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1 INTRODUCTION 

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

PDF FILE TYPES 

PDF Files  

PDF (Portable Document Format) is a file format that captures all elements of a printed document as an electronic 
image that you can view, navigate, print, or forward to someone else. To view and use the files, you need a free 
reader, such as Foxit Reader, which you can easily download for free (https://www.foxitsoftware.com/). Once 
you've downloaded the Reader, it will start automatically whenever you want to look at a PDF file. PDF files have 
become the de-facto standard method for distributing electronic forms on the Internet. 

PDF/A 

PDF/A (archival PDF) is a type of PDF that is used for the long term storage of documents. Standard PDF files rely 
on external information, such as font libraries, to be read, and this can pose problems for retrieval far in the future. 
PDF/A files, on the other hand, have all information embedded in the file and do not rely on external information. 
This is useful for archiving, as anyone with a PDF/A reader can view a PDF/A file without the need for appropriate 
external information. The drawback to this is that because all information must be embedded in PDF/A files, they 
tend to be larger than regular PDF files.1 For a more detailed description of PDF/A, see the description provided 
by the Sustainability of Digital Formats Planning for Library of Congress Collections here: 
http://tinyurl.com/4wfwazy. PDF/A matters to law firms because many of the electronic case filing systems 
require PDF/A or may require it in the future. 

Image Only PDFs  

This type of PDF is visually an exact replica of the original document (whether the original document was electronic 
or paper-based), but it contains no text which could be searched by any program. This also means that you cannot 
copy and paste text from the document. This is usually the type of PDF that you get when you scan a document 
using a copier, scanner or multifunction machine. 

Searchable PDFs  

This type of PDF is also an exact replica of the original document, but it also contains a hidden layer of text so that 
you can search for any word on any page. PDFs created from other computer programs electronically are 
searchable by default. In other words, if I create a PDF from a Word or WordPerfect document, an Excel workbook 
or an email, they are always searchable. As mentioned above, PDFs created by scanning can be, but are not always 
searchable. The software you’re using to scan will determine whether you can create searchable PDFs. So that 
you can easily find the PDF documents you’re looking for, you want to use searchable PDFs. 

 
1 What Is PDF/A? CVISION Technologies, Inc. See http://tinyurl.com/lxqnsag 

mailto:manuals@affinityconsulting.com
http://tinyurl.com/4wfwazy
http://tinyurl.com/lxqnsag
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XPS FILES 

XPS files are essentially Microsoft's version of PDF files. They are not widely used. However, many buttons in the 
Microsoft Office interfaces refer to PDF/XPS files. 

WHY USE PDFS 

Worldwide Standard: PDFs have become the worldwide standard for the distribution of electronic documents. 
Since they are so common, it's extremely uncommon for the recipient of a PDF to be unable to open it. 

Protect the Document: pdfDocs allows you to protect a document so that the text cannot be altered. You can also 
control who may access it, whether it can be printed or opened, etc. 

Collaboration: Programs like pdfDocs makes it easy to solicit feedback, comments and proposed changes to a PDF 
document. This makes PDFs ideal for negotiating the language of a documents and the like. 

Easy Creation: You can create PDFs from any computer program that will print (such as Microsoft Word). PDFs 
can also be created with a scanner. 

Easy Combination: PDFs can be compiled from many sources and any PDF can be combined with another. 

Forms: pdfDocs allows for the creation of fillable forms and makes it easy to collect the data that is entered into 
them. 

PDFDOCS VERSIONS 

There are three versions of pdfDocs: pdfDocs Standard, Professional, and Enterprise. A comparison chart of the 
features is available here: https://www.docscorp.com/products/pdfdocs/pricing/.  

Integration with document management systems is limited to pdfDocs Professional and Enterprise. Creating PDF 
binders is limited to pdfDocs Enterprise. 

https://www.docscorp.com/products/pdfdocs/pricing/
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2 MICROSOFT INTEGRATION 

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

pdfDocs integrates with Microsoft Word, Outlook, Excel, PowerPoint, and File Explorer. 

WORD 

pdfDocs's integration with Word includes a save button, print driver, and ribbon.  

Print Driver  

When printing, the DocsCorp PDF driver becomes a printer option. Selecting DocsCorp PDF Printer as the printer 
will convert the Word document to a PDF document. 

 
FIGURES 2.1 

Ribbon 

The DocsCorp Word ribbon includes buttons to Open in pdfDocs, Import into Project, email as PDF, and Save as 
PDF.  

 
FIGURE 2.2 

Open in pdfDocs converts the existing Word document into a PDF and opens it in pdfDocs. It does not save the 
resulting PDF – that must be saved separately. 
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Import into Project imports the existing Word document into pdfDocs for use in an Organizer Project. 

Email as PDF converts the existing Word document into a PDF and opens pdfDocs to the Share function. 

Save as PDF converts the existing Word document into a PDF and opens pdfDocs to the Save As function. 

OUTLOOK  

DocsCorp pdfDocs's integration with Outlook includes a print driver and ribbon. 

Print Driver  

When printing, the DocsCorp PDF driver becomes a printer option. Selecting Docs Corp PDF Printer as the printer 
will convert the email to a PDF document. 

 
FIGURE 2.3 

Ribbon 

The DocsCorp ribbon is available when viewing emails in their own window. 

 
FIGURE 2.4 

Open in pdfDocs converts the email into a PDF and opens it in pdfDocs. It does not save the resulting PDF – that 
must be saved separately. 

Import into Project imports the email into pdfDocs for use in an Organizer Project. 

EXCEL AND POWERPOINT 

pdfDocs's integration with Excel and PowerPoint includes print driver, and ribbon.  
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Print Driver  

When printing, the DocsCorp PDF driver becomes a printer option. Selecting DocsCorp PDF Printer as the printer 
will convert the open document to a PDF document. 

 
FIGURE 2.5 

Ribbon 

The DocsCorp pdfDocs Excel and PowerPoint ribbons include buttons to open the file in pdfDocs, import into a 
pdfDocs project, email it as a PDF, or save it as a PDF.  

 
FIGURE 2.6 
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FILE EXPLORER 

Conversion to PDF  

The File Explorer integration allows documents to be converted to PDF files by right-clicking on them in File 
Explorer and selecting Open in pdfDocs. 

 
FIGURE 2.7 
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3 INTERFACE 

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

MAIN WINDOW 

The main window includes the Quick Access Toolbar, Menu Bar, Toolbar, Navigation Pane, Pages Pane, Document 
Pane, and Page Navigation and View. 

 
FIGURE 3.1 
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MAIN FUNCTIONALITY OF EACH SECTION  

• Quick Access Toolbar: Shortcuts. 

• Menu Bar: Switch between different toolbars. 

• Toolbar: Access to most commonly used features. 

• Pages Pane: Thumbnail view 

QUICK ACCESS TOOLBAR CUSTOM IZATION 

Perform a Function Frequently? Add it to your Quick Access Toolbar. Right-click on the button in the toolbar and 
click on Add to Quick Access Toolbar. 

 
FIGURE 3.2 
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4 CREATING PDFS 

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, even something you’ve 
copied to your computer’s clipboard.  

CREATING PDFS FROM MICROSOFT OFFICE  

PDFs can be created directly from documents in Word, Excel, Outlook, or PowerPoint. There are several ways to 
create them, each with their own advantages and disadvantages. 

DocsCorp PDF Ribbon (Word) 

A Word document can be converted a pdf by clicking on the Save as PDF button on the DocsCorp ribbon.  

 
FIGURE 4.1 

pdfDocs will open the document in pdfDocs and bring up the File > Save As menu. Select the appropriate location 
to save the PDF, and rename the PDF file, if needed. 

 
FIGURE 4.2 

FIGURE 4.3 
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Export As PDF (Word, Excel and PowerPoint)  

A PDF can be created from the File menu in Word by clicking on the Export button and then selecting Create 
PDF/XPS Document. 

 
FIGURE 4.4 

This will open a Publish as PDF or XPS dialog. The default settings are fine for a typical legal document. However, 
to create bookmarks in the PDF, make the PDF conform to PDF/A standards, or to export only part of the document 
as a PDF file, click on the Options button and select the appropriate options. 

 
FIGURE 4.5 



 CHAPTER 4 
 

DOCSCORP PDFDOCS FOR LEGAL PROFESSIONALS Page 11 

 
FIGURE 4.6 

Print Drivers (Word, Outlook, Excel,  and PowerPoint)  

A PDF can also be created from any Office product by using pdfDocs's print driver or Microsoft's print driver by 
clicking on the File menu and select either Microsoft Print to PDF or DocsCorp PDF from the list of Printers. 

 
FIGURE 4.7 
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The Microsoft Print to PDF driver will open a Save Print Output As dialog where the PDF can be named. The 
DocsCorp PDF driver will open the document in pdfDocs. 

Creating PDFs from Individual Emails  (Outlook)  

Open the email in its own window (not the reading pane) by double-clicking on the email. On the DocsCorp ribbon, 
click on Open in pdfDocs to import the email into pdfDocs. 

 
FIGURE 4.8 

CREATING PDFS FROM PDFDOCS 

Convert an existing files into PDFs by clicking on File, then New, then New from existing, then New PDF From File. 

 
FIGURE 4.9 

Select the file to be converted and click Open. The PDF will open after a brief conversion process. 

CREATING PDFS FROM SCANNERS 

Basic Scanners Types  

Flatbed Scanners: A flatbed scanner consists of a flat surface on which you lay documents to be scanned. They're 
very similar to a copier in appearance and they're particularly effective for bound documents. You can buy flatbed 
scanners with or without an automatic document feeder ("ADF"). A flatbed scanner with an ADF will allow you to 
scan regular cut sheets of paper or bound materials. However, they’re generally slower and more expensive than 
their sheet-fed counterparts (see below). 

Sheet-Fed Scanners: Sheet-fed scanners lack the flat glass surface for scanning bound materials; and they only 
have an automatic document feeder. However, sheet-fed scanners are generally faster and less expensive than 
flatbed scanners. Of course, if the only type of scanner you have is a sheet-fed scanner and you need to scan 
bound materials, you could always copy the appropriate pages and then scan them. 

Recommended Flatbed Scanners  

If you must be able to scan bound documents (books or magazines), then you'll need a flatbed scanner. Otherwise, 
go with a sheet-fed scanner. 

Xerox DocuMate 3220: Scans 23 ppm, has a 50 sheet ADF and will scan color, b&w, and grayscale. Mnfg. Part 
#XDM32205M-WU.  
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Fujitsu Fi-7260 Scanner: Scans black and white one-sided (simplex) at 60 pages per minute or double-sided 
(duplex) at 120 pages per minute. Also capable of color scanning; and handles letter or legal sized paper. Part 
number PA03670-B555.  

Fujitsu Fi-7280 Scanner: Scans black and white one-sided (simplex) at 80 pages per minute or double-sided 
(duplex) at 160 pages per minute. Also capable of color scanning; and handles letter or legal sized paper. Part 
number PA03670-B505.  

Recommended Sheet-Fed Scanners  

Fujitsu ScanSnap iX500 Sheet-Fed Scanner: Sheet-fed, scans 25 ppm simplex, 50 ppm duplex, no TWAIN 
driver, but comes with DocsCorp PowerPDF. This scanner is both Windows and Mac compatible. The US mnfg. 
part number is PA03656. 

Fujitsu ScanSnap iX1500 Sheet-Fed Scanner: Touch-screen interface. Sheet-fed, scans 30 ppm simplex, 60 
ppm duplex, no TWAIN driver, but comes with DocsCorp PowerPDF Standard. This scanner is both Windows 
and Mac compatible. The US mnfg. part number is PA03770-B005. This scanner is approximately $10-$20 
more expensive than its predessor, ix500. 

Canon imageFORMULA DR-C225: Sheet-fed, scans 25 ppm simplex, 50 ppm duplex, TWAIN compliant, 30 
sheet feeder, USB 2.0. US & Canadian Part number 9706B002. 

Canon imageFORMULA DR-C130: Sheet-fed, scans 30 ppm simplex, 60 ppm duplex, TWAIN compliant. USB 
2.0 and TWAIN compliant. The US & Canadian part number is 6583B002. 

Fujitsu Fi-7160 Sheet-Fed Scanner: Up to 60 ppm/120 ppm duplex black and white or grayscale. Rapid power 
up time in less than 4 seconds; large capacity 80 page feeder; plastic and embossed credit card scanning; long 
document support up to 18.3 feet; scan sticky notes, taped receipts, and labels while securing against 
multifeeds; innovative acoustic paper protection; Interactive, Multi-Line LCD Panel; Auto rotation, Auto size, 
Blank page removal, Auto color detection, and Assisted scanning features; TWAIN and ISIS drivers The US part 
number is PA03670-B055; the Canadian part number is PA03670-B052. 

Fujitsu fi-7180 Sheet-Fed Scanner: Up to 80 ppm/160 ppm duplex black and white or grayscale. Rapid power 
up time in less than 4 seconds; large capacity 80 page feeder; plastic and embossed credit card scanning; long 
document support up to 18.3 feet; scan sticky notes, taped receipts, and labels while securing against 
multifeeds; innovative acoustic paper protection; Interactive, Multi-Line LCD Panel; Auto rotation, Auto size, 
Blank page removal, Auto color detection, and Assisted scanning features; TWAIN and ISIS drivers The US part 
number is PA03670-B005; the Canadian part number is PA03670-B002. 
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5 VIEWING PDFS 

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

There are several settings that can be changed to improve the PDF viewing experience.  

SCROLL OPTIONS  

Scrolling options can be changed from the View ribbon, using the Page Display button. 

• OnePage: View one page at a time. When the bottom of the page is reached, the view will jump to 
the top of the next page. 

• Multiple Pages: Two pages are viewed side-by-side. When the bottoms of the pages are reached, the 
view will jump to the top of the next two pages. 

• Enable Scrolling: When the bottom of the page is reached, the next page begins to scroll onto the 
page, allowing the bottom of one page and the top of the next page to be viewed simultaneously. 

• Two Page Scrolling: Two pages are viewed side-by-side. When the bottoms of the pages are reached, 
the view will jump to the top of the next two pages, the next two pages begin to scroll onto the page, 
allowing the bottoms and tops of pages to be viewed simultaneously. 

 
FIGURE 5.1 

FULL SCREEN 

Change to Full Screen using the View ribbon's Full Screen button. 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.  

 
FIGURE 5.2 
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6 CREATING A TEXT-SEARCHABLE PDF 

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

CONVERT AN IMAGE-ONLY PDF TO A TEXT-SEARCHABLE PDF 

Many copier/scanners create image-only PDFs. You cannot search for particular words inside the PDF when it is 
image only. However, you can convert those images into searchable PDFs with a few easy steps.  

1. Open the PDF you want to make searchable. 

2. Select Edit  OCT (group)  Recognize Text.  

 
FIGURE 6.1 

3. Select on Current Page or on All Pages. The document will automatically process based on your OCR 
settings. 

 
FIGURE 6.2 
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4. Your OCR default settings are found at File  Options  OCR. 

 
FIGURE 6.3 
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7 COPYING TEXT 

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

PDF MUST BE SEARCHABLE IN ORDER TO COPY TEXT  

In order to copy text from a PDF, the PDF must not be secured or locked down and it must be a searchable PDF.  

COPY TEXT FROM A PDF AND INSERT INTO WORD PROCESSOR  

If the PDF is searchable and not otherwise secured, then you can use the Select button (on the Home ribbon) to 
select text by holding down on the left mouse button and dragging.  

 
FIGURE 7.1 

Once the text is selected, you can copy it by right-clicking and selecting Copy or, on the Home ribbon, click on the 
Copy button, then you can go into a Word or WordPerfect document and Paste.  

 
FIGURE 7.2 

CONVERT PDF TO WORD PROCESSOR DOCUMENT  

To convert the PDF to a Word document, in the File menu, click on Export, and select Microsoft Word. 
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FIGURE 7.3 
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8 COMBINING PDFS 

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

There are a few ways to combine entire PDFs or portions of PDFs. 

THUMBNAIL VIEW 

1. Open both PDFs side by side and turn on the Pages pane. If you have dual monitors, open one pdf on each 
monitor. If you only have one monitor, use the Windows key and right and left arrow keys to "snap" the 
PDFs side-by-side on your monitor. 

2. Select the page(s) to be inserted (use Ctrl or Shift to select multiple pages). 

3. Drag and drop the pages to be inserted from one PDF to another. You must drag and drop from the page 
number in the thumbnail, dragging and dropping from the thumbnail will not work. 

 
FIGURE 8.1 

INSERT BUTTON 

1. On the Home ribbon, click on Insert. 
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Figure 8.2 

2. Select From File. 

3. Select the file to be inserted. 

4. Select where to insert the file. 

 
FIGURE 8.3 
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9 PDF PROJECTS 

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

Projects let you collect a set of documents relating to a particular topic for convenient distribution. Binder projects 
let you view the pages not only of PDF files in the portfolio, but additionally pages of Word, Excel, PowerPoint and 
a wide range of image files. These are displayed in a separate window. 

CREATE A BINDER PROJECT 

1. Select File  New  Binder  Binder Project. 

 
FIGURE 9.1 
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2. Name the Binder Project and click on Create Project. 

3. You can add files, add the whole contents of existing folders, or create new folders that you will fill by: 

• Right-clicking on the name of the binder, or 

• dragging and dropping files or existing folders onto PDF Portfolio Window. 

 
FIGURE 9.2 

4. Documents added to the binder can be previewed using the Preview Pane. 

 
FIGURE 9.3 

5. To rename the PDF files, right-click on the file and select Rename.  

6. To add a description, double-click on the description field. 

7. To reorder the files, drag and drop. 
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10 REDUCING PDF FILE SIZE 

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

If you create PDFs that are too big to file with the court or to email (in terms of megabytes), it will make it difficult 
for people to download or work with them. If doing electronic court filing, breaking the PDFs into parts (part 1 of 
X, part 2 of X, etc.), makes the PDFs far less easy to navigate. Therefore, it's important that you understand how 
to create smaller PDFs initially and how to compress existing PDFs. 

CREATE SMALLER PDF FILES  

PDFs created from a Word processor will be smaller than files created from a scanner. Whenever possible, create 
PDFs directly from the Word processor. If the PDF is still too large, there are settings within the DocsCorp pdfDocs 
ribbon and print driver that can help reduce the file size. 

Word Processor  

When creating a PDF from the DocsCorp PDF ribbon in Word, click on the Creation Settings  Advanced Settings 
tab  Advanced Settings button  PDF settings. Change the Compression dropdown to a lower quality to reduce 
the file size if needed. If printing to PDF, the same settings can be reached by clicking on the Printer Properties 
link. 

 
FIGURE 10.1 
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Scanner  

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

• 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 very large 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. 

• 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 from 100 to 1,200 dpi. Generally, the best balance between quality and file size is 300 dpi. 

• Number of Pages: The more pages you scan, the bigger 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. 

COMPRESS EXISTING PDF 

1. Open the PDF to compress. 

2. From the Edit ribbon, select Optimize PDF  Save As – Use Current Settings. 

 
FIGURE 10.2 

3. Select where to save the compressed PDF. 
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11 SPLITTING A PDF 

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

If the PDF cannot be reduced to the necessary size, 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. 

SPLIT A PDF  

To split a PDF into two or more PDF files, open the desired PDF. In the File menu, select Export  PDF. Expand 
the Split & Extract settings. 

 
FIGURE 11.1 

SPLIT OPTIONS  

PDF files can be split a variety of ways: 

• Split from page __:Splits the file into two files at the designated page. 

• Split every ___ pages: Splits the file into a new file every certain number of pages. 

• Split every ___ megabytes: Splits the file by size, creating roughly equally sized files (except for the 
last file). 

• Split by top-level bookmarks: Splits the file by bookmarks. 
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12 EDITING AND ANNOTATING PDFS 

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

TYPE COMMENT TOOL  

Add text to any PDF (unless restrictions prevent it) at any location on the document using the text comment tool. 

1. Select Home  Text Comment. 

 
FIGURE 12.1 

2. Click on the desired location to insert text and start typing. 

3. Change text properties (such as font) prior to typing from the Annotation Tools Format ribbon. 

 
FIGURE 12.2 

COMMENTS 

Comments are an excellent way to add annotations and sticky notes to documents when reviewing or marking 
them up. The basic comment toolbar in Adobe Acrobat Reader, which is probably what most users/clients would 
use to review a document, is easy to use and can display all the comments made via pdfDocs. 

On the Home ribbon, click on Comment to add a comment. 

 

FIGURE 12.3 
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OTHER MARK UP TOOLS  

Highlight, Underline, and Strikethrough: Highlight, underline, or strikethrough a text selection. 

Shapes: Add lines, arrows, circles, and rectangles to your file. 

CONVERT TO EDITABLE PDF  

Any PDF (unless it is protected) can be converted to an editable PDF, meaning you can manipulate the text and 
images similar to a word processor. Be way of using this option - do not get yourself into trouble with the court 
by editing a PDFs that should not be edited. 

 
FIGURE 12.4 
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13 ELECTRONIC "IMAGE" STAMP SIGNATURE 

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

CREATE THE STAMP 

Instead of printing a PDF, signing it, and then re-scanning the image, consider adding a signature image stamp to 
the PDF. Here are the steps: 

1. Sign a piece of blank paper. 

2. Scan the signature - crop the large unwanted areas and save as a JPEG or other compressed common 
graphic file format (PNG, etc.). Note the location where it is saved. 

3. Select the Stamps from Home ribbon (see below) and then Custom Stamps  Create New Stamp…. 

 
FIGURE 13.1 
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4. Browse to the saved location and name (if desired) to organize your signatures. 

 
FIGURE 13.2 

5. To insert the signature into the PDF, select the stamp tool from the Home ribbon and the desired stamp. 
Move your mouse (signature) where you want it to appear and click. 

FLATTENING ADDED TEXT AND/OR IMAGES/SIGNATURES 

To "burn" your signature into the page, or "flatten" the PDF and convert the added text or images so it is no longer 
a field or object that could be deleted, copied and pasted, you need to use the Flatten feature found at Edit  
Flatten.  
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14 BOOKMARKS AND LINKS 

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

You can create bookmarks and links in your PDFs so recipients/reviewers of the PDF can more easily navigate the 
PDF. 

VIEWING BOOKMARKS 

Open the Navigation Pane and you'll see a link for bookmarks. Just click on it to reveal the bookmarks in your 
document (if any). 

CREATING BOOKMARKS 

1. Right-click the place in the PDF, then choose Add Bookmark. 

2. Adjust the name of the bookmark. You can now navigate back to that spot by click the bookmark name in 
the Bookmark panel on the left side of the document. 

BOOKMARK CUSTOMIZATIONS 

Change the Order of Bookmarks 

If your bookmarks aren't in the order you want in the bookmark pane, simply click on one and, holding down on 
your left mouse button, drag them into the correct position. 

Making Bookmarks Visible Immediately Upon Opening a PDF  

If you want the bookmarks to be visible when the judge or someone else opens your brief, follow these steps: 

1. Click on File  Info  Initial View. 

2. Change Navigation Tab to Bookmark Panel and Page. 

3. Click OK. 

Other Controls for the Initial View  

Also note that you can control the initial page layout, magnification, and what page a PDF opens to. 

CREATING LINKS TO BOOKMARKS  

Now that you’ve created a bookmark, you might want to create hyperlinks to it from other text in your PDF.  

1. On the Edit ribbon, click on Links  Add Links. 

2. Select the area to be made “clickable.” 
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3. Select Go To Page View and click Next. 

 
FIGURE 14.1 

4. Now click on the name of the Bookmark in the Navigation pane that you want to link to; then click Set. 

 
FIGURE 14.2 
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15 WATERMARKS 

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

pdfDocs's watermark feature is a graphic or word(s) displayed as a faint background (usually light gray), so it can 
easily be seen by readers, but it isn’t so dark that one cannot read the text. Most often it is used to clearly identify 
to the reader that the document is a draft. 

CREATE A NEW WATERMARK 

1. On the Edit ribbon, click on Apply Watermark, and select Customize Watermark…. 

 
FIGURE 15.1 

2. Customize the watermark accordingly. 
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FIGURE 15.2 
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16 FLATTENING PDFS 

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

If you use the electronic signatures or any of the annotation tools described previously and send that PDF to 
someone who owns advanced PDF editing software, they’ll be able to select your annotations, move or delete 
them. Flattening a PDF means to move these annotations into the main layer of the PDF so that they will always 
print and cannot be easily selected, deleted or moved. 

There are two ways to flatten PDFs: 

PRINT TO PDF  

Open the PDF, click File menu  Print  choose the DocsCorp PDF printer. This is creates multiple copies of the 
same PDF. 

FLATTEN FILE BUTTON  

On the Edit ribbon, select Flatten. 

 
FIGURE 16.1 
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17 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. 

SAVE A COPY FIRST  

Start by creating a copy of your PDF. Redactions cannot be undone unless the PDF is closed without saving 
changes. 

REDACTION PROPERTIES  

Set your Redaction properties first (color, text within redaction options, etc.). 

1. Open the desired PDF. 

2. Protect ribbon  Mark Area.  

 
FIGURE 17.1 

3. Adjusted properties as needed on the Redaction Format ribbon. 

 
FIGURE 17.2 

MARK REDACTIONS 

Manually Redact  

To redact text in a text-searchable PDF, simply click on the Mark Area button and select the desired text. 
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Search and Redact  

To search for text to redact: 

1. Protect ribbon  Search. 

2. Search for the phrase or pattern to redact. 

3. Check boxes next to instances to redact. 

4. Protect ribbon  Mark Checked Results. 

APPLY REDACTIONS 

To apply the redactions, select Protect  Apply. The redactions cannot be undone unless you exit the document 
without saving your changes. 



 CHAPTER 18 
 

DOCSCORP PDFDOCS FOR LEGAL PROFESSIONALS Page 37 

18 SECURITY FOR PDF FILES 

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

When creating PDF documents from within pdfDocs, authors can use password security to add restrictions that 
can prevent a document from being opened, printed, or edited. 

PASSWORD SECURITY 

1. To apply security to a PDF, open the PDF, select the Protect ribbon and then Security  Apply Password 
Security. 

2. Apply Password Security. 

3. You can add password protection to open the document and passwords to print or change the document 
in this screen. Also note that you can prevent copying of text, images, or other content.  

 
FIGURE 18.1 
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19 FILLABLE FORMS 

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

DRAFTING THE BACKGROUND FORM  

You first need to create the background form by either (1) creating it in a program like Microsoft Word or Publisher 
and saving it as a PDF, or (2) scanning it and saving it as a PDF. 

You will get a much cleaner and crisper quality document if it is re-created electronically in Word or Publisher and 
then you print/save it as a PDF. 

Once you have the underlying document converted to PDF, you will be ready to add the form fields in pdfDocs. 

OPEN FORM EDITING  

To convert an existing PDF to a fillable form, on the Edit ribbon, click on the Design Form button. 

 
FIGURE 19.1 

ADD FIELDS  

To add fields, select the appropriate field type on the Form Tools Form ribbon and draw the field on the PDF. 

To edit field properties, such as the name or appearance, right-click on the field and select Properties. 

 
FIGURE 19.2 
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20 HEADERS, FOOTERS, & BATES NUMBERING 

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

Headers and footers are often added to PDFs to add bates numbering, simple page numbering, or document 
content. 

HEADERS AND FOOTERS 

To add a header or footer (see below for Bates numbering) to a PDF: 

1. Edit ribbon  Apply Header and Footer  Customize Header & Footer. 

2. Place the cursor in the appropriate position - left aligned, centered, or right aligned in the header or footer. 

 
FIGURE 20.1 
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3. To add page numbering or date, click on the <select field code> dropdown and select the appropriate 
option. 

 
FIGURE 20.2 

4. Click on the Insert Field Code button to insert the text. 

5. If inserting static text, type the text directly in the appropriate text box (for left aligned, centered, or right 
aligned text in the header or footer). 

BATES NUMBERING 

Bates numbers appear as headers or footers on the pages of each PDF in the batch. 

1. Create a Binder Project (see Chapter 9). 

2. Select Numbering  More Settings. 

3. Setup Bates Numbering. 
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FIGURE 20.3 

4. On the Header and Footer tab, add the Bates Number field. 
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Figure 20.4 

5. Click OK. 

6. Click on Make Binder to create a single PDF. 
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