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	 Corporate Edition 4 Tutorials
  Find tutorials for PDF editing and advanced features:
 Go to Office Edition 4.2 Tutorials >
 
 
 
 










        
          
		  
		  

        

	    
	      

	
	
		
		
        Getting Started
        
	Welcome

	Set Default Viewer

	Check for Updates

	Copy Text



		


	













	
	
		
		
        Basic Functions
        
	Open - Save - Print

	Create a PDF Document

	Search for Text

	Fill in a PDF Form

	Scan to PDF

	Set Security Permissions



		


	













	
	
		
		
        Page Functions
        
	Insert & Delete PDF Pages

	Rotate & Move PDF Pages

	Extract PDF Pages

	Combine PDF Documents



		


	













	
	
		
		
        Help and Support
        
	How to submit a Support Ticket

	What is my Product Version?



		


	













		  
	
		
	
			
	Assemble a PDF Document

 

 



Insert Pages

Using the Insert Pages feature, pages from an existing PDF document or a scanner can be inserted into the current PDF document.

	Open your PDF document.
	Right-click in the PDF, and select Insert Pages from the right-click menu.

    	Choose from the available options to insert:
        	From File


        


    
	For inserting from a file: within the Open a PDF Document dialog box, select the desired PDF file for insertion, and click OK.
	Within the Insert Pages dialog box, use the radio buttons  to select the location where you want the file inserted.

    

    Note: The Insert at Page feature will insert the page just before the number you enter in the field. For example, if you enter a "2" in the Insert at Page number field, the file will be inserted as a new page 2, and the old page 2 will become the new page 3.

     
	Click OK when you have finished making your selections. The page(s) will be inserted into the document.


 

 

 


Delete Pages

Using the Delete Pages feature, pages can be removed from an existing PDF document.

	Open your PDF document.
	Right-click in the PDF you wish to alter, and select "Delete Pages..." from the right-click menu.

     
	Within the Delete Pages dialogue box, select the pages to delete using the radio buttons  and controls provided. You can choose to delete Current Page (the default setting), or Pages within a range.

    

    Note: Deleting a page is a permanent action upon saving the document. If you change your mind after making a deletion, close the document without saving the changes, re-open it, and start over.

     
	Click OK when you have finished making your selections to delete the pages.

    

    Tip: Use the Save a copy of the current PDF document icon on the toolbar, and save your work with a new name. The original PDF will remain unchanged, and you can always go back to it if you need to start over.


 

 


Also see page manipulation options:

	Rotate pages
	Move pages
	Extract pages
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