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Welcome to SimplePDFConverter!

We are a team of passionate software developers who are dedicated to making
your life easier. Our product allows you to easily convert and edit PDFs, as well as
a variety of other file types, all without the need to download any software.

In this Welcome Guidebook, we'll show you how to convert any type of document
into a PDF and vice versa. We'll also introduce you to our powerful Editor Tool that
makes editing your documents a breeze. You'll get to know its awesome features
like adding electronic signatures, uploading images and files, tweaking text,
images, and shapes, and a bunch of other handy editing functions.

Oh, and don't miss out on learning how to change your document's format! You'll
discover useful features like adding, deleting, rotating, and reordering PDFs.

At our core, we believe that software should be accessible and easy to use for
everyone. That’s why we designed our product to be intuitive and simple, so that
even those who are not tech-savvy can use it with ease.

We want to say a big thank you for choosing our software to handle all your
document conversion and editing needs. We're dedicated to giving you the best
user experience possible, so we'd love to hear your feedback and suggestions on

how we can make our product even better.

Happy editing!
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1. How to Edit a PDF, Word, Excel, PowerPoint, or Image

1. Upload your PDF, Word, Excel, Powerpoint or Image from the Home page
(https://simplepdfconverter.com) or from My Account
(https://simplepdfconverter.com/my-account) if you have an account and already logged

{  GETSTARTEDNOW! |
i DRAG + DROP YOUR FILE HERE i

UPLOAD FILE HERE

2. Once your file is uploaded, you will be taken to the Editor Tool. Click on the Edit tab to
view the different edit functions.

Home Comment Protect
T 2 B LT = O, ¢ b &

Edit Edit Link & Search Add Add Add Link File Audic
Text Object~ Join Text & Replace Text Image From File Shapes~ Attachment & Video
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a. Edit Text - Select Edit Text to add, change or remove text within your PDF.

Home Edit Comment Protect
= AB AB P )
TR &2 € T B © ¢ b %
Edit Edit Link & Search Add Add Add Link File Audio
Text Object~ JoinText & Replace Text  Image From File Shapes~ Attachment & Video

On the right-hand side panel, you will find a range of options for formatting your
text. You can change the font type, size and color as well as make your text bold or
italic. You can also add an underline, strikethrough, superscript and subscript. If
you want to change the character spacing, you may do so from the same panel.

In terms of paragraph formatting, various options are available such as numbering,
paragraph alignment, indention, line spacing and paragraph spacing.

Home  Edit  Comment  Protect 2+ Q Search i
=t AB a8 5 )
m s % T B © ¢ b & CONVERT
Edit Edit Link & Search Add Add Add Link File Audio
Text  Object- JoinText &Replace  Text  Image From File Shapes- Attachment & Video
Pages ormat
R &
Font
o BUSINESS PLAN GUIDELINES 1 AriaIMT 10.08 ||
B I Y 5§ T T
Every business can benefit from the preparation of a carefully written business plan. The purpos of the
business plan is to: T T T
L L I
1. Help you think through the venture and ensure you have considered all your options and
anticipated any potential difficulties. Paragraph
2. Convince lenders and investors that you are in control of the project and that their money will
be safe with you. , = = =
3. Serve as an operating guide as you tum your idea into a viable business. _ = 4 =
4. Furnish a standard against which to judgs futurs business decisions and results - - -
Glve your plan a businesslike appearance by typing on high quality paper and
putting It In a vinyl or cardstock binder or a three-ring binder.

b. Edit Object — Click the Edit object dropdown and choose which of the following you
want to edit: Text, image, shape, shading or all.

Home Edit Comment Protect

m [ |2
Edit Edit Link &

% T

Search Add

Text| Object~ foinText SReplace  Text

B © ¢ B &

Add Add Link File Au
Image From File  Shapss~

dio

Attachment & Video

- Stategyforkeepingclientbase

Q- Q Searct
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Pas o/ Al «  Staategy for atracting new clients Format =
| High Technology Companies
Text O onorme outlook for the ndusiry
H N = Does company have info systems in place to manage rapidly changing prices, costs, and
Image markets
* s company on Cumr\%edge with its products and services?
« Whatis the status of R&D? And what is required to
Shape +  Bring product/service to market? ]
* Keep the company competitive? =
Shadi * How does the company:
=] nading o Protect intellactual property?
P o Avald technological obsolescence?
o 2 G <ars ranital
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On the right-hand side panel, you will find a range of options for formatting the
selected text or object.

Home  Edit  Comment  Protect 2+ Q) Searct :
= @ -
T o2 & T B © ¢ b 5 CONVERT
Edit Edit Link & Search Add Add Add Link File Audio
Text Object= JoinText &Replace  Text Image From File Shapes~ Attachment & Video

Pages

e M

g BUSINESS PLAN GUIDELINES 1

Every business can benefit from the preparation of a carefully written business plan. The purpose of the
business plan is to:

SR
Hic
th
]
l

. Help you think through the venture and ensure you have considered all your options and
anticipated any potential difficulties

S

. Gonvinee lenders and investors that you are in control of the project and that their money wil
be safe with you.

3. Serve as an operating guide as you tum youridea into a viable business.

il 111
P
it
i
g
]
[

4. Furnish a standard against which to judge future business decisions and results.

Glive your plan a businesslike appearance by typing on high quality paper and
putting It in a vinyl or cardstock binder or a three-ring binder.

c. Link & Join Text — Click Link & Join Text and select the text blocks you want to
join/split. These text blocks will then be numbered. If you choose the Join option,

the selected blocks will be joined together as one block. If you choose the split
option, then the selected block will be divided.

Home Comment Protect Join & Split
o 2l 2 1% T B © ¢ [ S

Edit Edit Link & Search Add Add Add Link File
Text  Objectg loin JToxt Replace Text  Image From File

Audio
Shapes~ Attachment & Video

d. Search & Replace — Select Search & replace if you want to locate a text in the
document. You may also use the replace option to change the text.

Home Edit Comment Protect

m b 21%]T B O 2 b &

Edit Edit Link & Search Add Add Add Link File Audic
Text  Object~ JoinText | & Replace Text  Image From File Shapes~ Attachment & Video
anticipated any potential difficulties
Pages - =

2. Convince lenders and investors that you are in control of the prof Find e

be safe with you. inc 599

B R V! S

N . s

Replace With

4. Furnish a standard against which to judge future business decisii

Give your plan a businesslike appearance by typing on hign quaiity paper ana
-ring binder.

O
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e. Add text — Select the Add text option to insert text into the document. Once you
have clicked on the area where you want to insert the text, the formatting options
will be enabled at the right-hand side.

JHome Edit Comment Protect O Q searct g
iTi AB a8 B 2
m R & S|T|l=E © ¢ LB 5 CONVERT
Edit Bt Link& Seach | Add Add Add Link File Audio
Text Object- JoinText &Replace | Text |mage FromFile Shapes~ Attachment & Video
Pages Format *
Glve your plan a businessiike appearance by typing on hlgn quality paper and
& T g binder.
m Font
YOUR BUSINESS PLAN Helvetica 16 |
The generic business plan outiine should be modified to suit your specific type of business and the B I YU 5 T T
audience for which the plan is writien.
2 I I T
o 1. Eor Ralsing Capital Paragraph
= For Bankers L
Bankers want assurance of orderly repayment. If you intend using this plan to present to lenders, = = = = =
include: =80 = = =
2 = Amount of loan -
How the funds will be used = = = = ¥ =
« What will this accomplish {how will it make the business stronger?)
B * Requested repayment terms (number of years to repay). You wil probably not have .
much negotiaing room on interest rate. but may be able 1o negotiate a longer repayment Split E

f. Add image from file — Select the add image option to insert an image file from
your computer.

Home Edit Comment Protect

=17 AB AR . )

T 2 &2 % Tl E |2 B %5
Edit Edit Link & Search Add Add Add Link File Audio
Text Object= Join Text & Replace Text Image From File ] Shapes ~ Attachment & Video

g. Add Shapes — Select Add shapes to insert shapes into the document. It will also
enable the formatting features available at the right-hand side.

ijo;me Edit Comment Protect ~ Q Searct
A AB AB - [)
m 2 &8 % T =B ||l B & CONVERT
Edit Edit  Link&  Search Add Add Add Link File Audio
Text Object= JoinText &Replace  Text Image From File| Shapes~ Attachment & Video
Pages Add Path Format x
— gh quality paper and
kR ODOo0O0O1LO TSN ring binder. Font
1 - Add Shading
. EEC Le &1 Helvetica 16 | ]
!
The generic business plan outline should be modified to suit your specific type of business and the B I U s T T

3 audience for which the plan is written.

@ L L I

3 1. For Raising Capital Paragraph

i For Bankers 4

Bankers want assurance of orderly repayment. If you intend using this plan to present to lenders, - = = = =
include:

? = Amount of loan e o
+ How the funds wil be used = = 2 = & =
= What will this accomplish (how wil it make the business stronger?)

3 + Requested repayment terms (number of years to repay). You will probably not have ,

E I —— - b b ahle tn neantiate 2 lannar renaument Split
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h. Link — Click the link option to add a link to a page or a webpage. Simply draw a
square around the text you want to hyperlink, select the action and enter the
target page or url of the webpage.

) . converT [
MHome  Edit  Comment Protect Create Link X 8

= R - >
m o &8 % T B l2 | & Appearance
Edit Edit Link & Search Add Add Add Link File Audio
Text  Object~ JoinText &Replace  Text Image FromFile Shapes= ttachment & Video

Thickness: 1 Highlight: Nene v -

M coior: B

Pages »  Collateral offered, and list of al

Line Style:
e e For Investors
nvestors have a different perspective.

share in the rewards.

@ = Funds needed short term Destination
= = Funds needed in 2 to 5 years T
= How company will use funds, Select Actions | Go to 2 page view -
= Estimated return on investmer T s
= Exit strategy for investors (buy m
= Percent of ownership you wil Target: o
= Milestones or conditions you y Use the mouse, scrollbars, zoom tools,
= Financial reporting to be proy e .
- = Involvement of investors on thi destination and click OK. 4

i. File attachment — Select File attachment to insert your locally stored files into the
document. Click on add files and search for the file in your computer. Click OK once
all the files you need to upload has been added to the list.

Home  Edit Comment  Protect f

_ File Attachment x

= AB a8 -

o &8 % T B L | 2| ls |&h -
Edit Edit Link & Search Add Add Add Link File |Audio

T @bl e Bheihm T ImrsenEe Smse btachment  Video Add Files..

equipment (it ney -
Prices per productline | A4 documents to the it below.

Purchasing and inventor]  Press OK when all the documents have been added.

Anticipated modifications .

New products under dey ~ File Name

File Size File Type

Service Businesses

Service businesses sell intangibl|

business, but they also have higk

= Prices

Methods used to set pric
System of production mz
‘Quality contral procedurt
‘Standard or accepted ing 4
How is labor productivity
‘What percent of total avé
Breakeven billable hours
Percent of work subcont|
Profit on subcontracting?
Credit, payment, and cal . .
Strategy for keeping client base -

8|Page



Si

POF

CONVERTER

j.  Audio & Video — Select Audio & Video to insert a Video, Audio or Graphics file into
the document. You also have the option to directly record an audio file.

Home Edit Comment Protect
=7 AB AB =

= 2 2 %, T = B |
Edit Edit Link & Search Add Add
Text Object~ JoinText &Replace  Text Image From File Shapes~

b

For

& [a] B |
File Audio
Attachmegt & Video

Link

Audio & Video X
id using this plan to present to lenc
@ File: Choose file 9 this plan to p
D Recorder:
liness stronger?)
Poster File: Choose file ‘epay). You will probably not have
e able to negotiate a longer repayt
Cancel 1st collateral

2. How to Convert a PDF, Word, Excel, PowerPoint, or Image

1. Login to https://simplepdfconverter.com/login

2. Under My documents tab, select the file that you wish to upload.

MY DOCUMENTS

MY DOCUMENTS

Document Date

Upload Documents to Edit or Convert

DRAG + DROP YOUR

FILE HERE
UPLOAD FILE HERE

9|Page

Actions

Search Forms Library to Create a New

Document

Search for a document

Most Popular:

. Resignation Letter

« Bill of Sale

+ General Bill of Sale

- Business Plan

- Letter of Recommendation
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3. Once the file has been uploaded, you will be redirected into the Editor Tool. Click on the
Convert button.

Home  Edit Comment  Protect Qr Q Searcl
—_ 5 :
bk I T ¢ a B Gk @ @, 0 BEa
- X _ Fit Width < 11 > CONVERT
Select Underine Strikeout Eraser  Link  Image Fle  Zoom Zoom | Change =2 ®E

Text and Image~ Annotation out in color~
Pages
[C

- |1
-
A ) ~
‘(J: S \
; ~ i ‘ ey

4. A window will pop up where you can select the file format, enter the file name and click
the Download button.

GREAT JOB!

Your document Is being prepared.

Download as:

© PDF pocx
DOC
PG
PNG
XLS
PPT

File Name:

| img-report |

CANCEL DOWNLOAD

5. Once the file has been converted, you will be redirected back to My documents page
where you can download the file into your computer.

10| Page
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MY DOCUMENTS
MY DOCUMENTS
Document Date Actions
img-report.doc 3 06122023 06:58 AM E":":"Dad @ Pint  [£ Edt
File Types Supported for Conversion
From To
PDF DOC, JPG, PNG, XLS, PPT, DOCX, PPTX, TIFF, TXT, XLSX, HTML
Word PDF, JPG, PNG, XLS, PPT, DOCX, PPTX, TIFF, TXT, XLSX, HTML
Excel PDF, DOC,JPG, PNG, PPT, DOCX, PPTX, TIFF, TXT, HTML
PowerPoint PDF, DOC,JPG, PNG, XLS, DOCX, TIFF, TXT, XLSX, HTML
Image files PDF, DOC, XLS, PPT, DOCX, PPTX, TIFF, TXT, XLSX, HTML

3. How to E-sigh a Document

1. Goto the Protect tab, select the PDF sign button and click on create signature

| Home Edit Comment Protect

| ©
PDF Secure
Sign~ JDocument~
Every business can benefit from the preparation of a carefully written business plan. The purpc
@ Create Signature business plan is to:
L 1. Help you think through the venture and ensure you have considered all your optior

Aanticinatad ane natantial Aifficoltiae

11| Page
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2. Choose a type of signature - Drawing, Text or image.

Create Signature X
& =
Draw Signature Type Image
e e o @ o (e 8 (@
tible than
+in fixed
omers?
+ Save signature Create and Use

3. Once the signature has been entered, click on create and use.
4. Your signature is now saved and you can go to any part of the document to insert it.

Ways of adding a signature

1. Drawing — You can enter a signature through the space provided using your mouse or
any other pointing devices.

2. Text — You may enter your signature through text using your keyboard. You may also
choose the type of font to be used.

3. Image — You may upload an image file in JPG or PNG format stored in your computer.

4. How to Add Text, Images, Shapes

1. To add text, images and shapes into the document, go to the Edit tab.
a. Add text — Click Add Text if you want to insert text into your document. You may
then select any part of the document where you want to insert the text. The
formatting options will also be enabled at the right-hand side panel.

12| Page
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Home Edit Comment Protect

m 2 & T |8 ©; 2 b &

Edit | Edit  Link&  Seard Add Add Add Link File Audio
Text Object~ JoinText &Repldee  Textfhy Imade FromFile Shapes= Attachment & Video
Pages Add Text
G @ =

BUSINESS PLAN GUIDELINES 1

©

Every business can benefit from the preparation of a carefully written business plan. The purpose of the
business plan is to:

- Help you think through the venture and ensure you have considered all your options and
anicipated any potential difficulties

nders and investors that you are in control of the project and that their money wil

operating guide as you tum your idea info a viable business.

4. Furnish a standard against which to judge future business decisions and resuls.

Glve your plan a businessilke appearance by typing on high quality paper and
putting It in a vinyl or cardstock binder or a three-ring binder.

OR CONVERT §

Format x

H o
41

]
17

b. Add Image From File - Click Add Image From File if you want to insert an image
into your document. You will then be able to select an image file from your
computer which will be added into the document. You have the option to edit
the image and move it to the desired area in the document. The formatting

options will also be enabled at the right-hand side panel.

Home Edit Comment Protect

m b2 ST B O 2 b th

Edit  Edit  Link&  Search Add Add Add Link File
Text Object+ JoinText &Replace  Text | Image From File fhapes~ Attachmen
- S 5
_— = Production/ Capacity limits of existing physical plant

« Of expanded plant (if expansion is planned)
« Production/ Capacity limits of existing equipment
R R + Ol new equipment (1 new equipmes i planned)
. « Prices per product line

= FUS— -

- «  Adticipated modifications or impr
+ Ndw products under dey

s 10 existing products
ed

©

- Service Businesses
ervice by
business,

1 .

nore flexible tHan other types of
ery little in fixed assets.

P
M
S
Q
Sy
H
« What ally billed to customersf?
Br
Pdre
Prbfit on subcontract
Crkdit, payment, and collections policies and procedures

«  Stfategy for keeping client base
*  Stfategy for attracting new clients

High Technology Companies

conomic outlook for the industry
S A s Wit R e s ama

Format x

Effect

Clipping

o o

Opacity Shear
5] &
Arrange

Page Center
S

Alignment

~ Q Searct

CONVERT

c. Add Shapes — Click the Add Shapes dropdown if you want to insert a shape or
shading into your document. You have the option to select a type of shape or
shading to your liking. You may then select an area in the document to post it.
The formatting options will also be enabled at the right-hand side panel.

13| Page
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Edit Comment Protect

2 £ & T @E| 0| b &

Edit Link & Search Add Add Add Link File Audic
bjectw JoinText & Replace Text mage From Fe Shapes~ Attachment & Video
5 Add Path

— OO0 1LOo OB

. Add Shading

[y “S SNSRI S SE_——S

Present production levels

Present levels of direct production costs and indirect (overhead) costs
Gross profit margin, overall and for each product line

Possible production efficiency increases

Production/ Capacity limits of existing physical plant

5. How to Add Links or File Attachments

1. To add links in the document, go to the edit tab and Click the link option. You will then

be able to create a link to redirect to a page or a webpage. Simply draw a square
around the text you want to hyperlink, select the action and enter the target page or url
of the webpage.

[CONVERT
bHome Edit  Comment  Protect Create Link X

Hee AB AB B 2

1Tl [:7 es ag T @ % & E‘; & Appearance

Edit Edit  Link&  Search Add Add Add Link File Audio

Text  Object= JoinText &Replace  Text  Image From File Shapes= ttachment & Video

Pages = Collateral offered, and list of al ~ Thickness: ! Highlight: [None v -
Line Style: 5
B R For Investors & M coor: [l
. nvestors have a different perspective.
share in the rewards.
® = Funds needed short term Destination
= = Funds needed in 2 to 5 years

*  How company will use funds, Select Actions | Go to a page view v
= Estimated return on investmer Go to a page view
=  Exit strategy for |nvgstors (b.u S Open a web link
= Percent of ownership you will EEs — -
= Milestones or conditions you W Use the mouse, scrollbars, zoom tools,
= Financial reporting to be provi auchoailecaciha taat bavtocalact i
= Involvement of investors on th destination and click OK. 1

2. To add a file attachment, go to the edit tab and click file attachment. Select your locally
stored files, click on add files and search for the file in your computer. Click OK once all
the files you need to upload has been added to the list.

14| Page
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= L | & | e |F ‘
Add Add Link File Audio
Image From File  Shapes~ Attachment & Video

lpment (it ney
= Prices per product line

* Purchasing and inventor
* Anticipated modifications
* New products under dev

Service Businesses 1
Service businesses sell intangibl|
business, but they also have high

* Prices

Methods used to set pric

System of production mé

Quality control procedure

‘Standard or accepted in

How is labor productivi

What percent of total a

Breakeven billable hours

Percent of work subcont|

Profit on subcontracting?

Credit, payment, and col

File Attachment

Add Files...

Add documents to the list below.

Press OK when all the documents have been added.

File Name

Strategy for keeping client base '

File Size

File Type

IVERT

6. How to Password Protect a Document

The secure document feature allows you to set a password to restrict access to your documents.

You can create a password to restrict access and editing of the document. You have the option
to specify the permissions and enable password encryption to help make your document more

secure.

Home Edit Comment Protect
e [T@
PDF Secure
Sign- | Document~
Pag & password Protect
5 Remove Se
F e

9]

15| Page
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Password Protect X
Document Open Settings
+ Reguire a password to open the document
Password Input: | ====ee= bt Password Confirm: =~ =se=e=== e
Document Restriction Settings
v Add Document Restriction
Password Input: i Password Confirm: et
Permission Specification
Printing: High Resolution
Accessibility: Allowed
Copying: Allowed
Changes: Any except extracting pages

Encrypt Settings

Don't encrypt metadata

Encryption Algorithm: e 128-bit AES 256-bit AES 128-bit ARC-FOUR

Steps on how to setup a password:

1. Goto Protect tab

2. Click the secure document button and select Password protect

3. Create a password for document open settings (this prevents other users from opening
your document without entering the password)

4. Create a password for document restriction (this prevents other users from editing your
document without entering the password)

5. To edit premission spefications, click the permission button and select the settings as
specified

6. To enable password encryption, select the encryption algorithm. If you do not want to
enable it, select Don’t encrypt metadata

7. Click OK once all the required information has been entered

16 |Page
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7. How to Erase Text

Erase text allows you to remove existing text from the document you have uploaded.

Edit Comment Protect O Q 5
= T Tlel@ B F a @ [3 EEu
=

Select Underline Strikeout |Eraser fLink  Image  File  Zoom Zoom LEVAdth M| cponn. 13 2 2 ;|
Text and Image - Annotation Out In color- ==
Pages - .
1. For Ralsing Capltal Formet
T T2 For Bankers Font
R Bankers want assurance of orderly repayment. If you intend using this plan to present e lenders,
include:
= Amount of loan 10.08 [ ]
=) = How the funds will be used
= What will this accomplish (how will it make the business stronger?) oo '
«  Requested repayment terms (number of years to repay). You will probably nat have B 1 Y 5 T T
much negotiating room on interest rate, but may be able to negotiate a longer repayment
term, which will help cash flow. T
= Colateral ofiered, and list of all existing liens against collateral -
For Investors
Investors have a different perspective. They are looking for dramatic growth, and they expsct to
share in the rewards. S
. = Funds nceded short temn y = = = = =
+  Funds needed in 2 lo 5 years
= How company will uss funds, and what this will accomplish for growth I _ _ —
*  Esfimated return on investment = = = 1= -
= Exit strategy for investors (buyback, sale, or IPO)
= Percent of ownership you wil give up to investors
*  Milestones or conditions you will accept
= Financial reporting to be provided
= Involvement of investors on the Beard or in management
ighligh li iketh h
8. How to Highlight, Underline and Strikethroug
1. Go to the Comment tab, select the function you want and drag the cursor over the text.
Home Edit Comment Protect
- =
B2 BleTE T & ® O Z S S
MNote File = T |- Typewnter Callout Textbox | Drawing Area Pencil Stamp  Create
I - o
- Highlight - -
a. Highlight — This function adds a highlight to the selected text
Home Edit omment Protect
2 gleb: T ea®mo B 2 & 4
Mote File T Typewriter Callout Textbox | Drawing  Area Pencil | Stamp Create
: - Highlight - -
P = Credit, payment, and collections policies and procedures
'ages N .
= Strategy for keeping client base
= Strategy for attracting new clients
B — High Technology Companies )
[ = = Economic outlook for the industry
T = Does company have info systems in place to manage rapidly changing prices, costs, and
| e markets?
=

= |s company on cutting edge with its products and services?
= What is the status of R&D? And what is required to:

17| Page
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b. Underline — This function will add an underline on the selected text

Home Edit Comment Protect

B G 4Tl Tl & ® 0 B & & &
Note File T = Callout Textbex | Drawing Area Pencil Stamp  Create
Highlight - -

Glve your plan a businesslike appearance by typing on high quality paper and

PR tting it in a vinyl or cardstock binder or a three-ring binder.
L&
y
@ REFINING BUSINESS PLAN

c. Replace — This adds a horizontal line over the selected text and an insert symbol at
the end which signifies to replace the text with something else.

Home Edit Comment Protect
B G eT O 212 &
ypewn Drawing  Area Pencil | Stamp  Create

T TL ighlight - -

Note File

Pages For Bankers
BB Bankers want assul of repayment. If you intend using this plan to present to lenders,
N include:

*  Amount of loan
© = How the funds will be used

d. Strikethrough — This function will draw a horizontal line over the selected text.

Home Edit Comment Protect Q-

B 3. eT= T & O 21 & &
Mote File Typewriter Callout Textbex | Drawing Area Penil Stamp  Create
- Highlight - -

Pages ount of loan
the funds will be used
[ hat will this accomplish (how will it make the business stronger?)
- * Requested repayment terms (number of years to repay). You will probably not have
H much negotiating room on interest rate, but may be able to negotiate a longer repayment
) term, which will help cash flow.

e. Squiggly — This function adds a squiggly to the selected text

Home Edit Comment Protect

B k21 T 8®m® 0B £, & &

Note File - 'ypewriter  Callout Textbox | Drawing Area Pencil ki
‘ - Highlight - -
Pages .
Manufagturing

w
a
=
=]
o
o
S

T & = Present production levels
e —— . = Present levels of direct production costs and indirect (overhead) costs
E - = Gross profit margin, overall and for each product line
‘ -

Possible production efficiency increases
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f. Insert Text — This function adds an insert text symbol to the area selected

Home Edit Comment Protect

2 TeZa Tl & O Z
T TV/‘ ewriter Callout Textbox | Drawing  Area pencil

Highlight

Service busin

business, but they also have hig

= Prices

S &

Stamp Create

g ﬁ oducts. They are usually more flexible than other types of
labor costs and generally very little in fixed assets.

* Methods used to set prices

9. How to Add Shapes, Arrows, Lines etc.

1. To add shapes, arrows and lines, go to the Comment tab and select Drawing. You may choose
from the list if you want to insert a shape, arrow or line. Once selected, drag your cursor over
the area where you want it to be inserted.

Home Edit Comment Protect
2k 271 3% T =
MNote File = T T Typewriter Callout Textbox
Comments
= o=
 Search AT4
Total Amount: 4
Page 1 4

[J  Foxit Web 16:2506

a

Drawing Area
- Highlight

Pencil

[ Rectangle
O Oval

& Polygon
O Cloud

2 Arrow
— Line

L Polyline

S &

Stamp  Create

tegy for investors (buyback, sale, or IPO)
t of ownership you will give up to investors
nes or conditions you will accept
al reporting to be provided

‘ement of investors on the Board or in management

a. Shapes — This function allows you to add shapes into the document. You can use a
rectangle, oval, polygon or cloud shape.
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1. For Raising Capital

For

W Bankers wanllassurance of orderly Iepayment.sing this plan to presgnt to lenders,

= How the funds will be used

= What will this accomplish (how will it make the business stronger?)

= Requested repayment terms (number of years to repay). You will probably not have
much negotiating room on interest rate, but may be able to negotiate a longer repayment
term, which will help cash flow.

= Collateral offered, and list of all existing liens against collateral

b. Arrow — This function lets you add an arrow to point into a text or object in the

document.
Home Edit Comment
B 271z
Note

File = T T

Comments
ERGEORE S|
Q Search

Total Amount: §

L1 roximwen 1ow3uo

C.
Home Edit Comment
& (3 21T =
Note File = T T
Comments
R G T |
Q Search
Total Amaunt: 7

&5 Foxitweb 162723

20| Page

Protect O~ Q Searcl
T 2E28 488
Typewriter Callout Textbox | Drawing  Area Pencil | Stamp  Create
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term, which will help cash flow.
= Collateral offered, and list of all existing liens against collateral
v For Investors
Investors have a different perspective. They are looking for dramatic growth, and they expect to
share in the rewards.
o = Funds needed short term

= Funds needed in 2 to 5 years

Lines — This function lets you insert single or polylines into the document.
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Typewriter Callout Textbox | Drawing  Area Pencil | Stamp Create
- Highlight - -
2. Refine for Type of Business
v

Manufacturing
= Present production levels

- = Present levels of direct production co: indir overhead) costs
= Gross profit margin, overall and for each product line
= Possible production efficiency increases
.

Production/ Capacity limits of existing physical plant
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10. How to Add, Delete, Rotate and Reorder PDFs

1. To add, delete and rotate a page, select the page view on the left-hand side navigation
panel.

Edit Comment Protect
T T T ¢ @ =B  a @

Select Underline Strikeout  Eraser Link
Text and Image~

(3

FitWidth 173 > »
Image File Zoom Zoom Change

Annotation QOut In color=

Pages

BUSINESS PLAN GUIDELINES 1

Every business can benefit from the preparation of a fully written busi plan. The purpose of the
business plan is to:

1. Help you think through the venture and ensure you have considered all your options and
anticipated any potential difficulties.

2. Right click on the pages thumbnail to open the menu.

Rotate 90° Counterclockwise
Rotate 90° Clockwise

Insert Blank Page

Delete Page

_______ - — Protect
<
% Teoaea B 3 Q @, 3
- . - k it Width 1/3 > »

Select Underline Strikecut  Eraser Link Image File Zoom Zoom Change
Text and Image~ Annotation QOut In color-

Pages

e e

1. Right click here
USINESS PLAN GUIDELINES 1

Every business can benefit from the preparation of a carefully written business plan. The purpose of the
business plan is to:

1. Help you think through the venture and ensure you have considered all your options and
anticipated any potential difficulties.

| 2. Convince lenders and investors that you are in control of the project and that their money will

3. From there you can choose to either rotate, insert or delete pages.
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Rotate — This function allows you to rotate the page 90 degrees either clockwise

or counter clockwise.

Rotate 90° Counterclockwise
Rotate 90° Clockwise

Insert Blank Page

Delete Page
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b ¢ @ (¢ Q
Select Underline Strikeout  Eraser Link Im File Zoom
Text and Image~ Annotati Out
Pages
e e

ich product ine
ies

€]

Zoom
In

physical plant
nned)
equipment

is planned)

Fitwidth

nents to existing products

nt procedures
anticipated

‘hey are usually more flexible than other types of

EDITPOFS ~  CONVERTPDFS ~  TEMPLATES ~ SUPPORT MY DOCUMENTS m

@B « < 213 , » B HB
= = o

b=

@ ¥

4 E_
. g XS
] i g
2 & £8
: : ! §3
g 3 g . 53
> s %3 £
2 3 8 g8 B
i S B §it
SR R B
2 5 v %
LI B R I I

Insert blank page — This function allows you to insert a new page into the

document
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Rotate 90° Clockwise
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Insert Blank Page
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Delete page — This function allows you to remove a page
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4. To reorder pages, select the page from the left-hand side navigation panel and drag the
page to the desired position

Home Edit Comment Protect

o T T ¢e & B Q@ @ 0y 3

2/3
Select Underline Strikeout  Eraser Link Image File Zoom  Foom Change « < > »
Text and Image~= Annotation QOut In color=
Pages
: Drag to desired
2 : position .
't production co: indirect (overhead) costs

= Gross profit margin, overall and for each product line
» Possible production efficiency increases
Production/ Capacity limits of existing physical plant
= Of expanded plant (if expansion is planned)
*  Production/ Capacity limits of existing equipment
Of new equipment (if new equipment is planned)
+  Prices per product line
*  Purchasing and inventory management procedures

H : | Anticipated modifications or improvements to existing products.
H e I | *  New products under development or anticipated
N =
e e Service Businesses
; Bz Service businesses sell intangible products. They are usually more flexible than other types of
H e — business, but they also have higher labor costs and generally very little in fixed assets.
S | +  Prices )
— ‘ *  Methods used to set prices
H nimmimncmame el +  System of production management
=0} |

*  Quality control procedures

11. How to Add a Textbox or Callout

1. Go to Comment tab, select Callout or Textbox and drag the cursor over the area where you
want to insert it.

Home Edit Comment Protect

B k2T T TI|& / 2 & &
Note File - T T Typewrite§ Callout Textbox | Drawing Area Pencil Stamp  Create
' - - Highlight - -

a. Callout — This lets you insert a text box or bubble that is connected to the relevant area

of the document through a line or an arrow.
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Home Edit Comment Protect

B GeTEe T @88 1 B £ & &

Note  Fle | —= - - |Typewrter Callout Textbox | Drawing  Area Pencl | Stamp  Create
g 5 +  Highiight - -

Pages

e &

L — a

(o) T e— this is a callout

S Retail Business —— [ s acalout ]
= Company image
= Pricing:
o Explain markup policies.
2 o Prices should be profitable, competitive and in accord with the company image.

» Calculate your annual inventory turnover rate. Compare this to industry average for your
tvpe store.

b. Textbox — This lets you insert a textbox and enter text.

Home Edit ‘Comment Protect

B EF 21t T 83, 1L B £, & &

MNote File - T T Typewriter Callout Textbox | Drawing Area Pencil Stamp  Create
! - - Highlight - -
Pages .
High Technology Companies
e @ = Economic outlook for the industry

- — = Does company have info systems in place to manage rapidly changing prices, costs,
This is a textbox markels?p Y Y p 9e rapicy gnger

2 R = |s company on cutting edge with its products and services?
i&%ﬁ_ - =  What is the status of R&D? And what is required to:
B = Bring product/service to market?
= = Keep the company competitive?
H— = How does the company:

11. FAQs

Q: What is SimplePDFConverter?

A SimplePDFConverter is an online software platform that allows users to seamlessly convert
and edit a wide range of document types. It enables editing and conversion of PDFs to
numerous alternative formats. SimplePDFConverter boasts a comprehensive suite of advanced
features, including document editing, signing and watermarking, establishing it as a full-
featured PDF editor. Whether you require assistance in completing existing PDF forms or
creating customized ones, SimplePDFConverter is the product for you.
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Q_: Do I need to download or install anything?

A: Absolutely not! Simple PDF Converter is completely web-based and does not require any
downloads.

Q: Where are my documents stored?

A: All documents are stored on Amazon Web Services (AWS) with advanced encryption using
Key Management Services and SSL/TLS protocols.

Q: How do I fill in a form?

A: Simply upload the PDF form into Simple PDF Converter and you will be able to fill it in from
the editor.

Q: How do | add text to my document?

A Navigate to the edit tab and Select Add text option to insert text into the document.

Q: How do | add a signature?

A: Go to the Protect tab, select PDF sign and click create signature. From there, you have the
option to draw a signature, type your signature, or upload an image of your signature. Select
‘Create and Use’ to place your signature in the desired position.

Q. How do | copy and paste text?

A: Go to edit tab, click the edit text button and use your mouse to highlight the text you want

to copy. Now you can use ctrl / cmd + C or right click + copy. To paste the text, press ctrl/cmd + v
or right click + paste.
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Q: How do | edit a document?

A: Once you upload your PDF into the SimplePDFConverter platform, you should select ‘Edit
text, image & shapes’ from the top navigation. Once selected, highlight the text you want to
edit and a selection bar will appear. Simply add, delete or update the desired text, image or
shape. You can then Save or Convert your document to another format. The updated
document will be available in your dashboard to print, download or share.

Q: How do I zoom in on the document?

A: To zoom on the document, click on the Zoom Out or Zoom In function under the ‘Home’ tab.

Q. How do | change font settings like type or size?

A Once you upload your PDF into the SimplePDFConverter platform, select ‘Edit text, image &

shapes’ from the top navigation. Once selected, highlight the text you want to edit and a
selection bar will appear enabling you to change font type and size.

Q: How do I type in Bold, Italics, or Underline my text?

A To type in Bold or Italics go to the edit tab, select add text and select the format from the

right-hand side panel. To underline existing text, select edit text, highlight the text and select
underline from the right-hand side panel.

Q: How do I add shapes?

A: To add a shape, go to the edit tab and select the ‘Add shapes’ tool from the top navigation
bar. Select the shape you want added and move it to the desired location on your document.
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Q: Howdo | sign a document?

A: Go to the Protect tab, select PDF sign and click create signature. From there, you have the

option to draw a signature, type your signature, or upload an image of your signature. Select
‘Create and Use’ to place your signature in the desired position.

Q_: 1s my Digital Signature legal?

A Digital signatures are generally legally recognized and accepted in many countries around

the world. Several countries have enacted laws and regulations that give digital signatures the
same legal status as traditional handwritten signatures.

Q. How do I insert images (photos, pictures) into my document?

A Once you upload your PDF into the SimplePDFConverter platform, you will have the option

to insert an image into your document. Go to the edit tab and select add image from file. The
file explorer will launch and you can select the desired image to be uploaded. Select the image
and move it to the desired location on your document.

Q: How do I split a PDF?

A At the top panel (opposite the SimplePDFConverter logo), go to edit PDFs and click split PDF

Q. How do | merge a PDF?

A: At the top panel (opposite the SimplePDFConverter logo), go to edit PDFs and click merge
PDF

Q: How do | convert a PDF to Word document?

A: Once you upload your PDF into the SimplePDFConverter platform, you will get redirected to
the editor page. From there click on the convert button at the right-hand side, select DOC or
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DOCX format and click download. Once the file is converted, you can access the document in
the ‘My Documents’ section of your customer dashboard. Your document will be available to
download, print or share.

Q: How do | convert a Word document to PDF?

A: Upload the DOC file into the SimplePDFConverter platform. You will then get redirected to

the editor page. From there click on the convert button at the right-hand side, select PDF format
and click download. Once the file is converted, you can access the document in the ‘My
Documents’ section of your customer dashboard. Your document will be available to download,
print or share.

Q: How do | convert a PDF to JPG?

A: Upload the PDF file into the SimplePDFConverter platform. You will then get redirected to

the editor page. From there click on the convert button at the right-hand side, select JPG format
and click download. Once the file is converted, you can access the document in the ‘My
Documents’ section of your customer dashboard. Your document will be available to download,
print or share.

Q: How do | convert a JPG to PDF?

A Upload the JPG file into the SimplePDFConverter platform. You will then get redirected to

the editor page. From there click on the convert button at the right-hand side, select PDF format
and click download. Once the file is converted, you can access the document in the ‘My
Documents’ section of your customer dashboard. Your document will be available to download,
print or share.

Q: How do | convert a PDF to PNG?

A Upload the PDF file into the SimplePDFConverter platform. You will then get redirected to

the editor page. From there click on the convert button at the right-hand side, select PNG
format and click download. Once the file is converted, you can access the document in the ‘My
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Documents’ section of your customer dashboard. Your document will be available to download,
print or share.

Q: How do | convert a PNG to PDF?

A Upload the PNG file into the SimplePDFConverter platform. You will then get redirected to
the editor page. From there click on the convert button at the right-hand side, select PDF format
and click download. Once the file is converted, you can access the document in the ‘My
Documents’ section of your customer dashboard. Your document will be available to download,
print or share.

Q: How do | convert TIFF to PDF?

A: Upload the TIFF file into the SimplePDFConverter platform. You will then get redirected to
the editor page. From there click on the convert button at the right-hand side, select PDF format
and click download. Once the file is converted, you can access the document in the ‘My
Documents’ section of your customer dashboard. Your document will be available to download,
print or share.

Q: How do | convert a Power Point to PDF?

A Upload the PPT file into the SimplePDFConverter platform. You will then get redirected to
the editor page. From there click on the convert button at the right-hand side, select PDF format
and click download. Once the file is converted, you can access the document in the ‘My
Documents’ section of your customer dashboard. Your document will be available to download,
print or share.

Q: How do | Convert Excel to PDF

A Upload the XLS file into the SimplePDFConverter platform. You will then get redirected to
the editor page. From there click on the convert button at the right-hand side, select PDF format
and click download. Once the file is converted, you can access the document in the ‘My
Documents’ section of your customer dashboard. Your document will be available to download,
print or share.
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Q: How do I cancel my account?

A We strive to make it easy to cancel your subscription for any reason and have a number of
ways to do this. First, you can log-in to your account and click on the ‘Account Settings’ tab and
locate ‘Plan and Billing’ from the left navigation. Select ‘Cancel Plan’ to cancel your
subscription. You will receive a confirmation email once the process is complete. You can also
email support@simplepdfconverter.com at any time to cancel your subscription.

Q. How do | contact support?

A You can contact our support team via email at: support@simplepdfconverter.com or submit
a question through the Contact Us page.

Q: What is SimplePDFConverter‘s Refund Policy?

A: We’re confident that our PDF editing software will meet your needs and expectations and

offer a 30-day money-back guarantee if you are not satisfied. Our team will process all refund
requests within 1 business day of receiving your request.

Q: How do I add, move and rotate pages?

A Once you upload your PDF into the SimplePDFConverter platform, you will have the option
to add, reorder or rotate pages in your document. Select the page you want to reorder from the
left navigation and right click. The options to Rotate, Insert or Delete pages are

available. Select the desired option and then save or convert your document to another file
format once completed.

Q: How do | delete the pages from the PDF?

A: Once you upload your PDF into the SimplePDFConverter platform, you will have the option
to add or delete pages from a PDF. Right click on the image of the PDF page from the left
navigation. This gives the option to add or delete pages from your document. Once finished,
you can save or convert your document to another file format if desired.
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Q: How do | Protect PDF?

A: Once you upload your PDF into the SimplePDFConverter platform, you will have the option
to password protect your document. Select ‘Protect’ from the top navigation bar and then
‘Secure Document.” The first option is to ‘Require a password to open the document.” Once
selected, you can add a password to protect your document.

Q. How do I redact and highlight certain lines in the PDF?

A: Go to the comment tab and select Area highlight and drag it across the text. To redact, click
the pencil button and drag it over the text.

Q: How do I insert image in a PDF?

A: Once you upload your PDF into the SimplePDFConverter platform, you will have the option

to insert an image into your document. Go to the edit tab and Select ‘Add image from file’ from
the top navigation. The file explorer will launch and you can select the desired image to be
uploaded. Select the image and move it to the desired location on your document.

Q: How do | overwrite the text in PDF?

A: Go to the edit tab, click on edit text and click on the area you want to overwrite on the
document.

Q. How do | change the sequence of the pages after merging the document?

A: Once you upload your PDF into the SimplePDFConverter platform, you will have the option

to reorder the pages in your document. Select the page you want to reorder from the left
navigation. Drag and drop the page to its desired location. Once finished, you can save or
convert your document to another file format if desired.
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Q. How do I reset my password?

A Go to your Account Settings and select Password. You will be asked to enter the current
password and then you may set the new password. If you have forgotten the current password,
go to the login page and click lost password.
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