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What is a PDF? A

« Portable Document Format files:
» A self-contained file that looks the same everywhere, on any device.
* Created by Adobe in 1993.
* Made an open ISO standard and released public patent (ISO 32000-1) in 2008

Copyright © 2022 by Affinity Consulting. All rights reserved.

What Can You Make Into a PDF? A

» Electronic Files (Word, Excel, Pages, Google Docs, etc.)
« Digital Images (TIFF, JPG, PNG)

+ Paper Documents (via a scanner device or app)

+ Webpages

+ Email

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Types of PDFs

Copyright © 2022 by Affinity Consulting. All rights reserved.

Digital-Native ("Text”) PDFs

Image-Only PDFs (Scanned PDFs)
Searchable PDFs (Image + Text)
» Digital-native PDFs are searchable by their nature.
» Image-only PDFs can be made searchable via OCR (Optical Character Recognition)
PDF/A (archival PDF; popular for court filings)
Combined PDFs (Binder or PDF Portfolio)

Types of PDFs

Digital-Native

Created directly from original
source, like Word

Is text searchable

Text is 100% accurate to
original source

Highest quality
Smallest size

Image-Only

Just an image of the original
source

Is not text-searchable

Default type of PDF created by
scanners.

Searchable
(image + text)

Has a layer of search text

behind image of original
source.

Is text-searchable

Text might not be 100%
accurate

Indispensable for law firms.
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Types of PDFs

~ PDF TruePDF.PDF .
231KB
~ PDFImage only Scan.pdf _ ~ PDF Image only Reduc...
7= 5MB 331 KB

Copyright © 2022 by Affinity Consulting. All rights reserved.

*

PDF Searchable Reduc...
346 KB

A

More About PDF/A

« Designed for long-term storage.

* Many courts require them.
* Must be “self-contained”.

« Nothing pretty, fancy, noisy, or external to the PDF.

+ No embedded font.
* No encryption.

+ No audio

* No video

* No links to external material like websites or anything outside of the PDF document.

Copyright © 2022 by Affinity Consulting. All rights reserved.
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ACROBAT’S
INTERFACE

'\‘ Adobe POF & E-sgnatures AdobeAcrobal  Features v Compareplans  Resources  Learn & Support v Free trial m
N ew I nte rfa ce Introducing the new Acrobat experience
Coming

Get more out of Acrobat now. Introducing a simpler and more intuitive experience for
Acrobat desktop, making it easier for you to view content and perform your everyday
actions on the PDF.

Read about it

Try it on Acrobat for Windows What's new?
(View > Enable new Acrobat)

A unified global bar for ease of access and improved document visibility.

A mega verb bar to get work done faster with purpose-driven PDF tools - Edit, Convert, Sign without switching
screens or leaving your document

Can switch between interfaces

Ahamburger menu in Windows that replaces the regular File menu

Discover panel to get tool recommendations.
* The document pane to display your content

Anavigation pane to bookmark, view or navigate pages, and access various viewing options.

A quick tools pane to 3dd annotations, select text or objects, fill in a PDF form, and customize the tools pane.

-

Abqut us.



https://helpx.adobe.com/acrobat/using/new-acrobat-experience.html
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Acrobat Interface Terms

Main Areas: Home, Tools, Document
4 Main Toolbar Areas
1 Secondary Toolbar
Basic Acrobat Usage:

1. Select Tool

2.
3.
4.
5

Secondary Toolbar appears
Perform action

Close Secondary Toolbar

Rince and repeat for next action

Copyright © 2022 by Affinity Consulting. All rights reserved.

s « NOA - filank.pdf
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NON-DISCLOSURE AGREEMENT

THIS NON-DISCLOSURE AGREEMENT (this “Agreement”) is entered into by and between

a
professional corp: ged in the profi | practice of law
(“Disclosing Party”), with a principal place of b located at
and a Limited Liability
Company (“Receiving Party”), with a principal place of b located in

asof the
herein individually as a “Party” and together as the “Parties.”

. Disclosing Party and Receiving Party may be referred to

WHEREAS, the Parties may hold, have held and/or intend to continue to hold discussions regarding Disclosing
Party’s prospective and/or d engag of Receiving Party as an independent contractor or vendor for goods
or services to be used by Disclosing Party in the course of its profi | practice and ancillary thereto (the
“Business Relationship”);

WHEREAS, in connection with the Purpose (defined below), or the Business Relationship, Disclosing Party will
exchange and Receiving Party will have access to the Confidential Information (defined herein) of Disclosing Party; and

WHEREAS, Disclosing Party desires to protect its Confidential Information.

NOW, THEREFORE, in consideration of the mutual covenants and agreements set forth, and for other good and
valuable consideration, the receipt and sufficiency of which are hereby acknowledged, it is hereby agreed as follows:

1. Confidential Information.

11 Definition of Confidenticl Information. Receiving Party recognizes that certain information created and
used in Di ing Party’s b is not g lly known by the public, including any and all information of Disclosing
Party relating to such Party or its directors, officers, managers, employees, stockholders, members, partners, and affiliates
(collectively, “Related Parties”), its or their businesses, products and services, disclosed affirmatively or to which access is

aainad wh hally vieaslhs in

ihla Ar athar farm whathar ariar ta Ar aftar tha date haranf includine withant

Sharing Tools & © & @

| 482 e
Tools Pane
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¥ Scana0CR
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A Redact
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Selecting and Using Acrobat Tools

A
XK ) = NDA - Blank.pdf
Home Tools NDA - Blank.pdf ~ x
o (e} (1) ‘o
w ® 8 Q ©@ 15 M MO® - /T &L OB Q
T o - - v
Comment B 2T TH®TT 2 & & & &
Each tool
1k has its own
toolbar that NON-DISCLOSURE AGREEMENT .
appears Click Close to close the tool Q‘
m when you THIs NON-DISCLOSURE AGREEMENT (this “Agreement”) is entered into by and between
3, Bairb 1 a
click the-toot- i poration engaged in the practice of law ;

@ (“Disclosing Pal e of business located at Organize Pages
and Limited Liability o
Company (“Receiving Party”), with a principal place o
asof the . Disclosing Pai Send for Comments
herein individually as a “Party” and together as the “Parties.”

4 WHEREAS, the Parties may hold, have held and/or intend to continue to hold discussions regarding Disclosing Comment

Party’s and/or of Receiving Party as an independent contractor or vendor for goods
or services to be used by Disclosing Party in the course of its professional practice and activities ancillary thereto (the
“Business Relationship”);

WHEREAS, in connection with the Purpose (defined below), or the Business Relationship, Disclosing Party will
exchange and Receiving Party will have access to the Confidential Information (defined herein) of Disclosing Party; and

WHEREAS, Disclosing Party desires to protect its Confidential Information.

NOW, THEREFORE, in of the mutual and set forth, andfor other good and
valuable consideration, the receipt and sufficiency of which are hereby acknowledged, it is hereby agreed as follows:

1. Confidential Information.

Copyright © 2022 by Affinity Consulting. All rights reserved.

No Comments )

All comments on this d¢
will appear here

/., Fill &Sign
Request E-signatures

™ Scan & OCR

v

Customizing
"I hate tabs.

I want each document in its own window.”

Preferences
Categories: Basic Tools Uncheck and
Commenting [ Use single-key accelerators to access tools restart Acrobat_
Documents [ Create links from URLs H
Full Scrcen e Documents will all
ake Hand tool sele images -
General 1 open in separate
Make Hand tool read articles . d
[[]Make Hand tool use mouse-wheel zooming windows.
3D & Multimedia
Accessibility [[] Make Select tool select images before text
Action Wizard [J Show online storage when opening files
Adobe Online Services Clsh fine st h ing fil
Catalog ow online storage when saving files
Color Management I O Open documents as new tabs in the same window (requires relaunch) I
Content Editing [ Prompt before closing multiple tabs
Convert From PDF
Convert To PDF [[J Use fixed resolution for Snapshot tool images: - pixels/inch
Email Accounts
Forms [ Enable PDF thumbnail previews in Windows Explorer
Identity
Internet Touch Mode: | Never v
JavaScript
Language Scale for screen resolution (restart required): (O Auto-Detect (@) No Scaling
il

Copyright © 2022 by Affinity Consulting. Al rights reserved.
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Customizing

"I want the same zoom setting each time I open Acrobat.”

Preferences
Categories: Default Layout and Zoom
Commenting ~ Page Layout: | Automatic v
Documents

Zoom: | v

Full Screen .
Resolution

—

Page Display se system setting: 9 pixels/inch

3D & Multimedia .
- Rendering
Accessibility
Action Wizard Smooth Text: | For Laptop/LCD screens v
Adobe Online Services
Catalog [ Smooth line art [ Smooth images

Color Management
Content Editing
Convert From PDF
Convert To PDF

Enhance thin lines Use page cache

(@® Custom resolution: 110

[ Use local fonts

1= pixels/inch

Copyright © 2022 by Affinity Consulting. All rights reserved.

Customizing

"The screen is too busy.

t Rt Portfoliol pat

@ [21im | &

Dispiay Theme

Navigaticn Panes

Bndert pdt x

® OO w- B B B

TABLE OF CONTENTS

[P resgt Moce Cpmass

[ Eul screen Mode (a]

Read

Show Eie Tools »
Show Edit 'u-:-.b v

Show Page

Show Page
Show Select & Zoom Tools ,

£F Customize Quick Tools

Hide Quick Tos

Show Recently Used Tools
Show Properties Bar CirtoE

Liide Tookbars 8

Reset Toobars

Copyright © 2022 by Affinity Consulting. All rights reserved.

How do I hide some of this.”
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Customizing

"I messed up my toolbars.”

= Rinder, be Acrobat Pro OC
File  di Window Help

Rotate!

» t Red Portfolio1.pd!

@ 2/ | M O OO » - @ B H

Page N

Son/tide Navigation Panes ’ L
Display Theme » Iools Pane ShiftsF4 INSTRATES THAT REASONABL
E Read Mode Cepat Tatar tens | Show Ede Tocls »
[ Full Sereen Mode <) ['ha Check Spelling Snow Eait Tools]y .
- 9 undo Show Page Navigation Tools  »
6’ Tracger. C Redo Show Page Display Tools %
Read Out < Show Select & Zoom Tools »
Sompaet Fhes B Copy £ Customize Quick Teols.-
[ poste Hide Quick Tocs

{2 Take Spapshot

v Q fing
g

Adyanced Search

Show Recently Used Tools

Show Properties flar

Hide Toolbare £8

Show Al Edit Tooks
Reset Toolbars Alt+F8

Copyright © 2022 by Affinity Consulting. All rights re:

Recommended Customizations

v [B) sve Uncheck [ Creck speing
10 Sve Fles to Adobe Bocurent Ciovd 4 undo
v C 8o
v Send g
5 copy

Show Al Fle Tools

Check

Reset Ble Tools

@ £t Page

Copyright © 2022 by Affinity Consulting. All rights reserved. oy P NEL o Wom

v (@ Pegvious Page
v @ Next Page

® Last Page

Show Lt Tools

Show Page Navigation Tools

Show Page Daglay Tocks B

Show Select & Zoom Tools

1) Enabie sg
[ Soote Pag
}« wo Page Scrofing
BB Two Bage View

(2 Fon screen Mode

Maybe Chec

Customize Qu

) Yo Show Al Page Navigation Toois

Show Properties Bar CiroE

Hide Toclbars

Lo

Beset Toolbars

Hide

Show All Page Dapiay Tocis

Maybe Che

2% #an & Zoom

& Lowpe Too

) Actuw e
) Zeom to Page Levet

B e e

v pagerumber Maybe Check
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Customizing the Tools Pane

% Binder).pdf - Adcbe Acrobat Pro DC
Fle Edt View Window Help

Home Adobe Acrobat Ref.. Portfolio 1 pdf Binder 1 pdf

Ql o Search for tools here
!
Drag and Drop a

Protect 8&%tandardize tools to
organize
O oA Lo =
Cliné%wAdd" to Redact PDF Standards Optimize PDF
add tool to
Tools Pane
- -

a X
B (@ Signin

? Edit POF
) Create POF f

E rt PODF .
B epotPoF oo

O Protect "X" to

remove
B Prepare Form

Click into the Tools area to configure the Tools Pane.

If you are in a document tab, you will need to right click on the

tool to change.

Copyright © 2022 by Affinity Consulting. All rights reserved.

Customizing the Tools Pane

Note: The same feature might be in more than one tool.

Home Adobe Acrebat et Rorioko pet Sindert oot
Q bate] > 4

Copyright © 2022 by Affinity Consulting. Al rights reserved.

A
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Custom Tools A

Fle Ede View Window Help
Home Portfolo pat Binder! pat B (@ Ssignin
’ Croea Cotom Toc x
- Teok o howinToobr o« o}
-
A4 B-449© \
o Chrosse took to asdk Click to Tocks in Custom see
+ Comment “| add to | . myvoon )
secondary
© secyhote toolbar @
P £ B 5
= T Select of B tovty
& sur Tool
+
@ Attach File a 5
. = Click to
S Ko add to
T woe tool panel o]
Tp wes
r's
Ads = i v
LS =
A

Copyright © 2022 by Affinity Consulting. All rights reserved.

VIEW & NAVIGATION
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Viewing & Navigating PDFs

« ZoOming
« Read Mode
« Full Screen Mode
« Window Menu
« Split
« Spreadsheet Split
« New Window
« Cascade/Tile

Copyright © 2022 by Affinity Consulting. All rights reserved.

Drag & Drop Tabs
Bookmark & Link
Navigation

Go to a Page
Read Out Loud

Zoom

« + and - buttons or the zoom
control

« CTRL + mouse wheel

« Miscellaneous tools (Marquee
Zoom)

* View -> Zoom

Remember you can set your
preferred zoom in the options
(prior slide).

Copyright © 2022 by Affinity Consulting. All rights reserved.

|.pdf Binder1.pdf x
X
[ Gindert.pdt - Adsbe Acrobat Pro DC
|t R i e
Rotate View s Adobe Acrobat Ret P
v M BEQ B OO
g »
[ - -
0 O Mar
JolY
0O z Ctri+D
B riy Cirl+2
o7 ‘
B s AtV Cirle3
& por c
S Low

12
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Read Mode

CTRL + H (hide everything else
in the window)

Read Mode hides all toolbars and side
panes and adds a “floating” navigation
bar near the bottom of the screen.

Press CTRL + H or Escape or click the

Read Mode button to leave Read Mode.

Copyright © 2022 by Affinity Consulting. All rights reserved.

21,5875 27857 cm

<

TABLE OF CONTENTS

BIG BAD'S BRIEF DEMONSTRATES THAT REASONABLE MINDS,
CONSTRUING THE EVIDENCE MOST FAVORABLY TOWARD
PLAINTIFF, CAN REACH DIFFERENT CONCLUSIONS ON THE
ISSUE OF OCCUPANCY AND CONTROL 1

1 BY REFERENCE ONLY TO THE LEASE, REASONABLE MINDS CAN
DIFFER OVER WHETHER BIG BAD OCCUPIED OR CONTROLLED
THE PREM

Read Moée
BY REFERENCE TO FACTS OUTSIDE OF THE LEASE, REASONABLE  Toggle
MINDS CAN DIFFER OVER WHETHER BIG BAD OCCUPIED OR

CONTROLLED THE Button,

"~

3. REASONABLE MINDS CAN DIFFER OVER WHETHER
INCIDENT OCCURRED AGAINST THE WEST WALL OF THS
BAD STORE, AN AREA CLEARLY WITHIN CONTROL OF BIGRBAD......oiuimmmmisnans

Full Screen View

CTRL + L (look at the document,

and nothing else)

Full Screen Mode takes over the entire
screen and displays the document one
page at a time.

Press CTRL+L or Escape to leave Full
Screen Mode.

Copyright © 2022 by Affinity Consulting. All rights reserved.

A BIG BAD'S BRI

THAT NS,
THE IVIDINGE MOST 1A\ LY TOWARD PLAINTINS, CAN RIACH
DIFFERINT CONCLUSIONS ON THIE ISSUE OF OCCUPANCY AND CONTROX..

0 Bt Seef i th e g

“specaal cecumatances” e

L BY REFERENCE ONLY TO THE LEASE, REASONABLE MINDS CAN DIFFER
OVIR WHETHIR B1G BAD OCCLAPIED OR CONTROLLED THE PREMISES

B3 Bar's frst anguement 15 that warious Lease provisons show that Candyland, and nat

550 B, cccugmes and Contols the place where the Exckdent Occumed-the west side of the 3

Ao (6 i 1) Do) i suppont of She o that B

Page 1
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Full Screen Mode Options

Can specify which monitor will
display Full Screen Mode.

Fll Screen Setup.

The Mentor
Full Screen Novigaion | Best Coon
Ve
(2 Gscape by wets

[ Show ravigation bar (Brygest
Mon

£ ek click fo goSi

Cltoop sher est page
Dladvance every secends
Full Screen Appestance
Backgromd cooe
Meuse curior. | Hesden Aftes Deley
Full Screen Trnsitiens
) Ovsable al page ansitions (e.9. sute-sdvance, shdeshow, elc)

Defouit tansticn: | No Trneaticn

[ Navigetion contrls deection

s

Copyright © 2022 by Affinity Consulting. All rights reserved.

Full Screen Mode Options

Can specify which monitor will
display Full Screen Mode.

Copyright © 2022 by Affinity Consulting. All rights reserved.

14



7/21/23

Go to a Particular Page

"2 Adobe Acrobat Reference (from Adobe).pdf - Adobe Acrobat Pro DC
Fie Ede wﬂ Help

Rota s batret x Portfoiol.paf
I Page Navigation ’ I @ first Page Home
Page Display @ Pravious Page Left Arrow
Zoom N @ Next Page Right Arrow
Last Page End
I ' -
Tooks chTc Page._ N Shift+ Ctrl+N
Show/Hide »
i Lt © Previous View Alt+Left Arrow
Display Theme ’
Convert Vis
PDFs created fron
E‘j) Tracker... bookmarks, and
o (Visio 2007) €
Read Out Loud ’ (Visio 2010 H
. io 2
C pare Fil
e q ‘When you con
Go There Now

ctrl + 7 shift

Copyright © 2022 by Affinity Consulting. All rights reserved.

Read Out Loud

File Window  Help
b e ®©
igation 4 Page 12
Page Disjilay 4
Zoom 4
Tools >
Show/Hide »
Display Theme 4
E Read Mode Ctrl+H
BAT DC INTERFACE: Unfortunately, Adobe¢
D Eull Screen Mode Ctri+L = = N
ith version DC. Here's what you need to k
E(;) Tracker... s outline in the balance of this manual.

l Read Out Loud

Compare Files

2 “ ﬁivate Read Out Loud Shift+Ctrl+Y I

B £dobe Acrobat Bro DC u
File Edit View Win

Hama  Tanle

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Find & Advanced Search

« Find

« Replace

« Advanced Search
« Indexing

Copyright © 2022 by Affinity Consulting. All rights reserved.

A

Find

Use Find to search through one
PDF.

Edit->Find
Magnifying Glass Icon
CTRL+F

CTRL+G = Find Next
(Go to next)

CTRL+SHIFT+G = Find Previous
(Go to previous)

Copyright © 2022 by Affinity Consulting. All rights reserved.

Bt

' Binder].pa¥ - Adobe Acrobat Pro OC

ow  Window Halp

Adobe Acrobat Ref. Poetfoliot.pdf Binder1.pdf

E&‘ v -

BY REFERENCE TO FACTS OUTSIDE OF TH

MINDS CAN DIFFER OVER WHETHER BIt
CONTROLLED THE PREMISES

Bia Bact ; o 6
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Replace A

Replace only works with a “"True PDF” or a PDF that is
searchable with editable text.

There is no “"Replace All” feature.

When you activate the Replace feature, Acrobat will
automatically activate the Edit tool.

Copyright © 2022 by Affinity Consulting. All rights reserved.

Advanced Search A

Binoculars Icon, Edit->Advanced Search or CTRL+SHIFT+F.
Note the “Show More Options” link at the bottom of the window.

Copyright © 2022 by Affinity Consulting. Al rights reserved.
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Advanced Search

Search current document
Search a folder of PDFs
Search PDF Index

Returns a list of search hits

Search results are links to
location in the document(s)

Copyright © 2022 by Affinity Consulting. All rights reserved.

B seneen o x
| Amange Windows
| Looting Fer
| g Badin the current document
| Besits:
1 document(s) with 76 instanceld)
| | Newswech  [B) -

| Besits:

 w CAUL\ASRINmined Tspeg didmp a

% the Big Bad Stores Company Estate of

T whather Big Rad (1) cccupied or contrelled the pesmices |
S render Big Bad hable. 1, BY REFERENCE ONLY 70 THE LEA
% Big Bad, occupies and controbs the place whese the mncide
T the Big Bad steee. Big Bad cites Adick 9, entited “Comme
g g Bad cies Atticle %, entitied “Comman Acea,” to asgue
% that Big Bad has o rights of occupency o contsol oves t
T the Big Bad stoce. This same Aticle, g Bad argues, requl
T Aticle, B Bard argues, requires Candyland (and mot Big §
% met Big Bad) to provide secunty. £ig Bad then ces Amicle
% thcuriy. Big Bad then ctes Aicle 20, entitied "Indemaity
% seve Big Bad hamsless from clawns for inpunes or death dh
% peemises. By Bad also cites Aicle §, entitied "Pepairs anc

>

<
B Collapte fie paths

Show Feae: Optivns

Lind.a werd in the current document

Indexing

-
Fie tdn View Window MHelp

Home Tools Adobe Acrobat Ref..

BEBEEBEBAH# OO -

B Fot e e witn e [ B Mo

B
>3

Portfalio?.pdf

Binder1-inderedpdf.. x

B Q@ Signin
AR OO® (v - R BEA T

| Monage Embedded ndex

Lo =i v

(Leon Dy
Progess: 0%
Bardash

‘ The document contain a valid embedded index.

Status:  Index has been embedded.

\ x
L to this area. (Sammy

attemptin
i Depo., pJ

These arquments on!

FRemove index... control over this area by

e perpetrators. (Leon Dye

“dop 3

10 to prove the point: Reasonable minds can differ on whether

To add a searchable index to a PDF, select the Index tool,
click *“Manage Embedded Index” and embed the index.

Copyright © 2022 by Affinity Consulting. Al rights reserved.
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A

CREATE PDFS

Creating PDFs

e Create from Word
e Create from Outlook
* Create from Scanner

« Create from Multiple

Documents

« Create Single PDF from Multiple
Documents

« Use Organize tool to combine
« Use Page Thumbnails to combine

Copyright © 2022 by Affinity Consulting. All rights reserved.

Page Numbering

Page Labels
Watermarks

Create from Clipboard
Create from Web Page
Create from Printing
PDF Portfolios

A

19
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-
Creating PDFs from Word A
u‘ Opticns. ? x
| ™ « Acrobatfee Lamyers > Adobedl o o o »
Organize »  New foider ®las )
O Currget page =
& Pictures A Name etian 1 e
Aoaming = Simen v My Simon i O Pagell 1o x e 5 s
P Saved Games Publsh what
Searches ® pesument
[ Dacument shomwesg marku
S DA
Sysem O Slr:\t bookmarks wing
Tome 2 -
test 4 Decument propertier
Tracing [ Decument structure tags fee sccessiviny
B Videos POF ptions
1 This B¢ 7] PORA comptant
2 {7 Bamap test when fonts may not be embeddes
v W Lhaba v [T o<yt the Gocumant with & password
ke mame: | el Eevcive p3f B o] asm
>
~ Mide Foiders
Native Word Interface (without Acrobat)
Copyright © 2022 by Affinity Consulting. All rights reserved.
-
Creating PDFs from Word A

Share

Brief Exercise

Share

&%  Share with People

Comementing

Present Online

Send by instant Message

g PostioBlog

Email from native Word

Copyright © 2022 by Affinity Consulting. Al rights reserved.

G Users » jobise = Home » HMU Manusl » Actchat fer

Email

Send
Attacheent

Send s
Adebe POF

Send . Cof

POF

Bt Evercne

" EveR SR GRS SRR

Interface (without Acrobat)

20
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Creating PDFs from Word

. ¥ y . .
Creste Preferences  Cresteasnd  Mad  CremesndSendfor  Aciobat  CreatePDFand  Embed
ooF Attach to Tmadl Merge  Shared Comvmanting Comments = RumAction=  Flash
Creste and (mad Review And Commant Create and Pum Action  Fiaih

Navigation

SSTATE OF JANE DOF,

Appeal from the Cowt..

RIPLY RAF OF PLAN. - DENNIS|
OF DEFENDANT-APPL ESTATE/|
TABLE OF CONTENTS 1 oecers

TARLE OF AUTHORITL
4 A NG BAD'S BRAF OF

1L BY REFERENCE O y V.
2 BY REFERENCE T
1 REASONABLE ML siGeAd

L RIASONABLE ML
£ FEASONABLE MO -
C.CONCLUSION

CLANK, PERDUE & RO
PALL J. UNGER
Supserne Cout No. 00

-

| aconupomase x

e e iy S

——— Fetore Dfats | I o

Use trae documarts g A
Crwated POF - v

0 View Adobs POF weat

A Cormet Documert Fommaten Advanced Setings

Aot s
£ Enatie Accesabity and Fefiow wh tagged Adobe POF
(] Enatie advarced tagong

Copygt ® 19842017 Adote Symems ncomanted and ts icensors. A figrta
"‘ Faserved. Adcbe, the Adite g0, Ao e Adcbe POF logo and Pom Sorct e

e
Linkad anes st or s courtons, A ofver ademarks e the propaty of e
meactve curen

Copyright © 2022 by Affinity Consulting. All rights reserved.

AcFobat

Creating PDFs from Outlook

Settings Aschial
Preferences

ADOBE POT

T Convert folder(s) to POF L}

Plesse select one o more folders & create POF from.

Mable Phane Contacts ~
] Mewstetoers
aerg Convert Identities. Amaz
() os8a
O oo Folders of
PersonMetadats -
[ quksosenne@Mails to
) RS Feeds
[ ] RSS Feeds) pDF
Sent Ners.

] Shouid 1 Cick s
] Socil Actaty Noahcaton

£ Convert thes folder and ol ubs foders

I =

Orafts 1] —
Deleted it L
Registi
Forwmds Jotf Schd
Junk Email [35] outTd
LWP Listserv 2659
4 Monday
Memberships
Newsletters 213 Karen B/
0s8A 202 Convert RE: Ne!
oo individual « v
RSS Feed: e
i messages Katie Ke
RSS Feeds3 The er
Showld | Click this_ 1 Cindy My
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Creating PDFs from Scanner

Scanner just takes a “picture” of the document.

Use the Enhance Scan tool to OCR, deskew and enhance the scan.
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-
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Copyright © 2022 by Affinity Consulting. All rights reserved.
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Creating PDF from Multiple Documents

File->Create->Combine Files into a Single PDF
Create Tool -> Multiple Files -> Combine

Spec Cirte0 Lm Tools MHome ook - @ "
Croate . - —
& gy Onrerromee Corate P08 -
[ e ]
@&
. Create a PDF from any format
1 L)
P - L
B
B ror -
Web Page
Cipboard
ank Page
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Creating PDF from Multiple Documents A
Add bookmarks for TOC of documents.

Adobe will automatically convert documents to PDF.

If you use Organize or Page Thumbnails to combine
documents, then you will have to manually insert the
bookmarks.

Copyright © 2022 by Affinity Consulting. All rights reserved.

Add Page Numbering A

Fhe 60 Veew Window Hep

Home Tools Document [ @ B2 © Q # @ Rum . e ® @ signin

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Page Labels

_— ———

g . D QW Bowa Bywet -+ D Resce I st oo x |

[ = = = = ) Bates Numbering ,

| [ set Page Boges Shift+Ctrl+P
| Page toumbenng () page Transitions
l This is not really ; Pages [ Page Templates

! "Page Oan & print Pages.

| Numbering®.in_ S etechad

| the traditional Ofrom:

|  set. Itonly

| numbers the e =

| pages differently

| inthe Page e [n2d- .
| Thumbnails, not Py - !
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document itself. s 9 9
Smple: 1,23,
=] [ o

Copyright © 2022 by Affinity Consulting. All rights reserved.

Add Watermark

Fie (48 View Window Meip

Tools Document [ & BEH @ Q #

Home

LTI P =
S retive to gt page [0 %
Location: () Appear behind page @ Appear on top of page

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Creating PDFs (Miscellaneous)

« Create from clipboard
« Create from a web page

« Create by printing

Copyright © 2022 by Affinity Consulting. All rights reserved.

PDF Portfolios

Main difference with a Portfolio is that it contains documents other than PDFs.

Copyright © 2022 by Affinity Consulting. All rights reserved.
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PDF Portfolios

Change the layout from the view menu.

. Oescrption

Page |

LEXSEE 194 FRD 639

Simon Property Group L.P., a Delaware limited partnership, Plaiutiff, v. mySimon, Inc., 2
California corporation, Defendant.

CAUSE NO.IP99-1195-C HG

UNITED STATES DISTRICT COURT FOR THE SOUTHERN DISTRICT OF
INDIANA, INDIANAPOLIS DIVISION

194 ER.D. 639; 2000 U.S. Dist. LEXIS 8950; 47 Fed. R. Serv. 3d (Callaghan) 247; $4 Fed. R.
Copyright © 2022 by Affinity Consulting. All rights reserved.
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Manipulating PDFs

« Organize Tool
Thumbnails

Split Document
Shrink Document
Convert Document
Editing PDFs
Securing PDFs
Comparing PDFs

Copyright © 2022 by Affinity Consulting. All rights reserved.

Organize Tool

Organize Pages ~ 2

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Page Thumbnails

2018-03-21 Acrob... X

DnO® 2/ )

Insert Pages 3

Extract Pages...

Replace Pages...

Delete Pages... Shift+Ctrl+D
Crop Pages...
Rotate Pages... Shift+Ctrl+R

Page Transitions...

1 Page Labels...
Print Pages... Ctrl+P

Embed All Page Thumbnails

Remove Embedded Page Thumbnails

nght Clickz Reduce Page Thumbnails
on page fQ[ Enlarge Page Thumbnails
Optio = Page Properties...

A3838 |

43

Copyright © 2022 by Affinity Consulting. All rights reserved.

Split Documents

Pages ) seit Multiple Fies ¢ Output Options

Lyers Gukde 82 908
Files

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Shrink Documents

T 2018-03-21 Acrobat for Litigators & Legal (00029828-3).00CX - Adob t-

m« View Window Help
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Press-Ready POF (POF/X)
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2 CAUsers\iohnAClents\C Compare 2.pdf PR —
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3 CL.\Adobe Acrobat Ref.e (from Adobe).pdf Mo
4 C:\Users\johnr\Clients\..\Scan to Edit.pdf
5 C:\Usersyohnr\Chents\.\Bosomworthpd!
View All Recent Fles.
Fiis C1d:0

Copyright © 2022 by Affinity Consulting. All rights reserved.

Convert Documents
Em View Window Help
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»
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EDITING PDFS

A

Editing PDFs A

 Edit Tool

Scanned PDFs must be recognized for editable text
“Add Text” (Typewriter Tool) can add text to any PDF
Snapshot Tool can copy image of PDF

PDF Security

Comparing PDFs

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Edit Tool A
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Compare PDFs

" 2018-03-21 Acrobat for Litigators & Legal Prof:

File Edit Window Help
iew

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Bates Numbering (

2)

Appearance Options X

[

[ Shrink document to avoid e & “ren
1 o

[ Kewp position and size of headet/footer test constant when printing on diffecert page sizes

Left Header Text

Centes Header Tt Right Heades Tert
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Preview

Preview Page |1 S oft
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Redacting PDFs

You must use the Redaction Tool.

DO NOT DRAW BLACK BOXES WITH THE

COMMENT TOOLS!

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Redacting PDFs

Copyright © 2022 by Affinity Consulting. All rights reserved.

Authorities botched attempt to
redact report on Florida school
massacre

By Michael Hechtman August 4, 2018 | 9:40pm | Updat

MARJORY  STOMEMAN DOUGLAS

WIGH scHooL

A

y__

1

School officials in Florida need to sign up for remedial computer courses.

Authorities in Broward County, Fla., tried to literally cover up parts of a report on the
Parkland school massacre — but failed because they didn’t know that the sections they
blacked out became visible when pasted into another computer file.

Redaction — Manual

1. Save your document with a different name

2. Mark areas for Redaction
3. Apply Redactions
4. Save

| Redarl" [y Mark for Redaction ~ B Apply L Properties  [il Remove Hidden Information gy Sanitize Document
S— e e e e e ettt sort]

| - UE——
Llso customize the settings for higher quality images, smaller file sizes,
her scanning issues. Just open the PDF you want to optimize, click the
iment menu ¥ Optimize Scanned PDF.

S =l

D. Shrinking the File Size of an Existing PDF in Acrobat X/XI:

Copyright © 2022 by Affinity Consulting. All rights reserved.

A

34



7/21/23

Redaction - Search and Redact

v Recduced Size POF: Cpen the POF you wart 1o thek - File

o * Redoced See POF - chosee computitibty - OK. 2. Opn
Reducied Size POF: Open the POF you wank 10 thenk - F
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Padaction Mark Options
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Comments

« Comments (Comment Tool)

« Shared Review (Send for Comments Tool)
* Email

» Shared Server like SharePoint
« Enable Reader for Commenting

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Signature Stamp A

« Stamp Tool
« Signature Tool

Copyright © 2022 by Affinity Consulting. All rights reserved.

Bookmarks A

« Adding Bookmarks
« Organizing Bookmarks
« Navigating Bookmarks

Copyright © 2022 by Affinity Consulting. All rights reserved.
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Forms

» Creating Forms
 Filling Forms

« Making Forms Reader-Enabled

Copyright © 2022 by Affinity Consulting. All rights reserved.

Review

Interface
Main Window
» Customizing

+ Viewing PDFs

« Manipulating Pages
Rotate Pages vs Rotate View
Page Numbers vs Page Labels

« Combining PDFs
« Shrinking and Splitting
« Security

Copyright © 2022 by Affinity Consulting. All rights reserved.

OCR

Typewriter Tool

Edit Text vs Add text
Snapshot Tool

PDF Portfolios

Comments

Electronic “"Stamp” Signature
Bates Numbering

Redacting
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THANK YOU!

Jeffrey
CONSULTING Schoenberger jschoenberger@affinityconsulting.com
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LEAVE THE
TRAINING TO US.

- Comprehensive digital courses « Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’'s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com
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MEET OUR TEAM OF ACROBAT EXPERTS

Meet our team of Acrobat experts who have co-authored this manual.

i

BARRON HENLEY

Most people wouldn't relish the idea of spending a day in a conference
room, teaching Adobe Acrobat. Barron is not most people. There are few
things Barron enjoys more than teaching all-day software training classes.

As an attorney, he understands how challenging it is to practice law
without the proper training on the technology tools. When Barron isn't
training he focuses on automating documents and teaching CLE classes
for attorneys across North America.

PAUL UNGER

Paul's passion is coaching lawyers on managing time, distractions, tasks,
emails, and documents efficiently. As the author of Tame the Digital Chaos ,@@‘g
— A Lawyer’'s Guide to Time, Task, Email and Distraction Management, Paul ~

is truly an expert on the topic.

Paul's expertise is well-founded from his time practicing law. When Paul
isn't coaching lawyers, he teaches CLE classes for attorneys across North

America.

DANIELLE DAVISROE

Passionate about remote learning, Danielle is the force behind Affinity's
membership training program, Affinity Insight. Danielle focuses on
creating easily accessible training materials and webinars tailored to meet
each organization's needs. From one-on-one training to organization-wide
training plans, Danielle has her clients covered.

When Danielle isn't providing remote training, she focuses on teaching
CLE via webinar and providing legal organizations with the advice they
need to run smoothly. With a background practicing law at a boutique
firm, Danielle understands the challenges that legal professionals face
every day.
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CHAPTER
THE INTERFACE

Overview

J] Adebe Acrobat for Legal Professionats (SECURED) - Adobe Acrobat Pro DC (32-bit) - o x
Fie Edt View ESign Window Hep
Home Adobe Acrobat for ... X E @ ‘.‘ .
B & & Te T & T &5 4 o
(&} Comment
R waeie oF Y Recent Tools toolbar
= .
H > [ 1introduction B= Edit POF
@ > [ 2TheAcovatxi B rich Media
A More Tools

FILE TYPES

> [ pocu -
£ Toals Pane PDF Files Common Controls toolbar
Navigation Pane
g Fddw :" :m PDF (Portable Document Format) is a file format that captures all element: nic
e R image that you can view, navigate, print, or forward to someone else. PDI Tools Pane
> [ 4Creating PDFs Acrobat Capture, or similar products. To view and use the files, you need can
> [ S Viewing POFs . easily download for free (www.adobe.com). Once you've downloaded the Reader, it will start automatically N
> [ 6Creatinga whenever you want to look at a PDF file. PDF files have become the de-facto standard method for distributing
Text-Searchable PDF electronic forms on the Internet.
> [ 7 Copying Text Out of a
POF
> [ 8 Snapshat Tool '—< Navigation Pane ]
> A 9 Adding. Remoring, & of PDF that is used for the long term storage of documents. Standard PDF files rely
Replacing Pages on external infermation, such as font libraries, to be read, and this can pose problems for retrieval far in the future.
> [ 10 Combining POFs PDF/A files, on the other hand, have all information embedded in the file and do not rely on external information.
> [l 11 PDF Portfolios This is useful fer archiving, as anyone with a PDF/A reader can view a PDF/A file without the need for appropriate
> H 12 Reducing PDF File external information. The drawback to t} t be embedded in PDF/A files, they
Size

DF/A, see the description provided
of Congress Collections here:

tend to be larger than regular PDF files|
by the Sustainability of Digital

> [ 13 Splitting A POF Page Controls Toolbar

4 i nf T ’ N .
>R d..jf,i.r;fs‘c:\,:&i“ http://tinyurl.com/dwfwazy. PDF/A matters to law firm e electronic case filing systems require
> [ 15 Routing POFs for PDF/A or may require it in the future. Get e-signatures fast
Review by Others ”
ot Acobat.

Request Signatures

> [ 16 Adobe E-Sign Image Only PDFs

> [ 17 Electronic “Image”™

The Home button opens the Home Screen, hiding the Document Screen and most other
controls. See page 4 below.

The Tools button opens the Tools Screen, giving you access all of Acrobat’s tools. The Tools Screen
hides the Document Screen and most other controls. See page 4 below.

The Document tab opens the named document in the Document Screen.

The Common Controls toolbar includes buttons for commonly used commmands, such as saving,
printing, and navigating between pages. It is visible when the Document Screen is open.

The Quick Tools toolbar is a customizable toolbar that gives you one click access to the tools you
use most often. It is visible when the Document Screen is open. See page 8 below for instructions
on how to show, hide, and customize Quick Tools.

Recent Tools toolbar gives you one click access to your most recently used tools. It is visible
when the Document Screen is open. See page 11 below for instructions on how to show or hide
recent tools.

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 3
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The Navigation Pane provides quick navigation using features such as thumbnails, bookmarks,
and attachments. See page 5 below.

The Page Controls Toolbar includes buttons for selecting text, zoom control, and other view
settings. See page 7 below for instructions on how to dock it at the top of the screen.

The Tools Pane is a customizable list of toolbars that provides one click access. See page 6 below.

Home Screen

The Home Screen opens when Acrobat is first opened. It can also be access from the Document
Screen by clicking on the Home Screen button. From the Home Screen you can easily access

recently used documents and check the status of documents sent for digital signatures with
Acrobat Sign.

Adobe Acrobat Pro DC (32-bit) — O s
File Edit View E-Sign Window Help
Home  Tools Q_ Search (S @ K .
Ll
Recent
Get documents signed fast
52 EditPDF See All Tools ~ + g
Starred D00 Use Adobe Sign
DOCUMENT CLOUD
= mm
Recent = =
All files
D MAME SHARING OPEMED SIZE
Scans
e o O if_ Only you Yesterday, 2:20 .. 287 KB
Shared by others :
-‘i_‘;__ Only you Yesterday, 2:17 .. 293 KB
OTHER STORAGE
My Computer P Only you Yesterday, 1:00.. 62 KB
POF
Add an Account
£ — Yesterday, 12:5.. —
SIGN =
. Only you Yesterday, 12:5... 41 KB
All Agreements e I } ’ "
=i v
Clear Recent

FIGURE 1-2

Tools Screen

The tools screen, accessed from the Document Screen by clicking on the Tools button, provides
access to all of Acrobat's tools, organized into toolbars. Click on the name of a toolbar to open it.

Searching for Tools

The easiest way to navigate the Tools Screen is to search for tools. Click in the Search tools box at
the top and type your search term. The list of toolbars will automatically be filtered to the relevant
options.

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 4
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Operating Agreement PD
File Edit

View E-Sign Window Help

Home  Tools HMSC Operating A... & Operating Agreem...

- [m] X

A ONY S

Q Search tools

Combine Files

Create & Edit

Comment

Edit PDF

Prepare Form

Scan & OCR

FIGURE 1-3

Navigation Pane

The Navigation Pane provides quick navigation using features such as thumbnails, bookmarks,

and attachments.

If the Navigation Pane is hidden, click on the arrow on the left-hand side of the screen to expand

the Navigation Pane.

®
File Edit View E-Sign Window Help

Tools

& 8 Q

Home HMSC Operating A.. % | & Operating Agreem...

©® /v m B &

OPERATING AGREEMENT
FOR
CAPITAL CITY COMPUTERS, LTD.,
AN OHIO LIMITED LIABILITY COMPANY
THIS OPERATING AGREEMENT (“Agreement”) is made and entered into this 1Sth day of
February, 2000, by and between BARRON HENLEY, ("HENLEY"); PAUL J. UNGER, ("UNGER"); and JELSON
INVESTMENTS, LTD., an Ohio limited liability company (“JELSON"), as members (individually, 2 "Member”
and collectively, the “Members") of CAPITAL CITY COMPUTERS, LTD., an Ohio Limited Liability Company
» (the "Company"), who agree as follows:
ARTICLE 1
'ORGANIZATION

11 Formation.

The Company was organized as an Ohio Limited Liability Company pursuant to the Ohio Limited
Liability Company Act (the "Act”) by the filing of Articles of Organization (the "Articles”) with the Ohio
Secretary of State on February 19, 2000

1.2 Name.

The name of the Company shall be CAPITAL CITY COMPUTERS, LTD. The Company may also
conduct its business under one or more assumed names.

B & DT

~

B O L@
G H

Eﬁ Combine Files

Comment

E2 editpoF

Prepare Form

i3 Scan & OCR
fé More Tools

Get e-signatures fast

Send PDFs for signing. Recipients
sign online without Acrobat.

Request Signatures

FIGURE 1-4
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Tools Pane

The Tools Pane gives you one click access to toolbars. The Tools Pane can be minimized to show
icons for each toolbar or expanded to show the icon and the toolbar name.

To expand the Tools Pane, click on the arrow on the right-hand side.

—.'E.::.'e.'-'.':':_:':ee"e".--_'::.'f—::.'.='.?::.: 32-bit - O
File Edit View E-Sign Window Help
Home  Tools HMSC Operating A.. X @O K @
® B8 Q © /v @ B Y HB& DT G X O
Al Q
el
OPERATING AGREEMENT
FOR
CAPITAL CITY COMPUTERS, LTD., —
AN OHIO LIMITED LIABILITY COMPANY
THIS OPERATING AGREEMENT ("Agreement”) is made and entered into this 19th day of @
» February, 2000, by and between BARRON HENLEY, ("HENLEY"); PAUL J. UNGER, ("UNGER"); and JELSON Uy
INVESTMENTS, LTD., an Ohio limited liability company ("JELSON"), as members (individually, a "Member" e
and collectively, the "Members") of CAPITAL CITY COMPUTERS, LTD., an Ohio Limited Liability Company
(the "Company"), who agree as follows: 4}
ARTICLE 1
ORGANIZATION
1.1 Formation.
The Company was organized as an Ohio Limited Liability Company pursuant to the Ohio Limited
Liability Company Act (the "Act") by the filing of Articles of Organization (the "Articles") with the Ohio I»
Secretary of State on Februane 192000 b

FIGURE 1-5

See Chapter 2 for instructions on how to customize the Tools Pane.
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CHAPTER 2

CUSTOMIZING THE

INTERFACE

Dock the Page Controls Toolbar

T
To prevent the Page Controls toolbar from disappearing, click on the button on the Page

Controls toolbar to dock it at the top of the screen.

HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit)
File Edit View E-Sign Window Help

Home  Tools HMSC Operating A.. %

P

OPERATING AGREEMENT

@ FOR

CAPITAL CITY COMPUTERS, LTD.,
AN OHIO LIMITED LIABILITY COMPANY

{the "Company"), who agree as follows:

P ARTICLE 1
ORGANIZATION

1.1 Formation.

Secretary of State on February 19, 2000.

1.2 Name.

conduct its business under one or more assumed names.

for which a limited liability company may ba formed undear the Act.

® B8 Q @ e @ B2 B R

THIS OPERATING AGREEMENT ("Agreement”) is made and entered into this 19th day of
February, 2000, by and between BARRON HENLEY, ("HENLEY"); PAULJ. UNGER, ("UNGER"); and JELSON
INVESTMENTS, LTD., an Ohio limited liability company {"JELSON"), as members (individually, 2 "Mamber"
and collectively, the "Members") of CAPITAL CITY COMPUTERS, LTD., an Ohio Limited Liability Company

The Company was organized as an Ohio Limited Liability Company pursuant to the Ohio Limited
Liability Company Act {the "Act") by the filing of Articles of Organization (the "Articles”) with the Ohio

The name of the Company shall be CAPITAL CITY COMPUTERS, LTD. The Company may also

- o x
T INONY W
e H O
x| @

BN

&2

FIGURE 2-1
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Quick Tools
Showing/Hiding Quick Tools

To show or hide the Quick Tools, right-click in the toolbar, and select either Hide Quick Tools or

Show Quick Tools.
HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit) — O *
File Edit View E-5ign Window Help
Home  Tools HMSC Operating A... X REON W )
/ o - I_l -
® B Q @ 1o R MO @ wmx ) Show File Tools '
Show Edit Tools »
@ Show Page Navigation Tools »
m Show Page Display Tools »
3
OPERATING AGREEMENT Show Select & Zoom Teols
@ FOR . .
CAPITAL CITY COMPUTERS, LTD., L+ Customize Quick Tools..
AN OHIO LIMITED LIABILITY COMPANY Hide Quick Tools
THIS OPERATING AGREEMENT ("Agreement”) is made and entered into thig Hide Recently Used Tools
February, 2000, by and between BARRON HENLEY, ("HENLEY"™); PAUL ). UNGER, | "UNGER Show Share B bl
INVESTMENTS, LTD., an Ohic limited liability company ("JELSON"), as members (individua oapbarguttoniabe

FIGURE 2-2

Customizing Quick Tools

To customize the Quick Tools, right-click on Quick Tools, and select Customize Quick Tools...

HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit) — O *
File Edit View E-5ign Window Help
Home  Tools HMSC Operating A.. ¥ REON W )
/ % b u L
® B Q ©® 1/ R MO ® e [ Show Eile Tools »
Show Edit Tools »
@ Show Page Navigation Tools »
m Show Page Display Tools 4
»
OPERATING AGREEMENT Show Select & Zoom Tools
@ FOR . .
CAPITAL CITY COMPUTERS, LTD., L+ Customize Quick Tools..
AN OHIO LIMITED LIABILITY COMPANY Fide Quick Tooks
THIS OPERATING AGREEMENT ("Agreement”) is made and entered into thig Hide Recently Used Tools

February, 2000, by and between BARRON HENLEY, {"HENLEY"); PAUL ). UNGER, {"UNGER
INVESTMENTS, LTD., an Chio limited liability company ("JELSON"), as members (individua

FIGURE 2-3

Show Share Button Label
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Adding Tools

To add tools to Quick Tools, expand the sections under Choose tools to add to clicking on the
section name.

Cuick Tools bt

[=]
=
m
(=]
(=]

Tools to show in Toolbar:

mF I

Choose tools to add:

* Create PDF

* Edit PDF

* Export PDF

* Comment

* Organize Pages

* Scan & OCR

* Protect

* Prepare Form

* Combine Files

* Optimize PDF

Save Cancel

FIGURE 2-4
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Select the tool to add and click on the up arrow to add it to Quick Tools.

CHAPTER 2

Tools to show in Toolbar:

lo

mF I

Choose tools to add:

- Create PDF

O PDF from File...
Autodetect Color Mode
Black & White
Grayscale

Color Document

Color Image

Custom Scan...

PDF from Web Page

PDF from Clipboard

N - N - - -

ol

Save

Cancel
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Reordering Tools

To reorder tools within Quick Tools, select the tool to move and click on the right or left arrow.

Custornize Quick Tools >

Tools to show in Toolbar: Iﬂ ‘ @

& 5 4

FIGURE 2-6

Removing Tools

To remove a tool from Quick Tools, select the tool to delete and click on the trashcan.

Customize Quick Tools >

Tools to show in Toolbar: Iﬂ ‘ @

&5 40

FIGURE 2-7

Recent Tools

To show or hide the Recent Tools, right-click in the toolbar, and select either Hide Recently Used
Tools or Show Recently Used Tools.

HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit) — O *
File Edit View E-5ign Window Help
Home  Tools HMSC Operating A.. X REON W )
[ % - I_l v
® B8 Q © 1o/ R MO ® e~ [ Show Eile Tools »
Show Edit Tools »
@ Show Page Navigation Tools *
u Show Page Display Tools »
3
OPERATING AGREEMENT Show Select & Zoom Tools
@ FOR _ _
CAPITAL CITY COMPUTERS, LTD., ¥ Customize Quick Toos..
AN OHIO LIMITED LIABILITY COMPANY Hide Quick Tools
THIS OPERATING AGREEMENT ("Agreement”) is made and entered into thig Hide Recently Used Tools

February, 2000, by and between BARRON HENLEY, ("HENLEY"); PAUL ). UNGER, {"UNGER
INVESTMENTS, LTD., an Ohio limited liability company {"JELSON"), as members (individual

FIGURE 2-8

Show Share Button Label
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Navigation Pane

To customize which buttons appear in the Navigation pane, right-click on the Navigation Pane
and click on buttons to toggle them on or off.

HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit) - O X
File Edit View E-Sign Window Help

Home Tools HMSC Operating A.. X '-;_d

® A4
® B Q @ 11 AR MO @ x%- F/ T a B O

OPERATING AGREEMENT

@ FOR

CAPITAL CITY COMPUTERS, LTD.,
AN OHIO LIMITED LIABILITY COMPANY ?

Ul Litie SREEMENT ("Agreement”) is made and entered into this 19th day of
@ Attachments sen BARRON HENLEY, ("HENLEY™); PAUL J. UNGER, [ "UNGER™); and JELSON @
limitad liability company ("JELSON"), as members (individually, a "Member"
Bookmarks rs") of CAPITAL CITY COMPUTERS, LTD., an Ohio Limited Liability Company s
D Camiah as follows: =
Destinations ARTICLE 1
ORGANIZATION| 1 /6
Layers
=}
0 Model Tree
=)
25 Order anized as an Chio Limited Liability Company pursuant to the Ohio Limited
) ct”) by the filing of Articles of Organization (the "Articles") with the Ohig
@ Page Thumbnails

y 19, 2000.

R

. Signatures

@ Tags
pany shall be CAPITAL CITY COMPUTERS, LTD. The Company may also
Reset Panes 2 or more assumed names.

Hide Navigation Pane Buttons

i TepurposesTorwnich the Company is formed are to engage in any activity within the purposes
for which a limited liability company may be formed under the Act. I»

FIGURE 2-9

Tools Pane

To customize the Tools Pane, open the Tools Screen by clicking the Tools button.
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Adding Tools
To add tools to the Tools Pane, click on the Add button.

HMSC QOperating Agreement - Adobe Acrobat Pro DC (32-bit) — O >
File Edit View E-Sign Window Help

Home Tools HMSC Operating A... B ® A @

Q Search tools

Eﬁ Combine Files

Comment
Create & Edit —
5= Edit PDF
- @ Prepare Form
- &)
=0 ! IS Scan & OCR
Create PDF Combine Files Organize Pages
[has_ [~ (Oper -] (s -]
4
) D’L’ S
0= =0 =
Edit PDF Export PDF Scan & OCR

o -] (e -] o -]

H

Rich Media

| Add [-]

FIGURE 2-10
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Reordering Tools

To reorder tools, drag-and-drop them on the right-hand side.

HMSC Operating Agreement - Adobe Acrobat Pro DC (32-hit) — O >
File Edit View E-Sign Window Help

Home Tools HMSC Operating A... B ® A @
Q Search tools N
Ei‘ Combinﬁ‘s
~
Commentl

Create & Edit
52 Edit PDF l

- @ PrepareF:'m

=0 [ O i Scan & O
Create PDF Combine Files Organize Pages
(e -] oo [ (e -]
. 4
+ +
Edit PDF Export PDF Scan & OCR

o -] (e -] o -]

H

Rich Media

| Add [-]

FIGURE 2-1

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 14



CHAPTER 2

Removing Tools

To remove a tool, click on the dropdown arrow next to Open, and select Remove Shortcut.

HMSC Operating Agreement - Adobe Acrobat Pre DC (32-bit) — O X
File Edit View E-Sign Window Help
Home  Tools HMSC Operating A.. B ® A @
Q Eearch toals N
3@ Combine Files
+
~
Comment
Create & Edit —
o= Edit PDF
- @ Prepare Form
A |L| |
=+ ! IS Scan & OCR
Create PDF Combine Files Organize Pages
(s [-] (Oper -] (s [-]
»
2 B A
Edit PDF Export PDF Scan & OCR
(Oper -] (s [-] o 7]
Open
=
Learn More
Rich Media
| Add |- |
W
FIGURE 2-12
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Toolbars
To customize which tools appear in a particular toolbar:
1. Open the toolbar.
2. Right-click on the toolbar and select Customize... Tools.
HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit) - O bt
File Edit View E-Sign Window Help
Home  Tools HMSC Operating A... X B ® A @
o B8 Q @ 1/ A MO @ e~ @Fmr T oo a4 =B O
Comment & ¢ T T T3 T, T g & &v @’v 41‘- oo { Clase )

~

&

Show All Labels

Customize Comment Tools

FIGURE 2-13

3. Select the tools to be shown and click on the up arrow to show them.

Tools to show in Toolbar:

Choose teols to add:

Comment

Sticky Note

AN Rl

Highlight

Text

Stamps

Attach File

Record Audio

Insert Text

Replace Text

HE s e kA

Strikethrough

Cancel

FIGURE 2-14
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4. Toremove tools from the toolbar, select it and the trashcan.

Tools to show in Toolbar: Iﬂ @

=

FIGURE 2-15

5. Toreorder tools, select the tool to be moved and the left or right arrow.

Tools to show in Toolbar: I:} @

=

FIGURE 2-16
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CHAPTER 3
VIEWING PDFS

In addition to the main screen, Acrobat offers several other modes to view a PDF:

Opening PDFs in New Windows

By default, PDFs are opened in tabs within the same window.

HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit) - O >
File Edit View E-Sign Window Help
Home Tools HMSC Operating A... X Office Lease - Physi... '.l_‘ﬁ @ ; .
; 3 ey
® B Q ©@ /v @ B g iy @& Pl 4 X @
s | @
B
OPERATING AGREEMENT
FOR
CAPITAL CITY COMPUTERS, LTD., —
AN OHIO LIMITED LIABILITY COMPANY
THIS OPERATING AGREEMENT (“"Agreement") is made and entered into this 19th day of @
» February, 2000, by and between BARRON HENLEY, ("HENLEY"); PAUL J. UNGER, ("UNGER"); and JELSON U
INVESTMENTS, LTD., an Ohio limited liability company ("JELSON"), as members (individually, a "Member" )
and collectively, the "Members") of CAPITAL CITY COMPUTERS, LTD., an Ohio Limited Liability Company
(the "Company"), who agree as follows: 4’3
ARTICLE 1
ORGANIZATION
1.1 Formation.
The Company was organized as an Ohio Limited Liability Company pursuant to the Ohio Limited
Liability Company Act (the "Act") by the filing of Articles of Organization (the "Articles") with the Ohio |-
Secretary of State on Fehrnary 19 2000 hd

FIGURE 3-1
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To open PDF side-by-side, drag-and-drop one of the tabs away from the other ones. That PDF
will open in a new window.

HMSC Operating Agreement - Adobe Acrobat Pro DC (32-bit) - O x
File Edit View E-5ign Window Help

Home Tools HMSC Operating A.. X Office Lease - Physi... rﬁ

®
& 8 Q © 1w a\‘a.& S @& B Oa 4 = 0

% 8 | &
\ B, ]

OPERATING AG&MENT
FOR ‘n
CAPITAL CITY COMPUTERS, LTD., E
AN OHIO LIMITED LIABILI OMPANY
THIS OPERATING AGREEMENT ("Agreement”) i:&ie and entered into this 19th day of @
» February, 2000, by and between BARRON HENLEY, ("HENLEY"); PAUL J. UNGER, ("UNGER"); and JELSON 4 i

INVESTMENTS, LTD., an Ohio limited liability company ("JELSON"), as members (individually, a "Member"
and collectively, the "Members") of CAPITAL CITY COMPUTERS, LTD., an Qhio Limited Liability Company
(the "Company"), who agree as follows: 4}

ARTICLE 1
ORGANIZATION

1.1 Formation.

The Company was organized as an Ohio Limited Liability Company pursuant to the Ohio Limited
Liability Company Act (the "Act”) by the filing of Articles of Organization (the "Articles") with the Ohio |+
Secretary of State on Fehruany 192000 v

FIGURE 3-2

Document Tab Settings

If you'd prefer for PDFs to open in their own window every time, go to the Edit menu, and click
on Preferences. Click on General on the left-hand side. Uncheck the box next to Open
documents as new tabs in the same window. Click OK, and restart Acrobat.

Preferences X
Categories: Basic Tools
Commenting [] Use single-key accelerators to access tools
Documents [ Create links from URLs
I General [ Make Hand tool select text & images
Page Display [] Make Hand tool read articles
o [ Make Hand tool use mouse-wheel zooming

Accessibility

Action Wizard [ Make Select tool select images before text
Adobe Online Services Show quick actions on text selection
Catalog

Color Management []5how online storage when opening files

Content Editing Show online storage when saving files
Convert From PDF
Convert To PDF

Email Accounts O Open documents as new tabs in the same window (requires relaunch)

[] Open PDFs from last session on Acrobat launch

FIGURE 3-3
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Read Mode

Read Mode hides all the controls, except for the menu, on the screen and fills the window with
the PDF. Press the Escape key to return to the main screen or toggle back and forth with
CTRL + H.

Full Screen Mode

Full Screen mode fills the entire computer screen with the PDF. This is often helpful to use during
presentations, so you can hide busy and distracting toolbars. Press the Escape key to return to
the main screen, or toggle back and forth with CTRL + L. This is important to remember with
Acrobat DC because if you put it in full screen mode, the ONLY way to get it out of that mode is
Ctrl + L.

To zoom in and out while in full screen mode, place your mouse on the center-point, and then
hold your Ctrl key and use your mouse scroll wheel to zoom in and out.

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 20
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Read Out Loud

If the PDF is text based or the text has been recognized, Acrobat can read the PDF using a built-
in speech synthesizer. To have Acrobat read a PDF:

1. Click View » Read Out Loud » Activate Read Out Loud.
2. Click View » Read Out Loud » Read Page or Read To End of Document.

HMSC Operating Agreerment - Adobe Acrobat Pro DC (32-bit)
File Edit E-Sign Window Help
Home Rotate View b Office Lease - Physi...
a Page MNavigation L
Page Display L
@ Zoom J
H Tools »
@ Show/Hide k
Display Theme L
Display Size »
[ Read Mode Ctrl+H
|:_| Eull Screen Mode Ctrl+L
E‘? Tracker...
Read Out Loud ' Deactivate Read Out Loud Shift+Ctrl+Y
Compare Files Read This Page Only Shift+Ctrl+V
Read To End of Document Shift+Ctrl+B
Eahr
FIGURE 3-4
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MAKING PDFS TEXT
SEARCHABLE

Optical Character Recognition

Many copiers/scanners create image-only PDFs. You cannot search for particular words inside
the PDF when it is image only. The process of making image only PDFs text searchable is called

Optical Character Recognition (“OCR”").

To OCR a PDF:
1. Open the Scan & OCR toolbar.

2. Click on Recognize Text.

3. Select In This File.

Scan & OCR & Insert ~ @ Enhance>  AA Recognize Text = Bates Numbering = E.E_ O O '@'

- ==
| m In This File ~ E'ﬁ

L @ n Multiple Files...

FIGURE 4-1

4. Clickon 'n Settings |
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5. For Output, select Editable Text and Images. See page 25 for an explanation of why this

is so important.

Recognize Te >
Pages
(@) All pages
() Current page
() From page 1 to |16
Settings
Document Language | English (U%) v
Output I Editable Text and lmages w
Downsample To I 600 dpi ~|
oK Cancel
FIGURE 4-2
6. Click on Recognize Text.
Scan & OCR E% Insert = é.\ Enhancev A Recognize Text v Bates Numbering ~ E‘:': O Q @
Pages All Pages w7 Language English (US) w7 -ﬂ Settings
FIGURE 4-3

Batch Processing
You can OCR multiple PDF files at once.
1. Open the Scan & OCR toolbar.
2. Click on Recognize Text.

3. Select In Multiple Files.

Scan & OCR I:% Insert » él\ Enhancev A Recognize Text v Bates Numbering ~ I:?': O G @
[8) In This File e
o e 2
r@ In Multiple Files...
FIGURE 4-4
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4. Click on Add Files... to select the files to be OCRed.

[‘bﬁ.dd E

Recognize text using OCR on a set of files.

Marme Size Created Modified Warnings/Errors
E Operating Agreement PDF.pdf 287.00 KB 10/20/2021...  1/15/2020 ...

Remove

QK Cancel

FIGURE 4-5
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5. Choose where to save the new files, how to name them, and whether to overwrite existing
files.

Target Folder
(®) The Same Folder Selected at Start

() A Folder on My Computer

File Maming
(®) Keep original file names

() Add to original file names

Insert Before Insert After

| +original file narne+ Jpdf

Overwrite existing files

QK Cancel

FIGURE 4-6
6. Click OK.

7. For Output, select Editable Text and Images.

Importance of Editable Text and Images

You can improve the quality of scanned documents and reduce the PDF file size by turning on
Editable Text and Images in Acrobat DC when converting image-only PDFs to text-searchable
PDFs.

To appreciate what Editable Text and Images can do, below is a screen shot of some text scanned
at 300 dpi in an image-only PDF zoomed in 1,000%.

(60) days,

FIGURE 4-7
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Here is the same text after the PDF was made searchable using Editable Text and Images. As you
can see, the difference is dramatic.

(60) days,

FIGURE 4-8

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 26



CHAPTER5
ANNOTATING PDFS

You use the Comment and Edit PDF tools to annotate PDFs. Annotations added from the
Comment tools show in the Comments pane and be exported in a comments summary.

Add Text

The Add Text tool, found in the Edit PDF tools (found on the Tool screen - see page 4), allows
you to type anywhere on a PDF simply by clicking and typing.

I Edit PDF f}Edit T Add Text [aZ] Add Image 09 Link = I:%_ Crop Pages @ Header & Footer v s=»

FIGURE 5-1

To change font or paragraph properties of the text, use the Edit PDF pane on the right-hand
side.

HMS5C Operating Agreement - Adobe Acrobat Pro DC (32-bit) — O X
File Edit View E-Sign Window Help

Home  Tools HMSC Operating A.. X E ® A S
B ® 8 Q ® @ ¢+ /6 AR MO @ s~ @ Foee a =5

I Edit PDF f}Edit T Add Text [aZ] Add Image (59 Link » I:% Crop Pages @ Header & Footer v ==

=
@ Page Thumbn.. X " FORMAT E“

—_ amount equal to the cash the Compasy would disiribute to such Messber it {7 the Company lquidated by
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M comgtied for book porposes within the measing of Sectien 2.3 hereof); (7] the peoeseds of such sales,
D and any oter cash of the Company, were wted 1o satisly the Comgany's debits in accordance with, and b
she extent required by, tiir terms; and (i the Com pany distributed any remaising cash 1a the Members o Ii‘
-

~ prsuant 1o Section 4.2 hereot; peovided, however, that no Loss shall be allecated 1o any Member for any.
fiucal year 10 the exbent that soch Loss woukd create of increase 3 defict in such Mesber's Afjusted
@ Augmented Cagital Account (as hereinafier defisd).

i} After ghving effect 1o the allocations set Torh in Sections 8.1jc) theough 4.10 T z I
Bereod, items of gross income and gain shall be alocted 1o each Member in an st and manne
ufficient to eliminate, & quickly 45 possihe, sy defidt in soch Member's Adjeted Augmented Capinal @

Arcount torthee extent than sach defich s created or increased by asy unexpected adjustments, allocations
o distribestions descried in Section 1704 1{5][2)i]() (£]-05) of the Treasury Regelations. This Section
4.1(1) amed the prowise of Sedtions £.1(s) ane intended 1 comedy with the “aferate test for ecomemic
effect” in Section 1.704-1NZ|Gild) of the Treasury Regulations and shall be interpreted consiaemly
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&) I forafiscal year, There is @ et decrease in "partnes poarecourss delit minisem

i, then shall be af L or gain egsal 1o such Member's share.

1 of g et decrease, determined weder Section 1.704-2(1] of the Treasury Regulations. Howewer, in
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B} for a fiscal year, there is & met decrease in “partnership minises gain,” teen
wach Memder thall be allccated itews of lacoms and gals equal to wch Member's share of ssch net
Secomise, determined in aceordamce with Sections 1702-2(1) and 1704-2(g) of the Treasury Regulations.

FIGURE 5-2
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If you select text, you can highlight it, underline it, strike through it, copy it, or edit from the

Text Selection

floating menu that appears.

&

In Ohio Limited Liability

an

Company pu

by the filing of Articles of Organizat

FIGURE 5-3

Comments Tools

The Comment tools, found on the Tools screen (see page 4), allow you to annotate the PDF with:

Sticky notes
Highlighting
Underlining

Strike throughs
Notes to replace text
Insertions

Text comments
Text boxes

Free hand drawings
Stamps
Attachments

Shapes

CHAPTERS

Comment

B ¢ T T % T TIHEHY & & & 4

Close

FIGURE 5-4
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Comments Pane

Annotations added with the Comment tools appear in the Comments pane.

HMS5C Operating Agreement - Adobe Acrobat Pro DC (32-bit) — O X
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FIGURE 5-5

From the Comments pane, you can post comments, reply to comments, delete comments,
change comments properties, or mark comments as completed.

Posting Comments

When you post a comment, you can mention others by email address in the comment using @.
When others are mentioned, the PDF will be saved to Acrobat's Document Cloud and they will
be provided access to it. You are not required to mention anyone to post a comment. Posting
comments is required for replying to comments (see below).

9 ddavisroe 2:24 P
‘ﬁ Highlighted Text

This needs verified

@jschoenberger@affinityconsulting.com

e

FIGURE 5-6
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Replying to Comments

You can reply to posted comments by clicking on the comment in the Comments pane, and

adding your reply in the Add a reply... box. Unposted comments cannot be replied to. Click Post
after finishing your reply.

You can also mention others by email address in the reply using @. When others are mentioned,
the PDF will be saved to Acrobat’'s Document Cloud and they will be provided access to it.

e ddavisroe 2:14 PM

Double check this citation

Add a reply...

FIGURE 5-7
Deleting Comments

To delete a comment, click on the ... button to the top-right of the comment in the Comments
pane, and select Delete.

9 ddavisroe 2:14 PM ﬁ'\ ‘ ‘
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Add a comment...

Delete
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Set Status 3
9 ddavisroe 2:24 PM Properties
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FIGURE 5-8
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Changing Comment Properties

To change comment properties, such as colors, click on the ... button to the top-right of the
comment in the Comments pane, and select Properties.

9 ddavisroe 214 FM I?\ ‘ ‘
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Add a comment...

Delete
@
Set Status 3
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& Highlighted Text Add Checkmark

FIGURE 5-9

Marking Comments as Completed

To change the status of a comment, click on the ... button to the top-right of the comment in
the Comments pane, and click on Set Status, and select the desired status.

9 ddavisroe 2:14 FM o P | -

& Highlighted Text

Add a comment...

Delete
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FIGURE 5-10

Text Comments

Text comments allow you to add text to a PDF, similarly to the Add Text tool (see page 27). Text
comments, however, appear in the Comments pane and appear in the Commments summary.

Comment E ﬂ I T ﬂ:IE.I T@ y @ 'g" @v 4;"' o

FIGURE 5-
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You can change the font, font size, font color, and line spacing of text comments. If you want
more formatting options, consider the Add Text tool (see page 27). To change the formatting of

a Text Comment, click on the Aa button.

B 2T THTLTHEEQSE & 4

Aa

Courier - 10 - . I: *E
FIGURE 5-12
Text Boxes
Text boxes allow you to add text inside a box anywhere on your PDF.
et @ 2 T T H LI @ & & & A -
FIGURE 5-13

With text boxes, you can change the font, font size, font color, alignment, and make the text bold,

italics, underlined, stricken through, subscript, or superscript using the Aa button.

B 2T T TLTIEHZYZQ& & &

Aa

Times Roman - 14 - .

T I T T T T

FIGURE 5-14

To change the box properties, such as the outline or fill color, click on the ... button to the top-

right of the comment in the Comments pane, and select Properties.

9 ddavisroe 2:14 PM #\ ‘ ‘

& Highlighted Text

Add a comment...

Delete
@
Set Status 3
@ ddavisroe 2:24 PV Properties
& Highlighted Text Add Checkmark

FIGURE 5-15
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You can insert other files (such as a Word file) into a PDF. It appears as an icon and if you double
click it, the original file will open in its original format (it is not converted to PDF).

You can record voice messages and attach them to PDF using Attach Files.

CommentEﬁI?ﬂﬁaT&Ti@&'%j'

waw

FIGURE 5-16

Printing Comments

When you print a PDF with annotations, you need to do two things to make sure they all appear
on the printed version. First, you need to go into Acrobat's Preferences (Edit menu »
Preferences), then click on Commenting # check Print notes and pop-ups.

Preferences

Categories:

l Commenting IA
aeamen
Full Screen

General
Page Display

Accessibility

Action Wizard

Adobe Online Services
Catalog

Color Management

Viewing Comments
Font™: | Segoe Ul
Pop-Up Opacity: |35 ~

Enable text indicators and tooltips

I [] Print notes and pop-ups I

Show lines connecting comment markups to their pop-ups on mouse rollover
Ensure that pop-ups are visible as the document is scrolled

Show comments pane when a PDF with comments is opened

e

Font Size*:

10

FIGURE 5-17
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Then, when printing, under Comments & Forms, select Document and Markups to print the

comments.

Printer: | Columbus Office 2

Copies |1 =

Pages to Print

(® All () Current

* More Options

() Pages

Page Sizing & Handling (1)

Size Poster

OFit
(®) Shrink oversized pages

() Actual size

[] Choose paper source by PDF page size

[ Print on both sides of paper

Orientation:

(® Auto () Portrait

Comments 8 Forms

Multiple

() Custom Scale:

||Ducument and Markups ~

Page Setup...

v Properties

[J Print in grayscale (black and white)

|1-1r;

Booklet

100 %a

() Landscape

Summarize Comments

Advanced

[ save ink/toner

Scale: 9653
8.5% 11 Inches

®

Page 4 of 16

Print

Cancel
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Comment Summaries

To create a comment summary, click on the

Comment pane and select Create Comment Summary...

& comments

Q 5 v[-

2y

PAGE

o

sdfsq

©

Ope

Add

Dout

Expand All

Collapse All

Print with Comment Summary...

Create Comment Summary...

Import Data File...
Export Selected to Data File...
Export All To Data File...

Export to Word...
Export to AutoCAD...

Commenting Preferences...
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Filtering Annotations

You can filter or display the annotations by author, comment type, or color Click on the filter
button in the Comments pane:

6 comments Q % .

COMMENT BY

ddavisroe

TYPES

| Highlight | [ Sticky Note | | Text Box |

[ File Attachment l

COLOR

Hide All Comments

FICURE 5-20

Floating Toolbar Options

When the Comments tools are closed, you can then change comment properties using the
floating toolbar. To use the floating toolbar, click on the annotation and then select click on the

colored circle.

S

OPERATING AGREEMENT |( "4

FIGURE 5-21
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CHAPTER 6
REDACTION

Importance of Proper Redaction

The importance of properly redacting a document cannot be understated. Using the Redaction
tools, as described in this chapter, is the only proper way to redact information. Any other
method may result in the disclosure of redacted information. One merely needs to read the news
to see prominent attorneys in trouble for improperly redacting documents.

Step 1: Save a Copy First

Redactions cannot be undone unless the PDF is closed without saving changes. Therefore,
you want to start by saving a copy of your PDF. Keep the original intact and redact the
information from the copy.

Step 2: Open the Redaction Toolbar

Start by opening the Redact toolbar (see page 4).

I Redact E Redact Text & Images - @-"" Sanitize Document
FIGURE 6-1
Set 3: Set the Redaction Properties

To change the redaction to any color other than black or use overlay text, you need to change
the Redaction Properties. Click on dropdown arrow next to Redact Text & Images and select
Properties. Once redaction properties are set, the PDF is ready for redaction.

Redact E Redact Text & Images ~ @-"" Sanitize Document

Bookmarks X [Lf} Redact Pages . Lj\
(& o .S
4 Find Text & Redact
0 B wle B 7 :
incnlysncy or " HRESIES ARTICLE 8
FIGURE 6-2

Step 4: Mark for Redaction

Once the properties are set, mark the information to be redacted by manually selected the
information, searching for the information, or redacting whole pages.

Manually Redact Text and Images
1. Click on the Redact Text & Images button.
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2. Select the text/image to be redacted.

3. Continue to select text and images until all information to be redacted is marked.

Search and Redact

Warning About Searching to Redact

The Search and Redact function will not catch misspellings or text not explicitly searched for.
When using the Search and Redact function, it is critical that one review the PDF to ensure

that all information has been properly selected and marked for redaction. To search for text
and mark it for redaction:

1. Click on the Redact Text & Images dropdown arrow # Find Text & Redact.

Redact E Redact Text & Images ~ @ Sanitize Document

Bookmarks X = 2 E‘\}
@ I‘% Find Text & Redact

u = @ Eb D’A 4F‘r0perties

R ARTICLE 8
incnlvency or A

FIGURE 6-3
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2. Perform a search for the desired text, phrase or pattern.

Search — O >

Arrange Windows

Where would you like to search?
(®) In the current docurment
iy All PDF Documents in

| (i My Documents ~

Search for
() Single word or phrase
() Multiple words or phrase
(®) Patterns

| Social Security Numbers w

Search & Remove Text

This pattern will search for 9-digit social security numbers, either
consecutive or 3 digits plus 2 digits plus 4 digits (separated by
punctuation marks).

For example:
123-45-6789

Choose different locale for patterns

FIGURE 6-4
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3. Click on the Search & Remove Text button.
4. Select the results you would like to mark by checking the boxes to the left of the result list.

5. Then select Mark for Redaction.

Redact Whole Pages

Select Redact Text & Images dropdown arrow ® Redact Pages.

Redact 2y Redact Text & Images v @-"" Sanitize Document

IL-B Redact Pages =
@ Bookmarks X 7 ~ E‘\}

§5), Find Text & Redact
- 3
u @ Eé} D’A .4 Properties

incoluenoy or A

ARTICLE 8

FIGURE 6-5

Step 5: Apply Redactions

Once the redactions are marked, click on the Apply button to apply the redactions.

I Redact E Redact Text & Images ~ @-"" Sanitize Document m ( Close )

FIGURE 6-6

Do Not Skip Applying Redactions

Once redacted, you will not be able to undo the redaction (unless you close the PDF without
saving). Be sure to save the redacted PDF. If you do not apply redactions, then any information
marked for redaction in Step 4 remains easily readable.
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ELIMINATING METADATA

PDFs, just like word processing documents, have metadata. To remove metadata from a PDF:

1. Open the Redact toolbars (see page 4).

2. Click on Sanitize Document.

I Redact E Redact Text & Images ~ @-““ Sanitize Document

FIGURE 7-1

3. Click on the Click Here link to selectively remmove metadata.

Sanitize Document

Removes hidden data and metadata from your document so
that sensitive information is not inadvertently passed along
when you publish your PDF. ()

To selectively remove hidden inform atimlw Click Here.

FIGURE 7-2
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4. Check the boxes next to the information you want to remove.

&

Remove Hidden Infor.. X

0 ]~
Status:
555 Finding Hidden Information.. .Done
|
Remove

Results: @ @

w 15 Judge-s-Entertaining -0

3 [ Petadata (1 tem)

Fookrmarks

2
b

1

Hidden text (29 pages

Peleted or cropped ¢

5 & %

inks, actions and jaw

FIGURE 7-3

5. Click on the Remove button.
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TRAINING TO US.

- Comprehensive digital courses « Live training sessions
- Affordable membership plans - “Ask the Expert” sessions
- On-demand training videos - Customizable training plans

Affinity Insight offers insightful training programs created by legal professionals for
legal professionals. Our digital courses and training membership plans give you
access to some of Affinity’'s most dynamic law firm management and legal
technology trainers—not just for a day or a week, but all year long. Join live training
sessions with your peers or learn at your own pace with bite-sized, on-demand
training modules. Design a custom training plan for yourself or everyone in your firm.
Learn more at https://affinityinsight.com
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