X

MAHAVITARAN

Please follow these guidelines before uploading any PDF file in DMS

Remember the Sequence

1. Merge

2. Flatten

3. Compress




How to Merge multiple files in
one single PDF

Using PDFSAM tool

* Please DON’T use online websites eg. smallpdf, ilovepdf, etc to merge PDF files.



Download PDFSAM Basic on your Desktop/Laptop

1. Visit https://pdfsam.org/download-pdfsam-basic/ and download PDFsam Basic installer.

C @ pdfsam.org

PDFSAM Download PDFsam Basic PDFsam Enhanced PDFsam Visual Help Center = [

Download PDFsam Basic v4.1.3

O T I el R
1. Click to

download =% ¢
= \Windows downloader (.exe)

Download and install PDFsam Basic on Windows systems. It offers to try PDFsam Enhanced with two free modules to view and create PDF

files

| Install PDFsam Enhanced, includes FREE Reader, Crealor and advanced features See Details

nce ions MEXT

2. Click to begin
installation

@ PDFsam_Basic_4 |....exe
6.9/

9/17 5 MB, 25 secs left


https://pdfsam.org/download-pdfsam-basic/

Deselect to
skip enhanced
version

Begin installation

~—

(\ PDFSAM PDFsam

pdf split and merge Setup Manager

Welcome to the PDFsam Setup Wizard

Let us guide you through the installation process

Please select your preferred language:

English

By clicking on "Mext" you agree to install with default settings and to be bound to the PDFsam’s End User's License Agreement
and Privacy Policy

Install PDFsam Enhanced, includes FREE Reader, Creator and advanced features See Details

Advanced QOptions MEXT

t

Click Next




Open Application

2 PDF Split and Merge Basic Editien

f) PD FSAM @Modules Click Merge Tab

Og’ Split y Merge

Split a POF document at the given page Merge together multiple POF documents
numbers. or subsections of them.

0 0

e

ﬁ Extract %h Split by bookmarks

Extract pages from PDF documents, Split a PDF document at bookmarked
(7] pages by specifying a bookmark level.

7

N
ﬁ Alternate Mix

Merge two or more PDF documents, taking
pages alternately in natural or reverse
order.

7

of” Split by size

Split 3 POF document in files of the given
size {roughly).

7

-E' Rotate

Rotate the pages of multiple PDF
documents.



CYEET—— Merge PDF Files -
© PDFSAM fQ

} Add =  (Clear =  Remaove
1. Drag and drop all files here Arrange sequence of files
OR using Drag & drop
of Add files using Dialogue box window
th ¥ Merge settings
R Add a blank page if page numberis cdd @
A Add a footer @
. Mormalise page size @ °
Il__|:L Interactive forms (AcroForms)  Flatten * @ ; SEIECt FLATTEN optlon
2L Bookmeris hendiing e (bt 7 e (*if you don’t select this then ‘Invalid Page’ error
Table of contents: Don't generate - @ m,ght coming while es,gnlng)
%"’
¥ Destination file
2. Check Destination folder & rename file name |
C:"\Users‘-,acer"\]c:wnloac:s‘\PD:sam_merge.pcii < Browse

Overwrite if already exists @

3. Click RUN to begin

¥ Hide advanced settings

i Compress output file/files @

Output PDF version:  version 137~

/ 4. After Completion, open file to check (Merged File is saved in destination folder)

= Fun mﬂpen - Completed



How to flatten the PDF

Using Microsoft Print to PDF tool

*By default available in Windows

Flatten means converting all fields of PDF (eg. eSign, Tables, Forms, etc) into image in the
PDF file. Incorrect merging of fields may give error sometimes, therefore repairing
(flattening) the PDF file is necessary before uploading in DMS.



Flatten the PDF file

(to avoid errors while e-Signing)

1.0pen the PDF file in Adobe Acrobat Reader

Test Office N B-) f - Adobe Acrobat Reader DC
File Edit Vie

Home Tools Test Office Note 16...

w @ B8 Q

DOCker SHEET

Sub: Approval for Test Office Note. Approval for Test Office
Note. Approval for Test Office. Note Approval for Test
Office Note. Approval for Test Office Note. Approval for
Test Office Note. Approval for Test Office. Note Approval
for Test Office Note.

Section Ref. no.: CGM/IT/ [INITIATOR]

Date:

TO WHOM SENT

Authority 1

@

A 2o

Search 'Delete Page’
Export PDF
Edit PDF

EE'} Create PDF

|§_\ Comment
Combine Files

*[] Organize Pages
Redact
Protect

Create, edit and sign PDF
forms & agreements

Start Free Trial




Flatten the PDF file

(to avoid errors while e-Signing)

Test Office Mote 16-Jul-20201.pdf - Adobe Acrobat Reader DC

/ File Edit Wiew Sign Window Help
1. Click File [ Open..

EE Reopen PDFs from last session

Create PDF

Sawve As.. Shift+Ctrl+5
Convert to Word, Excel or PowerPoint K E . s
5

ave as Text.

Compress File

Note Approval for Test
Password Protect . PP Date:
ffice Note. Approval for

st Office. Note Approval

Share File

Close File Ctrl+W

Properties... Ctrl+D
Print... Ctri+P

2. Click Print ~ 1 F\..ATest Office Note 16-Jul-20201.pdf

WCRL we note merged for DMS(4) (1).pdf

3 FL NOFFICE MOTE Addit...th COMPLIANCES. pdf
4 ChUsers\acer\Desktoph..\CE DIST.pdf

2 Fu.ANON_Additional_Inf..3_07_2020_1737.pdf

View All Recent Files...

Exit Application Ctrl+Q



1. Select Printer

2. Select Microsoft
Print to PDF

Flatten the PDF file

to avoid errors while e-Signing

File Edit View Sign Window Help

Home Tools Test Office Mote 16.. %

5w D B Q Print

Printer:| Adobe PDF w Properties Adwvanced 5
Adobe PDF
Copies: Fax ] Print in grayscale (black and white) [ save ink/toner @

‘Microsoft Print to PDF Scale: 100%
Fages t picrosoft XPS Document Writer '
i OneMote for Windows 10

> Mor Serr1d To OneMote 16 n SHEET

i, gy o e e b e 0 0 [
[ pp e e e it

8.27 x 11.69 Inches

——

Sub: Approval for Te
Note. Approval forl p.ge sizing & Handling @

Office Note. Appro Size Poster Multiple Booklet
Test Office Note. A

for Test Office Note " O Actual size T o

(®) Shrink oversized pages () Custom Scale:

[] Choose paper source by PDF page size

Orientation:

DATE ®) Auto ) Portrait () Landscape

Comments & Forms

Document and Markups ~ Summanze Comments = '

Page 1 of 5

=T T = ) >| Print | Ci

3. Click Print

*If Microsoft Print to PDF is unavailable (Older version of Windows) or deleted, you may use CutePDF as printer. Click here

to install CutePDF.


http://cutepdf.com/download/CuteWriter.exe

Flatten the PDF file

(to avoid errors while e-Signing)

File Saving dialog box will appear

Save PDF File As

« v 4 l This PC » Mew Volume (F) » New folder

Organize + Mew folder

! This PC Date modified Type

3D Objct Mo items match your search.

M Desktop

E Documents
Downloads
Music

B Pictures

& Videos

= Acer (C)

ﬁ DVD RW Drive (D1} My Disc

1. Name the flle File name: | Office Mote_merged_Flattened .pdfi

Save as type: | PDF files (*.PDF)

2. Save the file

# Hide Folders

Upload the newly saved PDF file into DMS



How to Compress the PDF

Using freepdfcompressor tool

*Free Software to be installed in Windows

Compressing file makes it easier to upload /download the PDF files in DMS.
Compressed PDF files also takes less space on DMS server..


http://www.freepdfcompressor.com/

Compress the PDF File

= (' (@ Notsecure | freepdfcompressor.com

B

) Free PDF Compressor
1. Visit http://www.freepdfcompressor.com/ \ ] P
2. Download the Free Software in Windows, - T x|

FIF Fila

Duipat Fila

Swrs Az

fettings
) Saresn - los vemaletion, perestevisv—saly qeality, T2 44 isapes
0 eflosk — wediee resslution, Dee quality, 150 dpi iseges
O Fesstar = Nigh quality, 300 dpi isages
" Feapraas - high qualily, ealer prasseving 300 dpi imagen
O Dafanlt - » wids variaty of w3es, peasibly larger cutyut £ils

Erogress

Free PDF Compressor is a free PDF compression software to enable y
and hit button "Compress”, a compressed PDF file will be created, pag

This software is completely freeware, free for personal and non-comme

Download Mirror

You may also use online compression tools www.easepdf.com, www.ilovepdf.com, ww.pdf2go.com , etc. to reduce
the size before uploading. But Data Privacy concerns should be first considered before using online tools.


http://www.easepdf.com/
http://www.ilovepdf.com/
http://www.pdf2go.com/
http://www.freepdfcompressor.com/

Compress the PDF File

. Free PDF Compressor s

1. Browse Input File to be compressed. PDF Fie

$| FAOFFICE_WORKS“Manded Part 2 ( DD-118) Revised Closure Free Browse

Qutput File

“Manded Part 2 { DD-118) Revised Closure Freezing.compressed pdf Save As

Settings
(®) Screen - low resolution, screen-view-only qualty, 72 dpi images
2. Select proper o ptio n (O eBook - medium resolution, low qualty, 150 dpi images
as per the PDF file. () Printer - high quality, 300 dpi images

i) Prepress - high qualty, color preserving, 200 dpi images
(") Default - 3 wide varety of uses, possibly larger output file

Progress

wwww freepdfcompressor.com Compress Stop Close
e >

3. Click Compress

You may also use online compression tools www.easepdf.com, www.ilovepdf.com, ww.pdf2go.com , etc. to reduce
the size before uploading. But Data Privacy concerns should be first considered before using online tools.



http://www.easepdf.com/
http://www.ilovepdf.com/
http://www.pdf2go.com/

THANK YOU



