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Introduction

As part of entering information into Onsite Track Easy, users are often required to upload supporting
documents. Onsite Track Easy currently has a size limit of 2Mb for uploaded documents, which may be too
low for some necessary files.

This document details how to download, install and use two free programs to compile PDF documents for
uploading to Onsite. These programs include:
e PrimoPDF —installs as a ‘virtual printer’, allowing images and/or documents to be converted to
PDF;
e PDF Split & Merge (pdfsam) — allows pages from a PDF document to be rearranged, deleted,
rotated and/or merged with other PDF documents.

NOTE: This procedure only applies to systems running Windows operating systems (in this example,
Windows XP with Internet Explorer). Some programs may not be available on other operating systems.

Downloading & Installing Programs

PrimoPDF
1) Navigate to primopdf.com and click on “Download Free”.

Get the world's #1 free PDF creator...

(D PrimaPOF by Nitro POF Somtmwe [y
/
P ¢
| — )
e a9 —3
Smalet as. eagms st fo racreen viewr) orty MORE )
®
Occumart Progates: Groty Owoe -
(Qwe ]
|~ N
~
‘e
(NEW) Create PDF files faster with the only free PDF creator re en faster and more accurately with advanced
to support one-click, drag-and-drop PDF creation. cre nbining, Micros: e add-ins, and
bat:

Edit, view, form-fill, annotate, scan, and convert PDF files with

the award-winning Adobe® Acrobat® alternative

More information BABRIZCES See how Nitro Pro can do more @, Buy now



http://www.primopdf.com/
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2) Click “Download Now”.

, Download Now (7.2mB)

U TESTED SPYWARE FREE @

Product Ranking: #1 in PDF Software Date Added: March 17, 2011

Version: 5.1.0.2 Total Downloads: 24,763,462 Downioads last week: 89,139

Note: If Internet Explorer prevents you from downloading the file and displays the blue bar at the top of the

window, right-click the bar and select “Download File”.

&8 To help prot ecurity, Internet Explorer blocked t

‘What's the Risk?

Information Bar Help
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3) When asked to run or save the file, click “Save”.

File Download - Security Warning

Do you want to run or save this file?

ﬁ MName: InternationalPrimoPDF.exe
Type: Application, 7.19MB
From: software-files-l.cnet.com

potentially harm your computer. If you do nat trust the source, do not

@ While files from the Internet can be useful, this file type can
run or save this software. What's the risk?

4) Select the location in which to save the PrimoPDF installer, then click “Save”.

21

Savein: [ [ Desktop

FEQ 3

h DMy Documents

_J j My Computer

My Recent L J My Network Places
Documents

/| Foxit Reader

{@,‘.

Desktop

4

,,-,_ YLC media player

) freedigitalphotos.net
- 7)USB Backup

4% Cardmaker

% Google Chrome

"Ml PcProx.exe

My Documents

i

My Computer

=

-

Hpdfsam-win-v2_2_1.exe

{52 5ample POV-Ray Scenes
{.@Shortcut to 01.Management System
Efshortcut to putty.exe

f:;_, Shorteut to Unified Label Utility. exe

Places

IR0 S  File name: Ir:tern-atin:nru-aIF‘nrru:uF‘[ilF,e:-:'

Save I

Save as type: |Applicalion

Lef Lo

Cancel I
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5) Once the file has downloaded, click “Run” to begin the installation.

Download complete =10 x|

g,

J__]/ Download Complete

InternationalPrimoPDF.exe from software-files-l.cnet.com

Downloaded: 7.19MB in 43 sec
Download to: C:\Documents. ..\InternationalPrimoPDF .exe

Transfer rate: 171KBjSec
[ Close this dialog box when download completes

Open Folder Close

threats. Report an unsafe download.

E 1| SmartScreen Filter checked this download and did not report any

6) To prevent programs automatically installing themselves on your computer, Internet Explorer may ask

if you want to run the file. Click “Run”.

Internet Explorer - Security Warning i 5]

Do you want to run this software?
Name: PrimoPDE
Publisher: Nitro PDF Software
_8J More options Don't Run l

@ ‘While files from the Internet can be useful, this file type can potentially harm
wour computer. Only run software from publishers you trust, What's the risk?
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7) Ensure “English” is select as the Installer Language before clicking "OK”.

Installer Language x|
‘ : I Please select a language.
7
Cancel |

8) At the Setup Wizard introduction screen, click “Next”.

@ PrimoPDF Setup ‘ =10l x|

Welcome to the PrimoPDF Setup
Wizard

This wizard will quide you through the installation of
PrimoPDF.

1t is recommended that vou close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your
computer,

Click Next to continue.

nitro ™ software

p————

e
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9) Read the EULA and click “I Agree” if you agree with the conditions for using the software.
@ PrimoPDF Setup . o o]
e TEn =
License Agreement ' nitro™™ software
Please review the license terms before installing PrimoPDF. ! . |

Press Page Down to see the rest of the agreement.

PrimoPDF END USER LICENSE AGREEMENT (EULA)_;_I

MNOTICE TO USER:

THIS IS & CONTRACT. BY INSTALLING THIS SOFTWARE YOU ACCEPT ALL
THE TERMS AND CONDITIONS OF THIS AGREEMENT,

=

Thic Mitrn PDOF Ine ("NITROPOF™ Fnd llser lirense Aarepment

If you accept the terms of the agreement, click I Agree to continue. You must accept the
agreement to install PrimoPDF.

rdullsoft Install System v2,46
<ok (Cioges P concel |

10) Ensure the “Do not install PC Speed UP” radial button is selected. This stops an unnecessary application

being installed. Click “Install” to install PrimoPDF.

@ PrimoPDF Setup i o] x|
| oeeem——
Install PC Speed Up ' nitro™ software
Recommended by PrimoPDF ml
PC Speed Up

Easy Fast Powerful

One-click scanning with a Scanning engine finds Detects registry and

simple interface issues quickly network problems

' Install PC Speed Up 4
Recommended by PrimoPDF

o»- not install PC Speed Up

By instaling PC Speed Up you agree 1o its End User License Agreement and the Microsoft Siverlight License

rdullsaft Install Systent v2,46
< Back im )  Cancel I
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11) After installation is completed you will be asked to register PrimoPDF. This is not necessary, but you
may complete the registration if you wish. Then click “Next”

@ PrimoPDF Setup . =100 x|
- - 3 * 4
Product Registration ~ nitro"™ software

Thank you for installing PrimoPDF

Name: Company:
| I

Email Address:*

* Registering your software will enable you to receive {(occasional) product update email

notifications.
< Back carncel

12) Click “Finish” to complete the PrimoPDF installation procedure.

@ PrimoPDF Setup B =101 x|

rdullsoft Install System v2,46

Wizard

PrimoPDF has been installed on your computer.

Click Finish to close this wizard.

nitro™*F software

e —

<ok Crmon D e |




(/I Rail Safety Worker

y powered by Onsite Track Easy

PDF Split & Merge (PDFsam)

1)

2)

Navigate to pdfsam.org and click “Download”.

e G

From the options given, click "Windows Installer”.

Basic
pdfsam basic 2.2.1

\AJ -
in J oOwWs
=i

Installer

d1

MD5

6e69218403d6ae06d54b351c6bc09

&1 fff93d7e561ad2f3472331fa978f63c9



http://www.pdfsam.org/
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Note: If Internet Explorer prevents you from downloading the file and displays the blue bar at the top of the

window, right-click the bar and select “Download File”.

é To help protect your security, Internet Explorer blocked this site from downloading files to your computer, Click here for options. .. 3 =
download File. ..
AUV ENrnp . ‘What's the Risk?
; Information Bar Help
3) When asked to run or save the file, click “Save”.
File Download - Security Warning B x|

Do you want to run or save this file?

Mame: pdfsam-win-v2_2_1.exe
Type: Application, 13.9MB

From: internode.dl.sourceforge.net

[ sove D[ Conl |

potentially harm your computer. |f you do not trust the source, do hot

@ While files from the Internet can be useful, this file type can
- run or save this software. What's the risk?

4) Select the location in which to save the PDFsam installer, then click “Save”.

Savein: | (2} Desktop B2 e el
b BMy Documents [52) Sample POY-Ray Scenes
v d My Computer [52) Shorteut to 01.Management System
My Recent LMy Network Places Efshortcut to putty.exe
BEERICUSIN 5 Foxit Reader & Shorteut to Unified Label Utility.exe

{E:.

Desktop

) Mozilla Firefox

. o Skype
Eﬁ YLC media player
My Documents ) freedigitalphotos.net
() USB Backup

1Cardmaker
~ Google Chrome

b

My Computer
&;}-'

IS File name:
Places

Save

[_save |
Cancel /L

Lef Lo

Save as type: |Applicalion
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5) Once the file has downloaded, click “Run” to begin the installation.

Download complete . =10 x|

~_'. e Download Complete

pdfsam-win-v2_2_1.exe from internode.dl.sourceforge.net

Downloaded: 13.9MB in 1 min 18 sec
Download to: C:\Documents an...\pdfsam-win-v2_2_1.exe

Transfer rate: 182KBjSec
[ Close this dialog box when download completes

m Open Folder I | Close I
v

l 21| SmartScreen Filter checked this download and did not report any
‘! threats. Report an unsafe download.

6) To prevent programs automatically installing themselves on your computer, Internet Explorer may ask

if you want to run the file. Click “Run”.

Internet Explorer - Security Warning ) x|

The publisher could not be verified. Are you sure you want to run this
software?

Mame: pdfsam-win-vZ_2_1.exe
Publisher: Unknown Publisher

e

@ This file does not have a valid digital signature that verifies its publisher. You

should only run software from publishers you trust. How can I decide what
software to run?

7) Select the language you wish for the installer to use, then click “OK”.

Installer Language 1 x|

3 Please select the language of the installer

ErE -

‘“ b Cancel I
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8) At the Setup Wizard introduction screen, click “Next”.

9)

% pdfsam Setup il 33 |E|l£|

Welcome to the pdfsam Setup
Wizard

This wizard will guide you through the installation of pdfsam.
1t is recommended that you close all other applications
before starting Setup. This will make it possible to update
relevant system files without having to reboot your

computer,

Click Next to continue.,

‘ ) Cancel

Read th

e GNU GPL and click “I Agree” if you agree with the conditions for using the software.

% pdfsam Setup - =10 x|

License Agreement
Please review the license terms before installing pdfsam. \E

Press Page Down to see the rest of the agreement.

The GMNU General Public License (GPL) ﬂ
Version 2, June 1991

Copyright {C) 1989, 1991 Free Software Foundation, Inc.
59 Temple Place, Suite 330, Boston, MA 02111-1307 USA

Everyone is permitted to copy and distribute verbatim copies
of this license document, but changing it is not allowed.

TERMS AND CONDITIONS FOR COPYING, DISTRIBUTION AND MODIFICATION

If you accept the terms of the agreement, click I Agree to continue. You must accept the

fdullsoft Install System v, 46

agreement to install pdfsam.
i
<Back ( )  Cancel
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10) If you would like other users of your computer to be able to use PDFsam, select the “Anyone who uses
this computer (all users) radial button. If not, click “Only for me”, and then click “Next”.

R
&

Choose Installation Options
Wha should this application be installed for? u,‘j

Please select whether you wish to make this software available to all users or just yourself,

@Anvone who uses this computer {all users)

" Only for me )

Installation for all users requires Administrator privileges.

ey
< Back Cancel I

11) Browse for the location you wish to install PDFsam at (the default is usually fine), then click “Next”.

R
& 1

Choose Install Location
Choose the Folder in which to install pdfsam. L_(:j

fdullsoft Install System vz, 46

Setup will install pdfsam in the following Folder. To install in a different Folder, click Browse and
select another Folder. Click Next to continue.

Destination Folder

Browse... |

Space required: 15.1MB
Space available: 245.9GB

fdullsoft Install System vz, 46

< Back Mext = Cancel
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12) Click “Install” to install PDFsam. If you wish to change the Start Menu folder in which PDFsam is located
(such as ‘Accessories’), select that folder before clicking “Install”.

R

Choose Start Menu Folder
Choose a Start Menu folder for the pdfsam shortcuts, L_(:j

Select the Start Menu folder in which you would like to create the program's shortcuts. You
can also enter a name to create a new folder.

7-Zip -
Accessories

Administrative Tools

All-Systems Electronics

BIXOLOMN

Brother P-touch

Camera Assistant Software

Canon Utilities

Cardmaker

Catalyst Control Center

Ditto |
" Do not create shortcuts
fdullsoft Install System vz, 46

< Back Qm’ Cancel I

13) Once the installer has finished, click “Next”.

=

Installation Complete

| \
Setup was completed successfully. l—ﬁ
Completed
Extract: pdfsam-vpagereorder-0.0.7.jar A

Qutput folder: C:\Program Files\pdfsam

Qutput Folder: C:\Program Files\pdfsam

Created uninstaller: C:\Program Files\pdfsamiuninstall.exe

Create folder: C:\Documents and Settingsiall UsersiStart Menu\Programs\PDF Split A...
OQutput fFolder: C:\Program Files\pdfsam

Create shortcut: C:\Documents and Settingsiall UsersiStart MenuiPrograms\PDF Spli...
Qutput Folder: C:\Documents and Settingsiall Users\Start Menu\Programs\PDF Split A...
Create shortcut: C:iDocuments and Settingsiall Users\Start Menu\Programs\PDF Spli...
Create shortcut: C:\Documents and Settings\all Users\Start MenulPrograms\PDF Spli. ..
Create shortcut: C:\Documents and Settings\All UsersiStart Menu\ProgramsiPDF Spli...
Completed j

fdullsoft Install System vz, 46
. e o,

<Back (| . Carcel I
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14) Click “Finish” to complete the PDFsam installation procedure.

—,

% pdfsam Setup

=lox

Completing the pdfsam Setup
Wizard

pdfsam has been installed on your computer,

Click Finish ta close this wizard.
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Using PrimoPDF

Converting Images to PDF
1) Navigate to the folder containing the file/s you wish to convert to a PDF document.

& ARTC_Procedures I8 =10l x|
Fle Edt View Favorites Tools Help | &
@ Back ~ | ) v L&. | /f) Search 1\_ Folders l L = _y x g ‘ v
Address Ilfj P:\!1_Onsite\ARTC_Procedures ZI Go
Mame = l Size [ Type l Date Modified l Attributes l
) 6IMP File Folder 19/10/2011 4:37 PM
[C5)PDF_SaM File Folder 5/10/2011 5:04 PM
@PrimoPDF File Folder 6/10/2011 10:12 AM
@Pagel.jpg 970KB JPEG Image 5/10/2011 3:26 PM
Page2.ipg 1,259KB  JPEG Image 5/10/2011 3:27 PM
£Page3.ipg 1,141 KB JPEG Image 5/10/2011 3:28 PM
|l Page4.ipg 1,150KB JPEG Image 5/10/2011 3:29 PM

2) Select the required image files.

& ARTC_Procedures E j s ] S|

File Edit View Favorites Tools Help I ay
S ‘ ( Bo o -

@Back - Q v }’f |/f) Search || Folders l 'y & x n ‘

Address Ilfj P:\l1_Onsite\ARTC_Procedures :.I Go

Mame = l Size l Type l Date Modified l Attributes l

) GIMP File Folder 19102011 4:37 PM

[C5)PDF_SaM File Folder 5/10/2011 5:04 PM

DPrimoPDF File Folder 6/10/2011 10:12 AM

Pagel.jpg 970KB JPEG Image 5{10/2011 3:26 PM
1,259KB  JPEG Image 5/10/2011 3:27 PM
1,141 KB JPEG Image 5/10/2011 3:28 PM

1,150KE JPEG Image 5/10/2011 3:29 PM
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3) Right-click and select “Print”.

& ARTC_Procedures - 10l x|
File Edit ‘“iew Favorites Tools Help I ;',’
2 ~ B .

OBack > B ? l -/ Search || Folders l > (¥ x n ‘ v

Address IJ P:\ll_OnsitelARTC_Procedures :] B Go
Mame = | Size I Type I Date Modified I Attributes |

L GIMP File Folder 19/10§2011 4:37 PM

[C5)PDF_SaM File Folder 5(10/2011 5:04 PM

|_J)PrimoPDF File Folder 6/10§2011 10:12 AM
i Pagel.jpg 970KB JPEG Image 5/10/2011 3:26 PM

1,259KEB  JPEG Image 511042011 3:27 PM
1,141 KB JPEG Image 5/10§2011 3:25 PM
1180 VR  JPEG Image 5/10§2011 3:29 PM

Preview

Edit

Edit with GIMP

Preview

7-Zip

Open With »

Send To >

Cut

Copy

Create Shortcut

Delete

4) Click “Next” on the Photo Printing Wizard welcome page.

&g Photo Printing Wizard

camera or scanner.

images directly from your computer.

To continue, click Next.

This wizard helps you format and print photographs from a digital

You can also use this wizard to print photographs or other types of

Welcome to the Photo Printing Wizard

< Back I Nexst > I

Cancel
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5) Ensure the required image files are selected. Click “Next”.

&g Photo Printing Wizard iR

Picture Selection
Pictures with check marks will be printed. To print all pictures, click Select All

Rrerss ©

selectAl | Clearal |
< Back I Next > I Cancel I
6) Select “PrimoPDF” .from the list of installed printers, then click “Next”.
5,

Printing Options
Select the printer and paper you want to use.

&

‘What printer do you want to use?

MWPRINTSERVER MXerox Il C2200 PCL 6 - TECH

=

Install Printer...

Brother QL-500

Canon iP30

Cardmaker Rio Pro

HP LaserJet 2100 PCLE
Label Artist [Default]
Magicard Rio Pro
Microsoft XPS Document Writer
Onsite Cardmaker Zebra
PrimoPDF

Rio Pro Other

Kerox Phaser 3125 PCL B
Xerox Phaser 3125 PS

\printserveriXerox DocuPrint C525 4
SWPRINTSERVERYXerox Il C2200 PCLE - TECH

e printing. To select paper, click

< Back I Next > I

Cancel I
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7) Select “Full page fax print: centred and rotated to fit” from the list of available. Click “Next”.

&g Photo Printing Wizard i x|

Layout Selection
Select a layout from the choices below.

Available layouts: Print preview:

Full Page Prints

DONT MISS OUTY ‘m

Getting the Most out of Viesng AIMEX

Full page fax print:
centered and rotated to fit

Full page photo print:

cropped and rotated to fit

Contact Sheet Prints

1 L.I

Nurnber of times to use each picture: I1—ﬂ

< Back I Nexst > I Cancel

8) Click “Finish”.
&g Photo Printing Wizard i x|

Completing the Photo Printing
Wizard

You have successfully printed your pictures.

To close this wizard, click Finish.

< Back I Finish I Cancel
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9) Once the PrimoPDF window appears, select “Screen” and click “Create PDF”.

|
% PrimoPDF nitro™ software @

’ Screen

Ky

eBook Print Prepress  Custom
Smallest files, images suitable for onscreen viewing only. s
: . &8 Support Forum

Document Properties:  Empty Change | @ USG r G L li d e
PDF Security: None Change I ‘, TIpS & Tricks
Save As: IAsk when creating PDF j = Nitro PDF Reader
Post Process: IUpen FDF LI =» PDF to Word

=» PDF to Excel

w—

Options I Create PDF I Cancel I

10) Navigate to the folder you wish to save the PDF to. Replace the default file name with one you choose,
then click “Save”.

Saveas R
Save in: I (= &RTC_Procedures 3 Q | B A
& ) GIMP
_)PDF_SaM
My Recent ) PrimoPDF
Documents
€
Desktop
My Documents
W-r
My Computer
My Network  IREIERETTER I Jocumentfal; ;I | Save I
Places
Saveastype: | PDF Files("pdf) =l Cancel I
Y
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11) The new document should be saved in the desired locations.

& ARTC_Procedures

File Edit View Favorites Tools Help

eBack - Q v )’ '/’-) Search || Folders ’ 1:’* Lj"; x n ‘ v

Address | P:\1!_Onsite\ARTC_Procedures

Mame = I Size I Type I Date Modified I Attributes l
Ifj GIMP File Folder 25/10§2011 4:59 PM

[C)PDF_SaM File Folder 57102011 5:04 PM

[C3)PrimaPDF File Falder 6/10{2011 10:12 AM

& Pagel.jpa 970KB JPEG Image 5/10/2011 3:26 PM

@ Page2.jpa 1,259 KB JPEG Image 5/10/2011 3:27 PM

@PageS. ipa 1,141 KB JPEG Image 5/10/2011 3:28 PM

£ Page4.jpg 1,150KB JPEG Image 5/10/2011 3:29 PM

328KB PDF File

Document. pdf

25/10{2011 S:04 PM A

Converting Colour PDF documents to Greyscale

1) Navigate to the folder containing the file/s you wish to convert, and double-click to open with a PDF
reader.

File Edit Yiew Favorites Tools Help

e Back ~ Q v }’ ‘ /‘_)Search | Folders ‘ l‘."» Lﬁ x n ‘ v

Address |2 P:\11_Onsite\ARTC_Procedures

Mame = I Size I Type I Date Modified I Attributes ]

C)GIMP File Folder 251102011 4:59 PM

[C)PDF_SaM File Folder 31/10/2011 4:02 PM

(L) PrimoPDF File Folder 26/10{2011 5:00 PM

@ 1_pdfsam_Document.pdf 85KB PDF File 31/10/2011 2:30 PM

[:{} 2_pdfsam_Document.pdf 64 KB PDF File 31/10/2011 2:30 PM

[ZL 3_pdfsam_Document.pdf 109KE PDF File 31/10/2011 2:30 PM

@ 4_pdfsam_Document.pdf 72KB PDF File 31/10/2011 2:30 PM

@Background.jpg 438 KB JPEG Image 19/10/2011 4:01 PM

@ CombinedDoc.pdf 326 KB PDF File 31/10/2011 3:49 PM
Document. pdf 326 KB PODF File 2/11f2011 4:32 PM A

@Documents.doc 11,055 KB Microsoft Office Wo... 2f11/2011 4:30 PM A

@ Formatting_Documents. pdf 3,155KB PDF File 20112011 10:55 8M A

@Pagel Jjpa 970KB JPEG Image 5/10/2011 3:26 PM

£l Page2.ipg 1,259 KB JPEG Image 5/10/2011 3:27 PM

@PageS.jpg 1,141 KB JPEG Image 5/10/2011 3:28 PM

@ Page4.jpg 1,1S0KB JPEG Image 5/10/2011 3:29 PM
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2) Click “Print” inthe F

ile menu.

I File

| Open... Ctrl+0
Create PDE 4
Close Chrl+w
Close all
Save Chrl+5
Save As... Ctrl+Shift+5

Print Setup...

Properties...

Ctrl+D

1 Document. pdf

2 Formatting Documents for Uploads.pdf

3 Formatting_Documents.pdf
4 445afetyTopic-SafetyatHome. pdf

Exit

Ctrl+Q

3) Select “PrimoPDF” from the list of printers.

— Printer

MName:

VPRINTSERVER | Xerox III C2200 PCL 6 - TECH

=

Status:
Type:

—Print Range |
“ al

€ Current y
" Current d
" Page fro
" Pages

\WPRINTSERYER\Xerox III C2200 PCL 6 - TECH
\\printserveri\Xerox DocuPrint C525 &

Brother QL-500

Canon iPS0

Cardmaker Rio Pro

Genetic [ Text Only

HP LaserJet 2100 PCLE

Label Artist [Default]

Microsoft ¥PS Document \Writer

Onsite Cardmaker Zebra

Rio Pro Other
Xerox Phaser 3125 PCL 6
Xerox Phaser 3125 PS

Properties l

Subset:

IAII pages in range

_vJ " Reverse pages

Copies:

Page Scaling:

 Print Handling

Pane Arranne:

&

IFit to Paper

v Collate

~Preview

11,

SURFACE.
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4) Select “Print as Grayscale” at the bottom of the page, then click “OK”.

| ' [
—Print Handling 11.7
Copies: 1 2 ¥ Collate
Page Scaling: |Fit to Paper =]
Page Arrange: INone LI
YOU'RE INVITED
Page Rotate: [Narmal =
N
@|99.8% @ i4 ¢|10F4 PPl
Document: 8.3x11.7in
v auto-Rotate [V Auto-Center ,
Paper: 8.3x11.7in
Units: in
Print What: IDocument and Annotations LI
int as Grayscale | OK I Cancel I

5) When the PrimoPDF window appears, click “Create PDF”.

2 ; ..)
al g = 9 9
Screen eBook Print Prepress Custom

Smallest files, images suitable for onscreen viewing only.

Document Properties:  Empty Change |

PDF Security: None Change |

Save As: IAsk when creating PDF 3

Post Process: | Open PDF LI

Options I Create PDFI Cancel |

® PrimoPDF by Nitro PDF Software N

nitro™ software

Support Forum
User Guide
Tips & Tricks

Nitro PDF Reader
PDF to Word
PDF to Excel
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6) Select the location you wish to save the greyscale document, enter the name you wish to save it as, and
click “Save”.

Save in: I@AHTC_Procedures ZI (€ ? IS e

k ) GIMP

L £ | )PDF_SaM

My Recent ) PrimoPDF

Documents @1 _pdfsam_Document.pdf
E [:{} 2_pdfsam_Document.pdf

@ 3_pdfsam_Document.pdf
Desktop IZ} 4_pdfsam_Document.pdf
E{} CombinedDoc. pdf

‘ E{} Document.pdf
[@ Formatting_Documents.pdf

My Documents

o

My Computer

-

My Network File name: |Document&.pdf _V_] | Save I
Places
Save as type: | PDF Files(* pdf) =] Cancel I

7

Using Windows 7

1) Navigate to the folder containing the file/s you wish to convert to a PDF document.

f lt:l@lg i

@Q'l | » ARTC_Procedure » Images '|"H Search Ima... 9 |

Organize ¥ Include in library ¥ Sharewith v  » & v [l

- @ =
N TIIT -
II}I!III| E%iiiEEEE S
S— ' EEEHE

S—

Pagel.jpg Page2,jpg Page3.jpg Paged.jpg
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2) Select the required image files and choose “Print” from the menu bar (you may have to click the >>to
display the Print command).

E=E
@le » ARTC_Procedure » Images v ' 4y l ’ Search ima... O |
Organize v =] Preview Share with v | » =l v [l @
Share with R
Sync »
Slide show
|
Print \ S—
E-mail —
Pagel,j D Paged,j
gelJjpg Biirn P9 gexJpg
New folder
3) Click “Options” on the Print Pictures window.
= Print Pictures
How do you want to print your pictures?
Printer: Paper size: Quality: @
PrimoPDF ~| (a4 ~ | |600dpi -
. = [
- 2
0 :
8 ZE Full page photo =
- o
— =
(=) = ,
; 3 'y
e
5 14l
i S 2
5 o E 13x18 em. (2)
Q o >
< 2
L E W
£ = S Po——
7} ~ £ 21 .
1 of 4 pages r 20x 25 cm. d) =
Copies of each picture: 1 [¥] Fit picture to frame Options...
[ Print ] [ Cancel J
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4) Click “Printer Properties” on the Print Settings window.

Print Settings M

Sharpen for printing

Only show options that are compatible with my printer
Certain combinations of paper type, paper size, and print quality may
not print well or be available with all printers. Limiting your options to
only those that are compatible will give you the best results.

Color Management...

Printer Properties...

| ok || cCancel |

5) Select “Black & White” on the PrimoPDF Document Properties page, then click “OK”.

@8 PrimoPDF Document Properties

Paper/Quality

Tray Selection

Paper Source: Automatically Select

Color

@ Black & White (™) Color

4

[ ok || cancel |
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6) Reduce the quality using the pull-down menu (144dpi is OK for most documents) and click “Print”.

et

E‘.; Print Pictures

How do you want to print your pictures?

Printer: Paper size: Quality: @
PrimoPDF ~| a4 - J[144dpi -

m

Full page photo

il

13x18 cm. (2)

~a
Q
o
o
-
'8
=)
0

[—

- L

1 of 4 pages Q. 20 %25 cm. (1)

SURFACE.
YOU'RE INVITED

-

Copies of each picture: 1 = | [¥Fit picture to frame Options...

[ Print ][ Cancel ]

7) Make sure “Screen” is selected and click “Create PDF”. You'll then choose a folder and a filename for
the new PDF document.

(59 PrimoPDF by Nitro PDF Software [

i

nitro™ software

=S =) ! nitro™ reader

a8 =« 9 9%

: — —3 Get the world’s first free

Screen eBook Print Prepress Custom PBE roader and creatotl
Smallest files, images suitable for onscreen viewing only.

Document Properties: Empty

Download Free!

PDF Security: None Change
Save As: [Ask when creating PDF ']
Post Process: [Open PDF ']

[ Create POF | [ Cancel |
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Splitting & combining PDF documents with PDFsam

Splitting PDF documents
1) Launch PDFsam from the Start Menu.

James Dollfi

Internet
Internet Explor

| E-mail
L) Microsoft Office
[z Hcrosort o
'4‘.:'\ 2007

122 sagpeon

L —

@& POF Split And Merge

- —

...-
-
> -
o

Al Programs

2) Select “Split” from the left menu, then click “Add” in the work area.

@/start @ (- (W

— s —
—

—
—
—

— ——
| —

—
—
——

Pdfsamiwiki
1] Readme
[} Tutorial
4} Uninstall

(") Split even pages
(") Split odd pages

() Split every "n" pages
() Split at this size
() Split by bookmarks level

T
File
H & g g
(& pdfsam 2.2.1 b # | Fi ] path |  Page Password | Versi a =1 I
& Plugins »> ile name 3 ages asSWor rsion 1 add
=[] Alternate Mix e EEEiE
[ Merge/Extract
P
; iswd? docurment comp
w7 wisual reorder
»»»»» [ settings -Split options
""" [ About () Burst {split into single pages) () Split after these pages
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3) Select the document you wish to split then click “Open”.

=
Look In: [G ARTC_Procedures 'J

3 GIMP

(3 PDF_SaM

(3 PrimoPDF

=] Document.pdf

File Mame: ]Document.pdf l

Files of Type: [pdf files v]

4) Select the splitting option you wish to us. In the example below the document has been set to split at
intervals of 1.8Mb (thus within the 2Mb).
Split options

() Burst {split into single pages) () Split after these pages

() 5plit even pages () 5plit every "n" pages

() Split odd pages (=) Split at this size 1.8 MB [v]
() 5plit by boakmarks level

5) Ensure “Choose a folder” is selected then browse for the folder you wish to save the split documents in.

Destination folder

() Same as source (=) Choose a Folder

COverwrite if already exists
Compress output: File/files

Oukput document pdf wersion: [VE"SiUn 1.5 (Acrobat &) 'l

NOTE: “Overwrite if already exists” is selected by default, and (as implied) will overwrite the

existing file.
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6) Click “Run” to split document.

7) The new files should be in the folder.

| Date Modified

| attributes |

25{10§2011 4:59 PM
5{10/2011 5:04 PM
26{10/2011 5:00 PM
19/10{2011 4:01 PM
25{10§2011 5:04 PM
31/10/2011 2:14 PM
5{10/2011 3:26 PM
5{10/2011 3:27 PM
5/10§2011 3:28 PM
5{10/2011 3:29 PM
31/10/2011 2:30 PM
311042011 2:30 PM
311042011 2:30 PM
311042011 2:30 PM

& ARTC_Procedures
File Edit View Favorites Tools Help
eBack - Q v l’ I /“)Sean:h u_ Folders | 1‘_5 B x n ‘ v
Address IC’) P:\11_Onsitel4RTC_Procedures
MName = I Size l Type
C)GImMP File Folder
[C)PDF_Sam File Folder
() PrimoPDF File Folder
@ Background.jpg 488 KB JPEG Image
[} Document. pdf 328KB PDF File
@Documents.dcc 9,459 KB  Microsoft Office Wo...
¥ Paget.jpa 970KEB IPEG Image
@ Page2.jpg 1,259 KB JPEG Image
@ Page3.jpg 1,141 KB JPEG Image
@ Page4.jpg 1,1S0KE JPEG Image
@ 1_pdfsam_Document.pdf 85KB PDF File
[ﬂ 2_pdfsam_Document.pdf 64 KB PDF File
[Z} 3_pdfsam_Document. pdf 109KB PDF File
@ 4_pdfsam_Document. pdf 72KB PDF File

b= = T =

Merging PDF documents

1) Select “Merge/Extract” from the left menu then click “Add”.

Plugins

erge/Extract

[T robata
=[] split
= wisual document comg
“o[ wisual reorder

----- [ settings

[ About

BN~

“\ PDF Split and Merge basic Yer. 2.2.1 1 =101 x|
File
H& 5 /4 @
dfsam 2.2.1 <
= p M| o# | File name | Path [ Pages Password I Version | Page Sele

Move Up

_reeeadione]

Move down

Clear
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2) Select the PDF documents you wish to merge, then click “Open”.

51
Look In: [D ARTC_Procedures vJ

3 GIMP

(C3 PDF_SaM

(3 PrimoPDF
1_pdfsam_Document. pdf
2_pdFsam_Document. pdf
[£] 3_pdfsam_Document.pdf
=] 4_pdfsam_Document.pdf]
[£] pocument.pdf

File Mame: I"2 _pdfsam_Document.pdf" "3_pdfsam_Document.pdf* "4 _pdfsam_Document.pdf"l

Files of Type: [pdf files v]

3) Browse for the folder in which you wish to save the merged document. Type the name for the new file,
then click “Run”.

NOTE: “Overwrite if already exists” is selected by default, and (as implied) will overwrite the existing file.

# ] File name l Path l Pages l Password [ Version lPage Selel add
1 |1 _pdfsam_... P:{!1_Onsit... 1 Version 1.7 ...
u 2_pdfsam_... P:\!!_Onsit... 1 Version 1.7 ... Remove
3_] 3_pdfsam_... P:\!l_Onsit... 1 Version 1.7 ... Move Lip
u 4_pdfsam_... P:\!!_Onsit... 1 Version 1.7 ...

Move down

Clear

Merge options

[ "] PDF documents contain forms

Destination output file

CombinedDoc. pdf| & Browse
Overwrite if already exists
[¥] Compress output fileffiles

Output document pdf version: [Version 1.5 (Acrobat 6) ']

Run

|Execute pdf merge
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4) The new files should be in the folder specified in Step 4.

File Edit View Favorites

Tools

Help

& ARTC_Procedures

eBack - Q v LI ‘/’_—) Search {L Folders | l,;>' B x n ' v

Address IE) P:\11_Onsitel4RTC_Procedures

Mame = I Size l Type I Date Modified I Attributes l
)GIMP File Folder 25/10{2011 4:59 PM
[C5)PDF_SaM File Folder 31/10§2011 3:29 PM
[C3)PrimoPDF File Folder 26/10{2011 5:00 PM

[:{: 1_pdfsam_Document.pdf 85KB PDF File 317102011 2:30PM A
[Z 2_pdfsam_Document.pdf 64 KB PODF File 31/10/2011 2:30 PM A
[Z 3_pdfsam_Document. pdf 109KB PDF File 317102011 2:30PM A
[Z 4_pdfsam_Document. pdf 72KB PDF File 31/10/2011 2:30 PM A
@Background.jpg 433 KB JPEG Image 19/10/2011 4:01 PM

E CombinedDoc.pdf 326 KB PDF File 31/10/2011 3:49 PM A
[} Document. pdf 328KB  PDF File 251042011 5:04 PM
@_]Documents doc 9,459 KB Microsoft Office Wo.., 317102011 2:14PM A
@Pagel.lpg 970KB JPEG Image 5/10/2011 3:26 PM

1| Page2.jpg 1,259 KB JPEG Image 5/10/2011 3:27 PM

[l Page3.ipg 1,141 KB JPEG Image 5/10/2011 3:25 PM

¥l Page4.ipg 1,150KB  JPEG Image 5/10/2011 3:29 PM




