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Open	the	PDF	file	with	Acrobat	DC	on	Mac.	Go	to	Tools	>	Print	Production.	Select	Preflight	from	the	right	pane.	In	the	Preflight	dialog	box,	click	Select	single	fixups.	Now	expand	the	heading	that	says	"Pages".	Under	pages,	look	for	a	fixup	which	says	"Scale	pages	to	specified	size",	and	then	click	the	Edit	button	after	highlighting	the	fixup.	Now	enter
the	page	measurements	in	the	Scale	pages	section:	Short	edge:	Width	Long	edge:	Height	Save	the	file	using	the	Save	dialog	box.	Sometimes	the	size	of	a	PDF	file	is	not	ideal.	Single-page	PDFs	may	be	too	large	or	too	small	for	your	needs,	while	a	multipage	document	may	have	some	pages	scaled	in	letter	size,	others	in	legal	size,	and	others	that	aren't
any	standard	size	at	all.	How	you	scale	or	resize	the	PDF	depends	on	whether	it's	a	single	page	or	not.	Single	pages	can	usually	be	scaled	just	as	you	would	an	image.	Multipage	PDFs	can	be	more	troublesome.	If	your	PDF	is	a	single	page,	you	can	scale	it	like	any	other	image	file,	provided	your	image	editing	file	supports	PDFs	–	and	most	do.	You	can
resize	PDFs	in	inches,	pixels,	centimeters,	or	by	specifying	a	percentage.	Most	image	editors	constrain	the	proportions	by	default,	but	you	can	override	this	by	clicking	a	check	box.	In	Adobe	Photoshop,	scale	a	single-page	PDF	using	the	Transform	tools.	Open	the	PDF	in	Photoshop,	select	the	entire	image,	choose	"Transform"	in	the	Edit	menu	and
click	"Scale."	Enter	a	size	in	the	fields	for	that	purpose.	If	you	don't	have	Photoshop,	you	can	use	the	free	image	editor	GIMP	to	do	the	same	thing.	Open	the	PDF	file	in	GIMP,	click	the	"Image"	menu	item	and	select	"Scale"	from	the	drop-down	menu.	Then,	specify	the	size	you	want.	If	you	want	to	scale	PDFs	for	printing	purposes	and	you	have	Adobe
Acrobat	2017,	2020	or	DC	version	–	you	can	use	it	to	scale	a	document	for	printing.	Open	the	file	in	Adobe	Acrobat.	Select	"Print"	from	the	File	menu	or	press	"Ctrl-P"	on	the	keyboard.	Select	"Size"	and	then	select	the	size	option	that	suits	your	needs.	The	Fit	option	increases	the	size	of	small	pages	and	decreases	the	size	of	large	pages	so	that	each
one	fits	the	same	paper	size.	The	Shrink	Oversize	Pages	option	only	resizes	large	pages,	leaving	small	pages	the	same	print	size.	If	you	want	to	customize	the	scale,	use	the	Custom	Scale	option.	You	can	then	specify	how	much	you	want	to	scale	each	image	by	specifying	a	percentage	value.	Microsoft	Windows	10	has	a	handy	Print	to	PDF	option	in	its
printer	options.	However,	it's	limited	in	what	it	can	do.	It	can	automatically	scale	pages	to	fit	the	paper	size	you	are	using	but	doesn't	give	you	the	advanced	options	Adobe	Acrobat	does.	Open	the	PDF	in	any	program	you	want,	such	as	Edge	or	Chrome,	and	press	"Ctrl-P"	to	select	the	Print	option.	Alternatively,	right-click	the	PDF	in	File	Explorer	and
select	the	"Print"	option.	When	the	Print	dialog	box	opens,	select	"Microsoft	Print	to	PDF."	Choose	either	the	Portrait	or	Landscape	option	in	the	Orientation	options	and	then	select	all	the	pages	you	want	to	print.	If	a	PDF	file	size	is	too	large	and	you	want	to	reduce	its	bulk,	you	can	use	a	free	online	PDF	compressor,	such	as	the	SmallPDF	or
ILovePDF	websites.	There	are	many	others	available	online	that	work	basically	the	same	way.	While	they	generally	give	you	good	quality	for	the	file	size,	you	should	always	review	the	file	after	it	has	been	compressed.	When	you	open	the	website,	click	the	option	to	upload	your	PDF	or	drag	the	file	from	File	Explorer	onto	the	center	of	the	webpage.
After	several	moments,	the	website	will	crunch	the	PDF	down	to	size	and	either	download	it	to	your	computer	immediately	or	prompt	you	to	download	it	yourself.	�����	This	section	describes	the	procedure	for	specifying	the	paper	size	or	page	setup	when	printing	from	an	application,	taking	Adobe	Reader	6.0	as	an	example.	��������������������
NOTE	Clarifications	of	the	operation	and	additional	explanations	for	the	procedure	are	indicated	at	the	end	of	this	page.	Reading	these	notes	is	highly	recommended.	1.	Open	the	PDF	file	to	print	with	Adobe	Reader,	and	then	select	[Print	Setup]	from	the	[File]	menu.	2.	Specify	the	paper	size	of	the	document	and	the	printing	orientation,	then	click
[OK].	3.	Select	[Print]	from	the	[File]	menu.	4.	Select	the	name	of	this	printer	for	[Name]	or	[Printer	Name],	and	then	specify	the	printing	preferences.	NOTE	The	printer	name	displayed	in	this	dialog	box	can	be	changed	in	the	[Printers	and	Faxes]	folder	(the	[Printers]	folder	for	Windows	98/Me/2000).	5.	Click	[Properties].	6.	Display	the	[Page	Setup]
sheet	and	specify	the	paper	size	or	page	setup.	The	[Page	Setup]	sheet	allows	you	to	specify	the	following	printing	preferences:	Setting/ButtonContents	[Page	Size]You	can	select	the	paper	size	of	the	document	created	by	an	application.	[Output	Size]You	can	specify	the	actual	paper	size	to	be	printed.	[Copies]You	can	specify	the	number	of	copies	to
be	printed.	[Orientation]You	can	specify	the	printing	orientation.	[Page	Layout]-	[N	Pages	per	Sheet]	(N	=	1,	2,	4,	6,	8,	9,	16)	Prints	multiple	pages	on	one	sheet	of	paper.	Some	applications	provide	a	function	to	print	a	document	as	a	collated	set	of	copies.	Do	not	use	this	function	with	[N	Pages	per	Sheet].	-	[Poster	[N	x	N]]	(N	=	2,	3,	4)	Magnifies	a
single	page	image	and	print	it	out	on	multiple	sheets	of	paper.	You	can	join	these	printouts	together	to	make	one	large	poster.49:53	[Page	Order]You	can	specify	the	page	order	layout	for	printing	when	[Page	Layout]	is	set	to	[N	Pages	per	Sheet]	(N	=	2,	4,	6,	8,	9,	16).	[Manual	Scaling]Selecting	this	check	box	allows	you	to	enter	the	value	for	scaling
the	printed	document	manually.	[Watermark]You	can	superimpose	watermarks	(such	as	[COPY],	[DRAFT],	etc.)	over	the	documents	created	by	an	application.	Select	the	check	box	for	this	option	and	select	a	watermark	to	print	with	the	document.	Select	the	watermark	from	the	drop-down	list	on	the	right.	[Edit	Watermark]Displays	a	dialog	box	for
modifying	the	added	watermarks.	[Custom	Paper	Size]Displays	a	dialog	box	for	specifying	custom	paper	sizes.	[Page	Options]Allows	you	to	print	printing	date,	user	name,	page	numbers,	or	a	border.	[Custom	Paper	Size	Settings]	dialog	box:	The	following	dialog	box	is	displayed	by	clicking	[Custom	Paper	Size].This	dialog	box	allows	you	to	specify	the
height	and	width	of	custom	paper	size,	which	is	different	from	the	standard	paper	sizes.	Setting/ButtonContents	[Paper	List]Displays	[Name]	and	[Size]	of	standard	paper	sizes	and	added	custom	paper	sizes.	The	paper	sizes	with	a	small	red	mark	placed	at	the	left	side	of	the	name	are	standard	paper	sizes	and	[Custom	[Name	Fixed]].	These	standard
paper	sizes	and	[Custom	[Name	Fixed]]	cannot	be	deleted.	[Name	of	Custom	Paper	Size]You	can	enter	the	name	of	the	custom	paper	size	to	be	added.	[Unit]Specify	the	unit	([Millimeter]	or	[Inch])	to	be	used	when	setting	the	custom	paper	size.	[Paper	Size]Specify	the	height	and	width	of	the	custom	paper	size	([Height][Width]).	Specify	the	custom
paper	size	in	portrait	orientation	([Height][Width])	within	user-definable	sizes.	[Delete]Deletes	the	custom	paper	size	selected	in	[Paper	List].	However,	you	cannot	delete	the	default	standard	paper	sizes	and	[Custom	[Name	Fixed]].	[Register]Registers	custom	paper	sizes.	[Edit	Watermark]	dialog	box:	The	following	dialog	box	is	displayed	by	clicking
[Edit	Watermark].This	dialog	box	allows	you	to	add	new	watermarks	and	edit	the	added	watermarks.	Setting/ButtonContents	[Position]You	can	specify	the	position	to	print	the	selected	watermark	on	the	document.	Enter	X	and	Y	axis	values	between	-50	and	50	(The	center	of	the	paper	is	defined	as	0	(zero)).	Alternatively,	drag	the	sliders	on	the
bottom	and	the	right	of	Preview	to	specify	the	position.	[Move	to	Center]Moves	the	watermark	to	the	center	of	the	document.	[Angle]You	can	specify	the	angle	to	print	the	selected	watermark	on	the	document	(The	horizontal	position	is	defined	as	0	(zero)).	[Watermark	List]Displays	a	list	of	registered	watermarks.	The	watermarks	with	a	small	red
mark	placed	at	the	left	side	of	the	name	are	provided	by	default.	These	provided	watermarks	cannot	be	deleted.	[Add]Allows	you	to	add	and	specify	a	new	watermark	in	the	[Edit	Watermark]	dialog	box.	[Delete]Deletes	the	watermark	selected	in	[Watermark	List].	However,	you	cannot	delete	the	default	watermarks.	[Name]You	can	enter	the	name	for
the	added	watermark	to	be	displayed	in	[Watermark]	in	the	[Page	Setup]	sheet.	[Text]Enter	the	characters	to	be	printed	as	a	watermark.	[Font]Select	the	font	to	be	used	for	the	watermark	(True	Type	fonts	only).	[Style]Select	the	font	style	for	the	watermark.	[Size]Specify	the	font	size	for	the	watermark.	[Color]Specify	the	color	for	the	watermark.
Since	this	printer	is	a	monochrome	printer,	all	the	watermark	colors	are	printed	in	grayscale.	[Border]Specify	whether	a	border	encloses	the	watermark	when	printed.	[Print	Style]Select	the	watermark	type	from	[Transparent]	or	[Overlap].	[Print	on	First	Page	Only]Select	this	check	box	when	printing	the	watermark	only	on	the	first	page	of	the
document.	[Page	Options]	dialog	box:	The	following	dialog	box	is	displayed	by	clicking	[Page	Options].This	dialog	box	allows	you	to	specify	borders,	date,	and	page	numbers,	etc.	to	be	printed	on	the	printouts.	Setting/ButtonContents	[Edging]You	can	select	the	type	of	edging	to	print	as	a	border.	When	a	border	is	applied,	the	original	print	data	will	be
reduced	slightly	in	size	to	make	room	for	the	border.	[Print	Date]You	can	print	the	date.	[Print	User	Name]You	can	print	a	user	name	that	is	registered	in	the	computer.	[Print	Page	Number]You	can	print	page	numbers.	[Format	Settings]Displays	a	dialog	box	for	specifying	the	font	for	printing	date	and	page	number.	[Format	Settings]	dialog	box:	The
following	dialog	box	is	displayed	by	clicking	[Format	Settings]	in	the	[Page	Options]	dialog	box.This	dialog	box	allows	you	to	specify	the	font	for	printing	date	and	page	number.	Setting/ButtonContents	[Font]Select	the	font	to	be	used	(True	Type	fonts	only).	[Style]Select	the	font	style	to	be	used.	[Size]Specify	the	font	size	to	be	used.	[Color]Select	the
color	to	be	used.	Since	this	printer	is	a	monochrome	printer,	all	the	colors	are	printed	in	grayscale.	NOTE	The	settings	that	are	specified	here	only	apply	to	the	currently	opened	file.	Check	the	contents	of	the	[Document	Properties]	dialog	each	time	you	print.	In	particular,	it	is	recommended	that	you	confirm	the	contents	of	the	[Page	Setup]	sheet	and
the	[Paper	Source]	sheet.	7.	Confirm	the	settings,	then	click	[OK].	The	[Print]	dialog	box	reappears.Click	[OK]	in	the	[Print]	dialog	box.	Then,	the	printer	starts	printing.	NOTE	a.	The	screen	shots	used	in	this	section	are	from	Windows	2000	on	which	PCL6	Printer	Driver	is	used.	b.	The	procedure	for	displaying	the	[Document	Properties]	dialog	box	may
differ	depending	on	the	application	you	are	using.	c.	The	default	settings	for	all	files	can	be	configured	using	the	following	dialog	box.	-	For	Windows	2000/XP/Server	2003:	Open	the	[Document	Properties]	dialog	box	from	the	[Printers	and	Faxes]	folder	or	the	[Printers]	folder.	-	For	Windows	98/Me:	Open	the	[Printer	Properties]	dialog	box	from	the
[Printers]	folder.	d.	"Driver	Guide"	(PDF	manual)	in	the	CD-ROM	supplied	with	the	printer	describes	how	to	use	the	various	functions	of	the	printer	and	printer	driver.	By	specifying	the	settings	for	the	printer	and	printer	driver	for	each	job,	you	can	make	the	best	use	of	the	printer	and	its	functions.	Face	it.	It	can	be	frustrating	dealing	with	a	gigantic
pdf	file,	especially	if	you	are	trying	to	quickly	close	a	real	estate	transaction	deal.	It	can	take	forever	to	download,	upload….and	emailing	it,	well,	forget	it.	If	you	find	yourself	in	this	situation,	limited	due	to	your	massively-sized	pdf,	then	read	on	so	that	you	never	find	yourself	in	this	discouraging	situation	again.	Compressing	a	pdf	file	is	easy	to	do	and
will	make	the	file	much	more	manageable	for	both	you	and	your	real	estate	client.	First,	let’s	review	pdf	file	sizes.	Generally,	unless	you	want	to	use	the	file	for	a	high	quality	print	job	(think	fancy	4-color	brochure	or	glossy	trade	show	booth	graphic),	or	if	contains	several	graphics,	such	as	a	PowerPoint	deck	containing	captivating	graphics,	pdf	files
should	be	1	MB	or	less.	Any	pdf	file	above	1	MB,	which	is	considered	a	large	file,	that	is	mostly	text	should	be	compressed	to	a	smaller	size.	Compressing	the	file	will	make	it	easier	to	send	back	and	forth	via	email	as	well	as	save	on	storage	space.	Therefore,	most	pdf	real	estate	transactions	files	should	be	1	MB	or	less.	When	viewing	documents	on	a
PC	in	Microsoft	Windows,	the	“Details”	view	selection	shows	how	Windows	categorizes	document	sizes.	Simply	select	the	small	arrow	next	to	“Size”	to	see:	Small	(10	–	100	KB)	Medium	(100	KB	–	1	MB)	Large	(1	MB	–	16	MB)	Huge	(16	MB	–	128	MB)	To	check	the	size	of	your	saved	file	in	Windows,	either	go	to	the	Properties	selection	under	File	or
select	CTRL-D.	View	the	File	Size	and	refer	to	the	chart	above	to	see	what	category	your	file	size	falls	into.	If	it	is	above	1	MB,	then	we	recommend	that	you	compress	the	file	(we	promise…just	a	few	quick	and	easy	steps	below).	You	should	aim	to	have	a	small	or	medium	file	size	for	your	real	estate	transaction.	Before	we	start	compressing	files,	let’s
review	why	pdf	files	may	grow	to	become	so	large,	especially	if	they	don’t	contain	any	images	or	just	have	a	few	images.	You	may	wonder	why	your	once	150	KB	file	has	now	become	a	6	MB	file	after	getting	it	back	from	your	client!	As	a	real	estate	agent	and	broker,	you	have	clients	who	prefer	varying	methods	for	signing	their	real	estate	contracts.
They	may	love	to	use	Form	Simplicity’s	eSign	for	convenience,	or	they	may	feel	more	comfortable	writing	their	signature	by	hand	and	using	a	scanner	to	send	their	signed	forms	back	to	you.	For	those	who	use	eSign,	there	should	not	be	any	challenges	with	large	pdf	file	sizes	since	forms	programmed	in	Form	Simplicity	are	automatically	compressed
to	save	on	storage	space	and	file	byte	size.	However,	if	any	of	the	forms	have	been	emailed	to	a	client,	printed,	then	scanned,	you	may	run	into	file	size	trouble.	Culprit	#	1:	Scanners	automatically	scan	at	300	DPI,	which	is	the	minimum	DPI	for	a	printed	image	after	it	is	scanned.	However,	for	a	PDF,	the	DPI	should	be	72.	A	document	with	300	DPI	will
make	a	PDF	much,	much	larger.	Culprit	#2:	Scanning	in	color.	This	will	increase	the	size	of	a	pdf.	Scans	for	text	documents	or	real	estate	contracts	should	be	scanned	in	black	and	white.	Let’s	get	to	the	solution.	How	do	we	compress	these	ginormous	files?	Do	you	have	Adobe	Acrobat		DC	(Document	Cloud)	–	formerly	Acrobat	Pro?	If	not,	skip	this,
and	scroll	down	to	the	next	paragraph.	Acrobat	DC	is	an	enhanced	and	paid	version	of	the	free	Acrobat	Reader.	If	you	have	Acrobat	DC,	then	it’s	simple	to	reduce	your	pdf’s	size.	Open	your	file	in	Adobe	DC	and	under	“File”	select	“Save	as	Other”.	Then	select	“Reduced	Size	PDF”.	Keep	it	as	“Retain	Existing”	then	select	“OK”.	On	the	test	documents
we	used,	it	reduced	the	file	size	by	50%.	This	method	compressed	a	2	MB	file	with	a	lot	of	images	to	1	MB.	I	don’t	have	Adobe	Acrobat	DC,	now	what?	If	you	do	not	have	Adobe	DC	or	you	used	Adobe	DC	and	want	to	compress	the	file	even	further,	then	you	can	visit	a	free,	online	pdf	software	service.	There	are	several	available	for	free	on	the	Internet,
but	ilovepdf.com	and	smallpdf.com	are	two	that	we	have	used	that	work	well.	Once	you	visit	one	of	these	sites,	choose	the	“Compress	File”	option	and	simply	drop	and	drag	your	file.	Within	seconds,	the	site	will	download	a	much	smaller,	compressed	pdf	file.	We	uploaded	a	whopping,	huge	47	MB	file	and	a	few	seconds	later,	using	a	high	speed
Internet	connection,	the	site	automatically	compressed	it	then	downloaded	a	28	KB	file!!!!!	The	quality	visually	appeared	the	same.	Not	only	will	the	28	KB	be	easier	to	email,	but	it	will	save	on	storage	space,	whether	you	are	using	Form	Simplicity	Professional	or	Ultimate	storage	account,	or	on	your	network	or	removable	storage	device	at	your
brokerage	office.	Lastly,	your	clients	will	be	thankful	that	they	are	working	with	a	real	estate	transaction	file	that	they	can	quickly	upload,	download,	email	or	save	themselves.	But	even	more	so,	they	will	appreciate	their	efficient	real	estate	professional,	helping	them	to	make	their	home	buying	or	home	selling	experience	as	smooth	as	possible.
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