CH29 - Using Nuance PDF HRIS

converter to enhance documents

Nuance PDF Converter software is designed to view, manipulate and manage
PDF files. You may find this software useful for enhancing applicant packs that
have been downloaded from e-Recruitment.

For example you may want to include references in an applicant pack, add page
numbers or a table of contents before sending it to the shortlisting or interview
panel.

NOTE: Please note that this guide has been produced by the HRIS
Support Centre to raise awareness of the capabilities of Nuance PDF

@ Converter Enterprise 8 version 8.1. We cannot guarantee that all
departments are able to provide this software, or that the guide will
apply to all versions. We are unable to provide technical advice or
support on the use of this tool.

This guide covers the following process steps:
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1. Opening a file

From the start menu on your PC open the Nuance PDF Converter Enterprise
folder and choose PDF Converter Enterprise. If it's not there you may be able to
download it from the Oxford Applications Installer if you have this option. If you
do not have the software and do not have the Oxford Applications installer
please speak to your local IT to check whether the software is available in your
department.

1.1. Go to file > open and browse for the file you .-. Addvanced Edit

want to work with.
Scan Edit View Document

B Open.. Ctrl+Q
8 New PDE

Create PDF Portfolio
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The browse window opens: Remember to change the view to ‘all files” as it
defaults to pdf files every time you browse.

Lookin: | PDF converter files - o ¥ B Ev
= Name - Date modified
= "X Applicant pack for PDF converter 19/04/2016 10:41

Recent Places
|
-
Desktop
u_-J|

Libraries

A

Computer

:"’I < | I 3

MNetwork
File name: PDF converter files v

Files oftype: “PDF Files {*.pdf) VI| I Cancel ]

2. Adding a header page

2.1 Create the header page as a separate file and save it.

2.2 To insert the page go to Document > Pages > Insert...

Comments Forms Tools Favorites Window Connections |

Pages » New... Shift+Ctrl+N

Header And Footer > Insert... Shift+Ctrl+1

Benlare Shift +Ctrd+ P

2.3 Browse for the file you want to insert. Remember to change the view to
‘all files” as it defaults to pdf files every time you browse.
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Lookin: | PDF converterfiles >~ @2 m-
= Name . Date modified
= X Applicant pack for PDF converter 19/04/2016 10:41

Recent Places

Desktop

L=

-

Libraries

A

Computer

il
/)
4 11 4

Network
File name POF converter files - | Open

Files of type: |[PDF Files (*.pdf) VIl ’ Cancel ]

2.4 Double click on the file you want to insert.

s oo ., =
Lookin: | PODF converter files ~ @1 rm-
B Name - Date modified
-~ “X. Applicant pack for PDF converter 19/04/2016 10:41
Recent Places W vacancy 118933 Technician Header page 19/04/2016 10:46

The 'Insert Pages’ window opens:
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Source Files:

P:\PROJECTS\HRIS Programme\12. Support\Prol

Up

Down

(LI

Select Source Pages
(@) All Pages

(CJRange |1

Location: | Before

P After
age |

(") First Page

(") Last Page
(@) Current Page
(" Page Number |1

2.5 Amend the location and page options as required, eg before or after the

current page open in the PDF converter. Click on .

@ You can inset multiple files at the same time by clicking add then browsing
for the next file but they will all be inserted in the same place. You cannot
choose a different location and page option for each file inserted if you add them
in this way. If you want to insert further files in a different location, click ok to
insert the current file(s) chosen and then follow the steps again and change the
location and page options to insert files in a different location.

3. Inserting headers and footers

3.1 Go to Document > Header and Footer > Add Header and Footer
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Pages b -
Header And Footer Al Add Header and Footer... I
Watermark b Update Header and Footer...

88 nsert Clip Art Remove Header and Footer...

The ‘Add Header and Footer’ window opens:

Add Header and Footer (-

|
Schemes

Name:  [cyustom not saved] v Delete

Appearance...

Font Margin

MName (K): lAnal v] Unit:
i . - . - -
Size: B ~- Style: |Normal - Top: 0.50 = Bottom: 0.50 =

color: [ [ outline only Left:  1.00 Z Right: 1.00 =
Macros:  <Select a Macro> - Settings... Insert Macro
Header
Left Center (X) Right

Vacancy 118933

Footer
Left Center (Q) Right
April 2016 ‘

Preview

Preview Page 1 = of 10 Page Range... Clear All

April 2016

oK ]’ Apply to Multiple ] [ Cancel

3.2 Enter details and format as required and click o ],

@ In the preview pane you can view each page to check that the
header/footer appear as required and do not overlap any key information.
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3.3 If you want to apply the same header and footer to multiple documents
click on and browse to add further documents as required.

4. Inserting page numbers

It's best to do this once you have your final document. If you attempt to insert
page numbers on the individual documents before you start or add them as you
go it can cause a conflict in the macro and not work correctly.

4.1 Go to Document > Header and Footer > Add Header and Footer

Pages Mho W -e
Header And Footer LAl Add Header and Footer... |
Watermark » Update Header and Footer...

88 Insert Clip Art Remove Header and Footer...

é If you have already inserted a header/footer the following message will
appear:

PDF Converter Em;pn

I" . A This file already contains a header or footer. Would you like to replace the existing
b header or footer with the one you are adding?

If you choose to add another header of footer, it might overlap the existing one.

Replace Existing ||l Add New ]|

4.2 Always choose .

The 'Add Header and Footer’ window will appear:
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Add Header and Footer . .

Schemes

Name: [none] - Create... Delete
Appearance...

Font Margin

Mame (K): lArlal V] Unit:
Size; 8 sy Top: 030 [2 gottom: 030
color: [ [ outline only Left:  1.00 Z Right: 1.00

Macros: | <Select a Macro> :] Settings... Insert Macro

<Select a Macro>

Head
eader Page Number

Left Date Center (%)

Author ‘
Title
Subject
Footer  Created Date
Left File Name Center (Q)

Preview

Preview Page 1 z Page Range... Clear All

‘gl 2018

4.3 Under ‘Macros:’ select Page Number from the drop down list.

4.4 Place your cursor in the position you want the page numbers to appear

and click on .

Header

Left Center (X) Right
Footer

Left Center (Q) Right

The window will update to confirm where the page number will appear.
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Macros:  page Number - Settings... Insert Macro

Header
Left Center (X) Right

Footer
Left Center (Q) Right
‘ ‘ <<1>>

4.5 Click .

5. Creating bookmarks

You need to create bookmarks if you want to insert a table of contents.

5.1 Single level bookmarks

5.1.1. Navigate to the page of the document you want to bookmark.

5.1.2. To access the bkmark options click on the e -
bookmark icon or go to the Navigation Panel _fle Scan Edit

and choose Bookmarks

5.1.3. To add a new bookmark click on \i‘ A ‘New
Bookmark’ box will appear.

EE,:I Mew Bookmark
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5.1.4. Enter the name you want to give the | =t T
bookmark in the box. (This is what ' ;
will appear on the table of contents)

I N Ld
B

5.2 Multi-level bookmarks

It is possible to create multi-level bookmarks. (These behave in a similar way to
headings and sub headings in Microsoft Word.)

The simplest way is to create all the bookmarks first and then drag and drop the
bookmarks you want to appear in the second level.

In the example below the document contains candidate applications and
references for each candidate.

5.2.1. Create the bookmarks following the
steps in section 5.1.

Bookmarks

<" Beaumont ref

5.2.2. Click on the bookmark to be moved
then drag and drop it under the
bookmark you want to attach it to.
The dotted line shown in the second
image indicates where the bookmark
will move to.

_ Bookmarks

< Beaumont <@ =
< Beaumont ref 4

i

Bookmarks

% Vacancy details

,Beaumont
o) B
5.2.3. Repeat until all bookmarks have been ——
moved as required. The ‘ref’ > .
bookmarks are now all linked to the B Vacancy details
bookmark for the corresponding = Beaumont
application. ®<| < Beaumont ref

B Clarendon

& Clarendon ref

5.2.4. Click on the links to check they take you to the correct page
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6. Inserting a table of contents

Follow the steps in section 5 to create bookmarks. Once you have created your
bookmarks you can create a table of contents.

Ensure you are on the page of the document that you want to insert the table of

contents onto.

6.1 To create the table of contents go to Bookmarks > Bookmarks Panel
Option

Bookmarks

< Vacancy details ;9 Bookmarks Panel Option

o T lala mf bk

6.2 From the list choose ‘Create Table of Contents’.

MNew Bookmark Ctrl+B

Go to Bookmark

Cut Ctrl+X

Delete Bookmarkis)

Set Destination
Rename Bookmark

Use Current Appearance as Default
Properties... Ctrl+I
Preference b

| Create Table of Contents...

Export Table of Contents...

The Table of Contents Settings window will open.
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Contents | Content Page

Display Levels:
[+

[¥|Page number
Page number right-align

l Edit... H Remove |

6.3 On the Contents tab choose 'Display Levels’ (the number shown will be
determined by the levels you have created in ‘bookmarks’.) change any
other options as required.

6.4 Click on the ‘Content Page’ tab and choose the Position (before or after
current page). Edit other options as required.

Table of Contents Setti_ u

Content Page
Content Title: Table of Contents Appearance...
Size: ’Use page below as reference v]
Orientation: |P0r‘trait v|
Add to: 1 Position:
After
[ ok [ cancer |

6.5 Click on . The table of contents will be inserted onto a new page
in your document.
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Table of Contents

BT o U OO 3
BBEAUMIONE Lvusuimursnmsenssmsessmsenssmsesnmse b st bbb b 0 R SRR SR R SR RS SRR SRR R SR R R 4
Beaumont ref 5
L0004 OO 7
Clarendon ref 9

6.6 To edit the table of contents, update the bookmarks as required first.

6.7 To update the table of contents go to Bookmarks > Bookmarks Panel
Option

Bookmarks

< Vacancy details

N gt I [ o R

ﬁﬁ Bookmarks Panel Option

6.8 From the list choose Update Table of Contents.

New Bookmark Ctrl+B
Collapse Top-Level Bookmarks

Go to Bookmark

Ctrl+X

Delete Bookmark(s)

Set Destination
Bename Bookmark

Use Current Appearance as Default
Properties... Ctri+I
Preference 3

Create Table of Contents...
Remove Table of Contents
Update Table of Contents
Export Table of Contents...

7. Tips

If you are going to import and work with multiple files consider the order you
want them to appear in the final document. It is easier to add them in the
correct order than to move them around later.
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