Employee hereby accepts
such employment in accordance with the terms of this Agreement and the terms of employment
applicable to regular employees of the Employer. In the event of any conflict or ambiguity
between the terms of this Agreement and terms of employment applicable to regular employees,
the terms of this Agreement shall control. Election or appointment of the Employee to another
position, regardless of whether such position is mferior to the Emplovee’s initial position, shall
not be a breach of this Agreement.

Convert to Excel

Convert your PDF file to .xlsx format when saving the completed document.
Click Done and select Save As while the document is open in the editor.

VTX/OASEEL.I’_.L» "‘@'a@)

PDFfiller Text Cross Check Circle Sign Picture  Erase Highlight Blackout WMore (5) Spelling  Search 100%
To enter data on this form, click anywhere and begin typing.
S|~ D Click "DONE" to proceed, I
Email I SMS
Monday Tuesday | Wednesday | Thursday | Friday Totall 18 Fax
Supplier 1 150 175 165 148 163
Supplier 2 215 210 220 205 208 Save As
Supplier 3 148 166! 155 169 150] ‘
Total| « share
: £ SendToSign
1 & LinkToFil
; ® Gototty Docs
w
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To convert a PDF file to an Excel spreadsheet, select the Excel icon.

PDF Word Excel PowerPoint
Save a copy of this Save a copy of this Save a copy of this Save a copy of this
document to your document to your document to your document to your
computer as a PDF computer as a Word computer as an Excel computer as a Powerpoint
document (.doc) spreadsheet (.xIs) presentation (.ppt)

Open the document with any program supporting the .xlsx format if you need to make any

calculations.
New_Document.xlsx =
File Edit View Insert Format Data Tools Add-ons Help All changes saved in Drive Comm
e~ P s % 0 00123 TmesNew. - 10 - B 7 5 A. ®..H- E.T-|12- coHMY
S
| A B c D E F G
1 Monday Tuesday Wednesday Thursday Friday [ Total
2 Supplier 1 150 175 165 148 163
3 Supplier 2 215 210 220 205 208 |
4 Supplier 3 148 166 155 169 150
5 Total

Convert to PPT

Convert your PDF file to .pptx format when saving the completed document.
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Click Done and select Save As while the document is open in the editor.

VT XvoerEBRERER > " a0k ORI

PDFfiller | Text Cross Check Circle Sign Date Picture Erase  Highlight Blackout More (5) Spelling  Search 50% Help
To enter data en this form, click anywhere and begin typing, |§| Print
b2 lad g Click "DONE" to proceed.
| % Email / SMS
PDFfiller helps you access, store, edit, lﬁ Fax
sign, and share any document anytime,
anywhere, from any devi SaveAe
« Share
# SendToSign
~| & LinkToFil
> @® GotoMy Docs
g .
< TE
o

To convert a PDF file to a PowerPoint presentation, select the PowerPoint icon.

PDF Word Excel PowerPoint
Save a copy of this Save a copy of this Save a copy of this Save a copy of this
document to your document to your document to your document to your
computer as a PDF computer as a Word computer as an Excel computer as a Powerpoint
document (.doc) spreadsheet (.xIs) presentation (.ppt)

Open the presentation with any program supporting the .pptx format for further editing.

3} Welcome_to_PDFfiller-pdffiller.pptx =]
| File Edit View Insent Skie Format Arfange  Tools Table Help  Lastedit was se. ) Prosent  ~

+ - @ e T 0 K[ G-\ - B sackpound.. Layout- Theme.. Transition..

— -

3
ey
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Merge and Pages PDFs

Create a new document from existing PDF files and rearrange document

pages.

Merging PDF Files

Combine pages from multiple PDF documents to create a new PDF.

Select the documents that you’d like to merge, click More and select Merge from the dropdown menu.

® Co 2’ Rename i Delete [& Move
| ' New_Document_Part_1
I % New_Document_Part_2
| ' New_Document_Part_3
% New_Document_Part_4

S
g

New_Document_Part_5

®
&

Tag | eee More

Merge G

Transfer

Synchronize

Sorted by: Date Modified-Newest v

02:00

12/02/16

12/02/16

12/02/16

12/02/16
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To change the sequence of documents, drag and drop them where you’d like them. The order of

documents in the list reflects their order in the combined PDF. Enter a name for the merged
document and click Merge.

X Merge Documents %

Enter a name for your new merged document.

‘ New_Document

Please check the order of your merged document. You can drag and drop
documents in this list to rearrange the order.

r

=| New_Document_Part_1

=/ New_Document_Part_2

T
&3

€@ | [

=

@

New_Document_Part_3
New_Document_Part_4

| New_Document_Part_5

s

The combined document will appear in the folder that contains the original PDFs.

Oh Copy #°Rename T{if Delete [§Move Q Tag «es More Sorted by: Date Modified-Newest ¥

I o New_Document 02:20
'# New Document Part 1 02:00

% New_Document Part 2 12/02/16

(= New_Document_Part_3 12/02/16

» New_Document_Part 4

12/02/16
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Rearrange Pages

Change the order of pages in your PDF document.
In PDFfiller editor, click PAGES on the left to open the navigation pane.

YT X v oerEas > " aan o

PDFfiller Text Cross Check Circle Sign Date Picture More (8) Spelling Search 107% Help

4 | » | @ Allchanges have been saved. Q Find Another Form

]

©

»

»il>

57 ADD FILLABLE FIELDS

v PAGES

<

RMARK

Select the thumbnail of the page you would like to move; then, use the Move Up or Move Down
icon at the top of the navigation pane.

VPDFﬁ“erTX/O&@@@DD.//ZL."®f|?a®

Cross Check Circle sSign Date Picture Erase Highight Biackout TextBox Arrow Line Oraw Sucky Spelling  Search 150% Help

-~ | G Al changes s been seved

€ PEmE2zatiE > D

S M An

A PAGES ~

&) VERSIONS | ) ADD WATERMARK = [ AUD FILLABLE FIELDS

Every time you click the Move Up or Move Down icon, the page will move respectively one step
up or down.
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Insert Pages

Insert additional pages into your PDF document and format them according to your needs. Select
the document in its folder, then choose More > Add Blank Pages.

() Copy /' Rename i Delete [& Move e More Sort By: Date Modified-Newest v
s <« Clear
V] [# New_Document 12:52
i Template
[ "
| New_Document Part_1 Add Blank Pages G 10:06
[ New_Document_Part_2 X Merge 10:05
. ¥ Enh PDF
'# New_Document Part 3 o SN 10:03
. ® Make Public
% New_Document Part 4 09:58

In the Add Blank Pages dialog box, select the number of pages you need to insert and click
Add Pages.

Add Blank Pages X

You're abouttoadd | 3 A | page(s) to:

D‘S— New_Document 1

2

e |

If you need to insert more than five pages, repeat the procedure.
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Delete Pages

To delete a page, select its thumbnail in the navigation pane and click the trash can icon above.

&« < Page2of18 | > » %¥

tivis[E |2

A PAGES »
&




