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CHAPTER 4

CREATING PDFS

CHAPTER 4

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

What Can Be Converted to A PDF

If you have the right hardware and software, you can create PDFs from just about anything,
including electronic files (Word, WordPerfect, PowerPoint, Excel, etc.), paper documents, web

pages, email, and even something you've copied to your computer's clipboard.

Microsoft Word Integration

Using the Acrobat Ribbon or buttons in Microsoft Word is superior to using a print driver to create
PDFs because you can automatically create hyperlinks and bookmarks in your PDF based on
styles, cross references, and tables of contents. See Chapter 18 for more information about links

and bookmarks.

You can also create hyperlinks and bookmarks with the Export - Create PDF/XPS button, but

you have less control over when they are created.

Acrobat Ribbon
Creating PDFs from Acrobat Ribbon

From the Word document that you wish you convert to a PDF:

1. Click on Create PDF on the Acrobat ribbon.

ﬂ AutoSave @ Microsoft Teams for Legal Professionals.docx - Saved to this PC - £ search
File Home Insert Design Layout References Mailings Review View Developer Grammarly  Acrobat
- L= .y -y - - -
&= & L& L
Create Preferences Create  Mail Create and Acrobat Create PDF and
PDF and Share Merge = Send For Review Comments ~ Run Action ~
Create Adobe PDF Create and Share Review And Comment Create and Run Action
FIGURE 4-1
PAGE 12
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CHAPTER 4

2. Click on the Options button to create a PDF/A file or create bookmarks based on styles or

Word bookmarks.

L Acrobat PDFMaker

POF Options

[ ] Create PDF/A-1a:2005 compliant file
[+*]Enable Accessibility and Reflow with tagged Adobe POF

[+#] Create Bookmarks
Convert Word Headings to Bookmarks
[ ] Convert Word Styles to Bookmarks

Pt

] Convert Word Bookmarks
|| Convert Comments
Page range
(@ all
l:::l Current page
Selection
(U Page(s) Fram: |0 =1 To: |0 =
Cancel
FICGURE 4-2

Advanced Settings

Advanced PDF creation settings can be found by clicking on Preferences on the Acrobat ribbon.

ﬂ AutoSave 'i. Off;:' Microsoft Teams for Legal Professionals.docx - Saved to this PC - £ search
File Home Insert Design Layout References Mailings Review View Developer Help  Grammarly  Acrobat
. [&=] e = : . [
Createf Preferences Create  Mail Create and Acrobat Create PDF and
PDF and Share Merge = Send For Review Comments ~ Run Action ~
Create Adobe PDF Create and Share Review And Comment Create and Run Action
FIGURE 4-3
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To ensure that bookmarks and links are created, check the boxes on the Settings tab.

.

Seftings Securty Word Bookmarks

POFMaker Settings
Conversion Settings: | Standard v
|se these settings to create high quality Adobe PDF documents suitable for a ~

delightful viewing experence and printing of business documents. Created PDF W

View Adobe PDF result

Prompt for Adobe PDF file name

[+ Convert Documert Information Advanced Settings ...
PDF/A Compliance: | None w

Application Settings

Create Bookmarks
Add Links

and Reflow with tagged Adobe PDF
[ ] Enable advanced tagging

FIGURE 4-4
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To require a password to open the PDF or require a password to edit the PDF, check the
corresponding box on the Security tab.

L Acrobat PDFMaker X

Settings Securty Word  Bookmarks

Encryption Level:  128bit AES - Compatible with Acrobat 7.0 and later

] Require a password to open the document

Document Open Pazsword:
@ When set, a document password is required to open the document

Pemissions

] Restrict editing and printing of the document. A password will be required in order to
change these permission settings

Change Permizzionz Password:

Frinting Allowed: | High Reselution

Changes Allowed: | Sny except extracting of pages
Enable copying of text, images, and other contents
Enable text access for screen reader devices for the visually impaired

Enable plaintext metadata

Restore Defauits Cancel

FIGURE 4-5

To identify which styles in your Word document will be bookmarked, click the Bookmarks tab
and check off the appropriate styles. Ifyou aren’t using Word's styles feature in this manner and
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would like to learn so that you can instantly create fully bookmarked PDFs with no manual labor,
contact Barron Henley (bhenley@affinityconsulting.com) for information about training options.

L Acrobat PDFMaker -

Settings  Securty Word — Bookmarks

b i

Note that you also have
the option to convert
Word bookmarks to PDF
bookmarks

Bookmark Options

B Convert Word Headings to Bookmarks
[] Convert Word Styles to Bookmarks
[ Convert Word Bookmarks

Elemert Type Bookmark  Lewel
“=Heading 1 Heading ] 1
“=Heading 2 Heading ] 2
"=Heading 3 Heading ] 3
“=Heading 4 Heading ] 4
“=Heading & Heading ] 5
“=Heading & Heading ] G
"=Heading 7 Heading ] 7
“=Heading 3 Heading (] 8
“=Heading 9 Heading ] 9
1] Balloon Text Style ] 1
1] Bibliography Style ] 1
1] Block Style ] 1
9] Block Text Style ] 1
T Dlacle Muinta Chide — 1

o Restore Defaults | 0] 4 Cancel Help

FIGURE 4-6

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 16



M,

~
—

Affinity

CHAPTER 4

Save as Adobe PDF

Using the Save as Adobe PDF button in the File menu works exactly the same as the Create

button on the Adobe Ribbon.

® Good afternoon

DNC’W

= Open

Info -.)

Welcome to Word

Blank document
Save

Save As

Take a tour

Microsoft Teams for Legal Professionals.docx - Saved to tH

Single spaced (blank) Blue grey resume Snapshot calendar

Save as Adobe £ Search

PDF

FIGURE 4-7

Export - Create Adobe PDF

Using the Export, Create Adobe PDF button on the File menu works exactly the same as the

Create button on the Adobe ribbon.

© Export

|_|-|_| Home

DNE‘W

= Open S

Info
Save
Save As

Save as Adobe
PDF

Print

Share

ADOBE ACROBAT FOR LEGAL PROFESSIONALS

Microsoft Teams for Legal Professionals.doc

5 : Create Adnbe PDF
™ Create Adobe PDF _

L b Convert to PDF using Adobe Acrobat

- ‘— Viewable and printable on most platforms
Create PDE/XPS Document Cre;te Reliable and.s.ecure way of exchanging and archiving documents
:I._. Adobe PDE Preserves original document look and feel
F‘Z’ Change File Type
FIGURE 4-8
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Export As PDF/XPS Or Save As PDF

The Export, Create PDF/XPS Document button on the File menu allows you to create a PDF
regardless of whether Acrobat is installed and integrated with Word.

Microsof]

© Export

|_|-|_| Home
B e EE Create a PDF/XPS Document
D i w B Preserves layout, formatting, fonts, and images
B Goen ®  Content can't be easily changed
¢ i & Create PDF/)(PS Document B Free viewers are available on the web
Infa )
Fﬁ Change File Type %
s Create
PDF/XPS

Save As

Save as Adobe
PDF

Print

Share

Export

FIGURE 4-9

Alternatively, if you find the foregoing to be too many steps, you can perform the exact same
operation by simply saving your Word file as a PDF by changing the Save as type setting to PDF.

= E=aR.th Circuit Court of Appeals Brief.pd

Save astype: PDF (*.pdf)

Authors: Barron Henley Tags: Addatag

Optimize for; € Standard {publishing
online and printing)

() Minimum size
{publishing cnling)

Options...
[] Open file after publishing

FIGURE 4-10
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To create a PDF/A or create bookmarks from heading styles, click on Options button in the save

dialog.

File name: | 2th Circuit Court of Appeals Brief.pd

Save astype:  PDF (*.pdf])

Authors:  Barron Henley Tegs: Addatag
Optimize for: Staljdard {put_:.lis'hing Options...
cnline and printing)
) Minimum size [ ] Open file after publishing
(publishing online)
FIGURE 4-T

Now check the appropriate boxes. With this method, you are unable to select styles other than
the heading styles. If you need to create bookmarks from styles other than the heading styles,

use one of the methods described above.

Options

Page range

@ An
() Current page

Selection

Publish what
@ Document

Opage(s] From: |4 ;:'. T

Document showing markup

Include non-printing information

T X

(® Headings

Create bookmarks using:

Q Word bookmarks

R rDrocument properties
Document structure tags for accessibility

PDF options

t

|_| Optimize for image guality
Bitmap text when fonts may not be embedded

Encrypt the document with a password

Cancel

FIGURE 4-12

TIP: Note that Export to PDF/XPS or saving as PDF is often dramatically faster than printing to
PDF or clicking the Create button on the Adobe Ribbon. Further, it creates smaller PDF files. For

ADOBE ACROBAT FOR LEGAL PROFESSIONALS
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example, when | used the Create button on the Adobe Ribbon to make a PDF from a 143 page
Word document, it took nearly 3 minutes to complete and the resulting file was 558 MB. When
| saved as PDF with the same filg, it took 14 seconds and the resulting file was 4.82 MB. As such,
we recommend that you use this method for creating PDFs directly from a Word file because it's
faster, the resulting PDF files are smaller, and you can still have Word automatically create
bookmarks for you as part of the process.

Print Driver

You can “print” a Word document as a PDF using Adobe PDF or Microsoft Print to PDF print
drivers. You cannot automatically create bookmarks or links in the resulting PDF when using a
print driver.

From the File menu, click on Print, and select either Adobe PDF or Microsoft Print to PDF as
your printer. However, we do NOT recommend suing the Microsoft Print to PDF method
because it is slow, there’s no way to have it automatically create bookmarks, and the resulting
files are much larger than they should be. For example, if | take the same 143 page Word
document mentioned 2 paragraphs above and Microsoft Print to PDF, the resulting file is 10 MB
compared to the same PDF produced by Saving As PDF which was 4.82 MB.

© Print
() Home [g] Copies: | 1 §
D MNew
Print
= Open
Printer W
. Adobe PDF
on| Get Add-ins ~
= Ready |
Info a==. Adobe PDF
= Rea dy
Ve == Brother HL-L2395DW series
= Ready
Save As
desln  Fax
Save as Adobe Ready
ERE === HP Laserlet 4700
= Offline
Save As Kofax
PDF == Microsoft Print to PDF
= Ready
| .
FIGURE 4-13
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Microsoft Outlook Integration
Acrobat Ribbon

Acrobat also installs a ribbon in Microsoft Outlook. For interested in creating PDF archives of
emails and attachments, this integration can be a lifesaver.

Convert Open Email to PDF

To convert an open email to a PDF, click on the Convert to Adobe PDF button the Acrobat
ribbon.

File Message Help Acrobat

-

Convert to
Adobe PDF

Convert

FIGURE 4-14
Create PDF Portfolios from Multiple Emails or Folders

To create a PDF portfolio (see Chapter 11 for more information about PDF portfolios) from
multiple emails or an entire folder:

1. Select the emails or entire folders

2. Onthe Acrobat ribbon, click the Selected Messages button or Selected Folders button
3. Select Create New PDF...

o™ &2 Search
File Home  Send /Receive Folder View Add-ins Help  Grammarly Acrobat
— _— — [T
& | E T s
Selected | Selected Change Conversion  Setup Automatic
Messages ~ | Folders ~ Settings Archival

™. Create New PDF...

NewEmail (%5 Ruler <
& Append to Existing PDF... 3 New Email - 5 Ruler

FIGURE 4-15
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Once you've created a PDF, you can add additional emails to it by selecting the new emails and:

1. Onthe Acrobat ribbon, click the Selected Messages button or Selected Folders button

2. Either click on the desired PDF files or click on Append to Existing PDF... to locate the file.

Append to Existing PDF...

1 Ch\Users\ddavisroe\Desktop\Inbox. pdf

o™ O search
File Home  Send / Receive  Folder View  Add-ins Help
—— - =N
ol Lo [z I.EE.
L ¥ -5 o
Selected | Selected Change Conversion  Setup Automatic
Messages ~ | Folders ~ Settings Archival
™4 Create New PDF...
1 & 71 New Email

Grammarly

[ Ruler

-

| P Y

Acrobat

FIGURE 4-16

Automatic Archival

You can also set up folders to automatically create PDF archives. To set up automatic archival:

1. Click on the Setup Automatic Archival button on the Acrobat ribbon.

o¥

File Home  Send /Receive Folder View  Add-ins  Help  Grammarly  Acrobat
o [ T =
Selected  Selected = Change Conversion] Setup Au::amatic
Messages ~ Folders ~ Settings Archival
Convert Preferences Archive
FIGURE 4-17

Check the box to Enable Automatic Archival.
Select the desired frequency.

4. Click on the Add button to select the desired folders.

ADOBE ACROBAT FOR LEGAL PROFESSIONALS

PAGE 22



L Acrobat PDFMaker

Settings Securty Automatic Archival

Automatic Archival Settings

Enable Automatic Archival Run Archival Now
Frequency. (@) Daily
() Weekly Sunday
(O Morthly 1 Day of Month
Run at: | 1:45:00 PM L$*'|
[ Maintain Log of Archival
Log File: Choose File...
[ ] Embed index for faster search
Choose Folders for Automatic Archival
Folder PDF Archive File

2020 Reflections

C:\Users ddavisroeDropbox (Affinity)\Danielle\Reflect ...

_Fiestare Defaults

Delete Change Archive File...

QK Cancel

FIGURE 4-18
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Create PDFs from Acrobat

Acrobat can create PDFs from single files, scanners, web pages, your computer’s clipboard, and
multiple files. To get started, click on Create in the dropdown and select the desired

method.
en.. Ctrl+0
n recent files b

s |  ©DF from file_

Combine files
PDF from scanner

PDF from web page..
PDF from clipboard

Save as other >

Combine files info a single PDF..
Export a PDF )

Create multiple PDF files_.

Create form._.
Reguest e-signatures

PDF portfolio_.

Blank page

FIGURE 4-19

Alternatively, you can click the new [ + Ceate | hutton at the top of the Acrobat interface. This

button provides the same options as the tool.

From Single Files

To create a PDF from a single file, from the button, select Create, and click on PDF from
file...Then select the file to be converted.

&y |+ Create

en.. Ctri+0O

n recent files >

—- PDF from file_

Compbine files

nOsr £

FIGURE 4-20
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From Scanner

If you have a TWAIN or WIA compliant scanner connected to your computer, then you can create

PDFs from paper documents from the button, by selecting Create, and clicking on PDF
from Scanner...

2. Ctrl+0O

n recent files >

: ‘ PDF from file_.
Compbine files II

PDF from scanner

OGE fram asenb s

FIGURE 4-21

Under Scanner, select the scanner to be used.

Scanner

WIA-HPTBC3SZE (HP Officelet 3830 s b

FIGURE 4-22

You can either create a new PDF from the scan or append the scan to an existing file. To append
it to an existing file, check the box and select the file.

Scanner

WIA-HP7BC32E (HP Officelet 3830 s v

Append to Existing File C:\Users\ddavisroe\Ap..»  Browse

FIGURE 4-23
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To change the scanner’s settings, click on the gear icon.

Scanner

WIA-HP7BC32E (HP Officelet 3830 s v

Append to Existing File C:\Users\ddavisroe\Ap..»  Browse

FIGURE 4-24
From Web Page

To create a PDF from a web page, from the button, select Create, and click on PDF from
Web Page...Then select the file to be converted.

en_ Ctrl+O

n recent files >

: PDF from file_.

Combine files

PDF from scanner

PDF from web page..

DL frnmn lichaed

FIGURE 4-25

Enter the URL.

To capture more of a web site than a single page, click on Capture Multiple Levels.

Create PDF from Web Page X
URL: www.affinityconsulting.com| w Browse
@ Capture Multiple Levels Create Cancel Settings...
FIGURE 4-26

Click on the Settings... button to create bookmarks automatically.

From Clipboard

When you copy content, it is added to your Windows clipboard. The Windows clipboard allows
you to paste that content into other programs.

To create a PDF from your clipboard, from the button, select Create, and click on PDF
from Clipboard.

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 26
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... Ctrl+0
n recent files >

: PDF from file_

Compbine files
PDF from scanner

PDF from web page_.

PDF from clipboard

Save as other b

ammbina Elac indo o cinale DINC

FIGURE 4-27

From Multiple Files

Adobe Acrobat can combine multiple files into a single PDF. See Chapter 10 for instructions on
how to combine files into a single PDF.

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 27
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COMBINING FILES

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Acrobat can combine multiple files of multiple file types into a single PDF. There are a wide
variety of ways that you can combine files, including dragging and dropping into the Page
Thumbnails or Organize Pages view as discussed in Chapter 9.

While dragging and dropping files works, the methods discussed below are superior because
you can create a bookmark for the first page of each file. Bookmarks, discussed further in Chapter
18, make navigating the PDF easier.

Menu Button

To combine multiple files into a single PDF from the button, select Create, then
Combine Files into a Single PDF...

Ne—

n. Ctri+0O

n recent files >

4 PDF from file_

Compbine files

PDF from scanner
PDF from web page_.
PDF from clipboard

Save as other
Compbine files into a single PDF.

Export a PDF >

Lo o)

FIGURE 10-1

See page 55 for next steps.
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Home Screen

From the Home screen (see page 3), click on Combine Files

= Menu ()  RELEASEANDSETTLEMENTA_ Operating Agreement pdf + Create

Welcome to Acrobat, Barron

Recent

I—b Share Send foer comments E Edita PDF E“;', Create 2 PDF I'_-}j Combine files @ Request e-signatures K Fill & Sign

Starred

FIGURE 10-2

See page 55 for next steps.

Tools Screen

From the All Tools pane (see page 5), open the ‘E}B Combi"ﬁ'ﬁles‘ tool.

See page 55 for next steps.

File Explorer

From File Explorer, select the files to be combined. (Hold down Ctrl or Shift while clicking to
select multiple files). Right-click, and select Combine files in Acrobat... Note that if you have
Windows 11, when you right-click, you'll need to select Show more options from the menu that
appears in order to see the option shown below.

Mame ll Date modified

1 =

i Briefpdf | o with Adobe Acrobat DC

1] Simon - 194 | s

1% Si g

:l Simon v My i S
CRC SHA >

@ Combine files in Acrobat...

FIGURE 10-3
See below for next steps.

Combing PDFs from Combine Files

Regardless of how you get to the Combine Files tools:
1. Click on the Add Files button.

2. Select the files to be combined (use Ctrl or Shift + click to select multiple files).
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3. To add additional files, click on the Add Files... button.
= Menu | () RELEASEANDSETTLEMENTA. | Operating Agreement pdf New document X |+ Create QL =6 — (m] X
8 8@ S T o ...
Name I Page Range Size Modified Bookmark for File Warnings/Errors
%= Confidentiality and Non Disclosure Agreem...  All Pages 131.11KB 1212/2021 4:33:35 PM Confidentiality and Non Disclosure Ag...
7 Release and Settlement Agreement. pdf All Pages 76.85KB  10/18/2019 9:28:09 AM  Release and Settlement Agreement.pdf
@ Operating Agreement.pdf All Pages 66580KB  6/13/2017 1120:45 PM Operating Agreement.pdf

FIGURE 10-4
4. Toreorder the files, select the file(s) to be moved and click on the Move Up or Move Down
buttons.

= Menu | () RELEASEANDSETTLEMENTA_ Operating Agreement pdf New document X |+ Create QL se - (m] X

Combine files [} Addiiles 5 o a2 E {8 oOptions I 1T MoveUp 4 Move Down I
Name Page Range Size Modified Bookmark for File Warnings/Errors
%5 Confidentiality and Non Disclosure Agreem..  All Pages 131.11KB 12/12/2021 4:33:35 PM Confidentiality and Non Disclosure Ag...
L | Release and Settlement Agreement.pdf All Pages 76.85KB 10/18/2019 9:28:09 AM  Release and Settlement Agreement pdf
74 Operating Agreement.pdf All Pages 66580KB  6/13/2017 1120:45 PM Operating Agreement.pdf

FIGURE 10-5
5. Toadd a bookmark for the first page of each file, click on Options.

(T} 88 E T Move Up 4 Move Down

FIGURE 10-6
6. Check the box to Always add bookmarks to Adobe PDF and click OK.

Combine files (3 Addfiles

Options X

5

File Size: [

Other options

[] Always enable accessibility and reflow

B Always add bookmarks to Adobe PDF

B continue combining if an error occurs
[] save as PDF Portfolio
Convert all files to PDF when creating a portfolio

[] Always delete source files after combining

oK Cancel

FIGURE 10-7
7. Click on the Combine button.
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REDUCING PDF FILE SIZE

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Creating PDFs that are small enough to e-file or email starts with the creation of the PDF. Using
the right method will create higher quality PDFs that are also smaller. Even after creating PDFs
with the best method, they are sometimes too large to e-file or email. In that case, Acrobat can
compress the file for you.

Determining PDF File Size

Open the PDF in Acrobat, from the button, click Document Properties. On the
Description tab, under Advanced, check the File Size.

Advanced
PDF Producer: Acrobat Distiller 81.0 (Windows)
PDF Version: 1.6 (Acrobat 7.x)

Location: C\Documents\HMU Consulting\Bar Other Associations...\Final Versicns of Chapters!,

File Size:  2.83 MB (2,965,680 Bytes)

Page Size: 8.50x11.00in MNumber of Pages: 311

Tagged PDF: No Fast Web View: No

FIGURE 12-1

PDF Creation

Whenever possible, create a PDF directly from the original file's editing software (such as
Microsoft Word) rather than by scanning in a paper version of it. If, however, the resulting PDF is
still too large, you may need to change some settings before converting. See Chapter 4 for more
information on creating PDFs.
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Acrobat Ribbon

When creating PDFs from the Acrobat add-in for Microsoft Word, click on Preferences on the
Acrobat ribbon. On the Settings tab, change Conversion Settings to Smaller File Size to create
a smaller PDF.

L Acrobat PDFMaker X

Settings  Securty Word Bookmarks
P

Conversion Settings: | Smallest File Size w

Use these settings to create Adobe PDF documents best suited for on-screen ~
display, e-mail, and the Intemet. Created PDF documents can be opened with W

FIGURE 12-2

MS Office Export

When creating PDFs from the Microsoft Office Export button, choose Optimize for: Minimum
size (publishing online).

File name: | Adobe Acrobat for Legal Professionals.pd v
Save as type: | PDF (*.pdf) v
] Open file after publishing Optimize for: @Starjdard \]'publi:thijg Options...
online and printing)
() Minimum size
(publishing online)
» Hide Folders Tools ~ Publish Cancel
FIGURE 12-3
Scanning

File size when scanning a document to a PDF is impacted by three things: 1) color mode, 2) dpi
and 3) number of pages.

e Color Mode: Most scanners will allow you to scan in color, black and white or grayscale.
Even if the document you're scanning has no color in it, the resulting scanned
document will be larger if you scan with color mode set to color. The same thing is true
with grayscale. To keep file size small, you want your scanner's color mode set to black
and white.

e DPI: DPI stands for dots per inch, and this is the resolution your scanner is set to. The
higher the dpi, the better the quality. However, as you increase dpi, you also increase
file size. Most scanners can scan between 100 to 1,200 dpi. A good balance between
quality and file size is 300 dpi.

¢ Number of Pages: The more pages you scan, the larger the resulting file size. If you
scan at 300 dpi black and white and the file is still too large, then there are still ways to
reduce the file size as described below.
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Compressing PDFs

You can compress a PDF to reduce its file size by reducing its file size from the button
or by using the Optimize PDF tools. The Optimize PDF tools include more advanced options.

Menu Button

CHAPTER 12

From the button, Save as other, then click on Reduced size PDF. Then, choose where

to save thefile.

Pen.. Cirl+0
pen recent files )
ate >

bine files

- o ﬁ 2023-09-20- Letterof U_. X + Create

G,
Saviles. Shift+Ctri+5 =
>
Save as other “J Reduced size PDF_
Export a PDF >

Protect Using Password

Reguest e-signatures

Chorn filn

Certified PDF_.
Reader extended PDF
Optimized PDF.

FIGURE 12-4

Optimize PDF Tools

Open the Compress a PDF tool (see page 5) to get started.

Simple Optimization

Click on Single File or Multiple Files to run the same file size reduction as the button.

REDUCE FILE SIZE

:B: Single file

{ Compress a PDF

173: Multiple files

FIGURE 12-5
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Optimization Settings

To change the optimization settings, click Advanced Optimizations.

€ Compress a PDF
REDUCE FILE SIZE
O single file

: Multiple files

Advanced Optimization

E,b Optimized Scanned Pages

I5q Preflight

PDF Optimizer
ST Standard v Delete Save Audit space usage_.
Current PDF Version: 1.7 (Acrobat 8.x) Make compatible with:  Retain existing
B images Image Settings
8 Fonts Color Images :
(O] Transparency

8 Discard Objects
@ Discard User Data
@ Cleanup

Downsample:  Bicubic Downsamplingto ~  [150 ppi for images above (225 Ppi.

Compression:  JPEG v Quality: Medium

Grayscale Images :

Downsample:  Bicubic Downsamplingto |150 ppi for images above |225  ppi.

Compression:  JPEG ~ | Quality: Medium

Monochrome Images :

Downsample:  Bicubic Downsamplingto |300 ppi for images above [450  ppi.
Compression:  JBIG2 ~ Quality: Lossy ~

All units are in pixels per inch (ppi).

@ optimize images only if there is a reduction in size

CK Cancel

FIGURE 12-6

ADOBE ACROBAT FOR LEGAL PROFESSIONALS

PAGE 66



CHAPTER 13
SPLITTING PDFS

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Splitting the PDF into Multiple PDFs

If a PDF cannot be reduced to the necessary size (see Chapter 12), the PDF will need to be split
into multiple smaller PDF files. PDFs may be split for other reasons, but file size is the most
common reason.

Open the Organize Pages tool (see page 5). Click on the Split button.

PAGE OPTIONS

2D e m B

D,. Insert

E"j Replace

(% Split

Split by Pages

Bates nu ‘ Number of pages v H 2 ‘

' Number of pages v

[E Set pagei File Size

' Top level bookmarks

Page trai - m
. S

FIGURE 13-1
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You can spit by number of pages, file size, or top-level bookmarks (see Chapter 18). Splitting by
file size will ensure that the resulting PDFs are small enough to fall under the maximum size.

Split by Mb

| Pl S v H 2 ‘

Split multiple files

{@} Qutput options

=

FIGURE 13-2

Click on the Output Options button to set where the files are saved and how they are named.

Output Options X

Target Folder
Q) The Same Folder Selected at Start

(C) A Folder on My Computer

File Labeling
File name
Use bookmark names for file names
() Add label and number before original name

© Add label and number after original name

@ Use label: Part

@ Use separator between original name and label: |_

@ Do not overwrite existing files

OK 1 Cancel

FIGURE 13-3
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CHAPTER 18
BOOKMARKS AND LINKS

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

Bookmarks allow you to easily navigate through a PDF using the Bookmarks panel. From the
Bookmarks panel, you can click on a bookmark to be taken to that place in the PDF.

Showing the Bookmarks Panel

To show the Bookmarks panel:
1. Open the Navigation Pane (see page 9).

2. In the Navigation Pane, click on the Bookmark Icon to open the Bookmarks panel and
any existing bookmarks.

VIENT

RS, LTD.,
¥ COMPANY

b made and entered into this 19th day of
INLEY"); PAUL J. UNGER, ("UNGER"); and

FIGURE 18-1

Creating Bookmarks

The easiest way to create bookmarks is at the time you convert a Word formatted using heading
styles into a PDF (see page 12). If, however, you need to add bookmarks to an existing PDF:

1. Scroll until the text you want to bookmark is at the top of the Document screen.

2. Right-click on the text, and select Add Bookmark. You can also add a bookmark by
clicking in the document where you want to add one and clicking the Add Bookmark
button in the Bookmarks pane.
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x Bookmarks Y

> ARTICLE I. ORGANIZATION @T

> ARTICLE Il. BOOKS, RECORDS AND
ACCOUNTING

FIGURE 18-2

3. Inthe Navigation pane, right-click on the bookmark to rename it.

Navigating With Bookmarks

To use bookmarks for navigation, open the Bookmark panel and click on the name of a bookmark
to be taken to that location in the PDF.

Customizing Bookmarks
Changing the Order of Bookmarks
To reorder bookmarks in the Bookmarks panel, drag-and-drop them into the desired order.

Nesting Bookmarks

Bookmarks can be nested underneath each other. To nest them, drag-and-drop the child
bookmark under and slightly to the right of the parent bookmark.

x  Bookmarks R Br - L
> ARTICLE . ORGANIZATION E

¥ ARTICLE Il. BOOKS, RECORDS AND
ACCOUNTING

/2.]. Books and Records.

2.2 Fiscal Year; Accounting.

2.3. Capital Accounts.

FIGURE 18-3

Changing the Format of the Bookmark Link

To change how the bookmark name appears in the Bookmark pane, right click on the bookmark

and select Properties. You can make the bookmark appear, bolded, italicized, or in a different
color.
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Bookmark Properties

Appearance  Actions

Bold & Italic
Cancel

FIGURE 18-4
Changing Zoom Level
You can control the Zoom level for a bookmarked location.

1.
2. Onthe Actions tab, click on Edit.

3. Then select the desired Zoom level.
Go to a page in this document X
Options
© Use Page Number
Page: ]3 of 16
Zoom: | Inherit Zoom -
Fit Page
O Usf Named I::t'u:'cueulsize

. |FitWidth S

S Rt visible et
| OK | Cancel
FIGURE 18-5
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From the Bookmark panel, right click on the bookmark and click on Properties.
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Changing Default Zoom Level

You can set the default zoom level for bookmarks by clicking on the Bookmark options button
and selecting the desired level under Set Default Bookmark Zoom level.

x Bookmarks B B )]
N New Bookmark Cirl+B
New Bookmarks from Structure_
v Expand Current Bookmark
Collapse Top-Level Bookmarks
+ Highlight Current Boockmark
Hide After Use
Text Size >
v Inherit Zoom Set Default Bookmark Zoom level >
Current Page Goto Bookmark
Fit Page Print Page(s)
Actual Size Print Section(s)
Fit Width Cut
Fit Visible
-
FIGURE 18-6

Showing the Bookmark Panel When Opening PDF

Many people are unaware of the Bookmarks panel and the benefits of using it. If you add
bookmarks to your PDF and share it with others, they may be completely oblivious to the
bookmarks. By setting the PDF to automatically open the Bookmarks panel, you'll bring the
bookmarks to the attention of others using the PDF and save them the step of opening the
Bookmarks panel themselves.

To show the Bookmark panel upon opening:

1. Clickon button » Document Properties...

2. Click on the Initial View tab.

3. Choose Bookmarks Panel and Page.
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Document Properties
Description Security Fonts | Initial View |Custom Advanced
Layout and Magnification
Mavigation tab: | | Bookmarks Panel and Page ~
Page layout: | Default w
Magnification: | Default e
Open to page: |17 of 29
FIGURE 18-7

4. Click OK.

Creating Links to Bookmarks

You can add hyperlinks to bookmarks in your PDF so that when someone clicks on a word or
phrase (such as a cross reference), it takes them to another part of the PDF.

To create hyperlinks to bookmarks from other text in your PDF:
1. Select the text to hyperlink, right-click, and select Create Link.

2. Change Link Type to Invisible Rectangle to avoid creating a visible box around the
hyperlinked text. Leave the Link Action on"

3. Do not make any other changes.

Create Link x

Link Appearance

Link Type: | Invisible Rectangle - |JLine Style: Solid

Highlight Style:  Invert w Color: |}
Line Thickness:  Thin

Link Action

Ocotoa page view
() Open a file
() Open a web page

Help Mext Cancel

FIGURE 18-8

1. Click on the Next button.
2. The Create Go to View dialog will appear.
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3. While this dialog is open, click on the appropriate Bookmark in the Bookmark panel.

4. Then click on the Set Link button.

Use the scrollbars, mouse, and zoom
tools to select the target view, then
press Set Link to create the link
destination.

Set Link Cancel

FIGURE 18-9

Hyperlinks can be created for any page in your PDF, regardless of whether a bookmark exists.
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CHAPTER 20
REDACTION

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

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 Redact a PDF Tool

Start by opening the Redact a PDF tool (see page 5).

a0

All tools

Create a PDF

Combine files

Edit a PDF

04

Redact a PDF
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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 a PDF X

Redact text and images

Redact pages

ga Find text and redact

Zo Set properties

(3% Sanitize document

FIGURE 20-2

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

€ Redact a PDF x

Redact text and images

F2) Redact pages

¥

ga Find text and redact

g Set properties

&) Sanitize document

FIGURE 20-3
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2. Perform a search for the desired text, phrase or pattern.

Search = a *

Arrange Windows

Where would you like to search?
© In the current document
() All PDF Documents in

—| My Documents e

Search for:
(_) Single word or phrase
() Multiple words or phrase
Q Patterns

‘ Social Security Mumbers v ‘

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
123456789

Choose different locale for patterns

FIGURE 20-4
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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 a PDF X

Redact text and images

Redact pages

ga Find text and redact

Eo Set properties

(3% Sanitize document

FIGURE 20-5

Step 5: Apply Redactions

Once the redactions are marked, click on the Apply button at the bottom of the Redact a PDF

pane to apply the redactions.

FIGURE 20-6

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

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

PDFs, just like word processing documents, have metadata. To remove metadata from a PDF:
1. Open the Redact a PDF tool.

2. Click on Sanitize document.

€ Redact a PDF

Redact text and images

(3 Redact pages
Pag:
ga. Find text and redact

B Set properties

(3¢ Sanitize document

FIGURE 22-1

3. Click on the Selectively remove button.

Sanitize document

You can remove all hidden data and metadata from your
document so that sensitive information is not passed along when
you publish your PDF. (i)

You can choose to selectively remove hidden data instead.

( Cancel ) ( Selectively remove)

FIGURE 22-2
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4. Check the boxes next to the information you want to remove.

x Hidden information s

Status:
Finding Hidden Information..Done

Remaove

Results: ® Q
W E Operating Agreement.pdf
» ||s#|Metadata (1item)

» |l Bookmarks

FIGURE 22-3
5. Click on the Remove button.
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CHAPTER 6
MAKING PDFS TEXT

SEARCHABLE

Can't find it? Something missing? Instructions not clear? Email manuals@affinityconsulting.com.

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 tool.
2. Select In This File » then click the Gear button (Settings) .

¢ Scan & OCR X n

MODIFY PAGE

&,

cC T & O 2,
ENHANCE FILE [,
Fl

* - AT
%) Enhance scanned file . IAL
[&] Enhance camera image , a‘
RECOGMIZE TEXT T

In this file | |

In multipl é——‘.‘*
rm n multiple s @,

@) Correct reca

Language
Bates numb ‘ English(US) v ‘
2
FIGURE 6-1
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3. For Output, select Editable Text and Images. See page 36 for an explanation of why this
is so important.

Pages
(®) All pages
() Current page
() From page 1 to |16
Settings
Document Language | English (US) ~
Output I Editable Text and Images ~
Downsample To | 600 dpi v
oK Cancel
FIGURE 6-2
4. Click on Recognize Text.
RECOGNIZE TEXT
T,

In this file |

[-@ In multiple f

@, Correct reco

Language

Bates numb ‘ English(US

Recognize text

FIGURE 6-3

Batch Processing

You can OCR multiple PDF files at once.
1. Open the Scan & OCR tool.

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 34



h

X\
p— CHAPTER 6
Affinity
2. Select In Multiple Files.
3. Click on Add Files... to select the files to be OCRed.
EP Recognize Text = O x
R
Recognize text using OCR on a set offiles.
MName Size Created Modified Warnings/Errors
4 Confidentiality and Non Disclosure . 13111 KB 6/6/2023 73 12/12/2021 4.
0K Cancel
FIGURE 6-4
4. Choose where to save the new files, how to name them, and whether to overwrite existing
files.
Output Options X
Target Folder

© The same Folder Selected at Start

() A Folder on My Computer

File Naming
© Keep original file names
() Add to original file names

Insert Before Insert After

| +original file name+ _pdf

8 overwrite existing files

oK Cancel

FIGURE 6-5
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5. Click OK.
6. 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 6-6

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 6-7
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