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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.

™

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 {
— A Lawyer's Guide to Time, Task, Email and Distraction Management, Paul v,}.
is truly an expert on the topic. V

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.

/
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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.



A

A
—

Affinity

ADOBE ACROBAT FOR LEGAL PROFESSIONALS
TABLE OF CONTENTS

CHAPTER 1 INTRODUCTION

COMMON PDF FilE TYPES. .ottt s as st a s sttt s s sses e 1
ACTODAT DC VEISIONS oot eeeeesseess s s s sssess s es s ss s s et s e 1
MiCrOSOTt OffiCE INTEGIATION w.ceceeee ettt ettt a ettt ensans 2

CHAPTER 2 THE INTERFACE

OVEIVIEW .ottt st sss s s sS85 2 488818888t see 3
HOMNE SCIEEN sttt teses sttt b s bbbttt e baennes 4
TOOIS SCIEEN ..ottt e eSS RSttt 5
NAVIGATION PAN@.ciiiiiee ettt s e b bbbt e s nsens 6
TOOIS P ANttt e s st R Rt 7

QUICK TOOIS ettt s sttt es s ee st es st ess st asess st s esassasessssasesessasessessasessssasessnssasens 9
RECENT TOOIS .ottt ss e es s e b8R8 12
NAVIGATION P ANttt bbb a bbb s s bbb e s bbb e bbb st s bbb e et 13
TOOIS PNttt eSS 13
TOOIDAIS ettt ettt s s s s e8RS AR 17

CHAPTER 4 CREATING PDFS

What Can Be CONVEITEA TO A PDF ...t sssesssessse s essesss s sssesssessssssasessnees 19
MiCrOSOTE WO INTEGIATION ..ottt ss st sasssanees 19
MiCroSOft OULIOOK INTEGIATION ...t se st sss s sa b a s ss s bss st sass s 27
Create PDFS frOM ACIODAT ...ttt ettt 3]

CHAPTER 5 VIEWING PDFS

OPeNING PDFS IN NEW WINUOWS......eieeeeeeeeeees ettt sas st st st s sassassansans 35
REAA MOU .ottt bbbt a bbbt s st a et bbbt e bt bans s 37
FUIT SCIEEN MO ...ttt et et 37
REA OUT LOU .ottt et e ee s s st e ettt 38

CHAPTER 6 MAKING PDFS TEXT SEARCHABLE
Optical CharaCter RECOGNITION ...ttt s st sa s s sass s e bes 39

ADOBE ACROBAT FOR LEGAL PROFESSIONALS

PAGE 1



A

Aiq
P TABLE OF CONTENTS
Affinity
BatCN PrOCESSING ...ttt sttt st bbb s sas s e saes s st s sessessssans 40
Importance of Editable TeXt @anNd [IMAGES ... ettt snen 42

CHAPTER 7 CONVERTING TO WORD

CopYiNG INTO MICIOSOTE WOIT ...ttt a st beenes 44
CoNVerting tO MICIOSOTE WOId ...ttt ae s ss s 44
CONVEITING TO OTNEI FIl TYES ettt st aes e 45

CHAPTER 8 SNAPSHOT TOOL
TaKiNg @ SNAPSNOT OF @ PDF ...ttt sa st ettt aens 46
USES FOI THIS FEATUIE ettt a e st s s ses s sanen 46

CHAPTER 9 WORKING WITH PAGES

ROTATING PAUES ..ottt s ss st e s s e ettt ss e sens 48
PAGE TRUMIDNGIIS ..ttt ss st bbbt a s e bt be b a bt 48
OrgaANiZE PAgES TOOIS ...t sss st sss s sss s sss s s s bs s s s s e bbb s b st b st et 58

FHIE MEBINU ottt e sttt sttt sass s s s snsaes s 65
HOMNE SCIEEN sttt esssases st bbb e ettt st bt baes 65
TOOIS SCIEEN .ottt s8R ettt 66
Pl  EXIDIOTEE ettt e bbbttt bbb s s ae s 66
Combing PDFS from COMDING FIlES ..ttt sass s ssssssssss s ssss s ssssssssssssensens 66

CHAPTER 11 PDF PORTFOLIOS

PDF POIFOlIO FEATUIES. ...ttt ssssssss st ssssssssss st sssssssssss s s sss st sss s ssssssssssasssesssness 68
Creating PDF POITTOIOS ...ttt ss st s s s s sass s sans e 68
USING PDF POITTOIOS ..ottt sesssssae s ssss s ss s ss s sss s sss s st sassbes st s bsssssssssnsensanns 73

CHAPTER 12 REDUCING PDF FILE SIZE

DeterMiNING PDF Fil@ SIZE ettt bbb saen 77
P DF CrEATION ettt bbbt e s bbbt et s bbbt s s bee bt sa st b s bae st bann s 77
COMPIESSING PDF Sttt saes s st sas st bbbt bbbt et e bbbt et 78

CHAPTER 13 SPLITTING PDFS

CHAPTER 14 ANNOTATING PDFS
AT TEXT ettt sttt s e s st s st s s s s s s s s et a st ae s e s s s s s s s ae s s s esa s s aesae s aesanen 81

ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 2



A

XY
p— TABLE OF CONTENTS
Affinity
TOXE SOIECTION ettt o8 b st 82
COMIMIENTS TOOIS oottt es s ss e e e e s s8Rt 82
CHAPTER 15 COLLABORATING
Sharing PDFs With DOCUMENT ClOU ...ttt saes s sass s sessass e ssensanes 91
COMIPAIING PSS ettt s s s sae s s s st st s st s sassassassassansans 93
CHAPTER 16 ADOBE SIGN
Sending DOCUMENTS fOr E-SIGNATUIES....... ettt s st 95
Managing DocUmMENtS SENT fOr SIGNATUIE....... ettt 99
CHAPTER 17 IMAGE STAMP SIGNATURES
CrealiNg The STaMIP. ettt a bbbt s e bbb s e b se bbb benen 101
USING TE STAMIPD ittt sttt ss st st bs e st bbbt 103
CHAPTER 18 BOOKMARKS AND LINKS
Showing the BOOKMAIKS PANEl.. et sesssssssssssssssssssssssssssssssssssssssssssssssssnsssnss 104
Creating BOOKMIAIKS ...ttt ssss s s st bes s s s bs bbb e s s s s banstnns 104
NaVIgating With BOOKIMAIKS ...ttt sssss s ssss s ssssssssssssssssssssssssssssssssssssssssssssnssns 104
CUSTOMIZING BOOKMATIKS ...ttt ssss s ssssssssss s st s s s sss s sss s sst s sss s s bes s sses s ssssssnssnns 105
Creating LINKS 1O BOOKMIAIKS ...ttt sassssssss s sssssssss s s ssss s sssss s ssssssnssnss 107
CHAPTER 19 WATERMARKS
Adding TeXt BasSed WaAtEIMNAIKS ...ttt bbb s ssanans 109
Saving Commonly Used Watermarks for FUTUIE USE ... sessssssssssesens m
CHAPTER 20 REDACTION
IMPOrtance Of Proper REUACTION ...ttt e sses st ss st a s N4
STEP 1: SAVE @ COPY FilST .ttt sttt ses bbb st as b be st be s b b e benen N4
Step 2: Open the RedaCtion TOOIDAI ... et N4
Set 3: Set the RedACLiON PrOPEITIES .. ettt N4
STEP 4 MArK FOr REAACTION ...ttt sttt bbbt be e asbenes N4
CHAPTER 21 SECURITY
Warning ADOUL PDF PASSWOIAS ...t sessss s ssss s sass st e sssssssssasssssssssssssssssassasssesses N8
ENCIrYPT Wt PQSSWOI......oeeee ettt sttt s a st sessesaans n8
RESTIICT EQITING ottt sttt s sttt bbbt e et e bbb e et bt ba st reas 19
ADOBE ACROBAT FOR LEGAL PROFESSIONALS PAGE 3



A

~
—

Affinity

TABLE OF CONTENTS

SECUILY ENVEIOIIES: ..ottt s a st et s st s st sanen 120

CHAPTER 22 ELIMINATING METADATA
CHAPTER 23 FILLABLE FORMS

Drafting the BaCKgrOUNG FOIM ... ettt sa s s st a st 127
RUN FOrmM Field RECOGNITION ...ttt ettt sa s s st s st 127
FOrmM PrevieW VS. EQIT MO ...ttt s ss s ss s sssesens 128
EQITiNG FIllal@ FOIMNS oottt ettt sans s 128
Enabling Form to Work with Adobe REAAET ... 132

CHAPTER 24 BATES NUMBERING

SeleCt FIles tO BateS NUMDET ...ttt ettt sttt ss s 136
Change How Bates Numbered Files are SAVEd.... . isisssississsissssssssssssssssssssssssssssssness 137
A Bates NUMDEIING ...ttt st sas s ss s a bt ba st bbbt s s bas s 140

ADOBE ACROBAT FOR LEGAL PROFESSIONALS

PAGE 4



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 Redaction Toolbar

Start by opening the Redact toolbar (see page 5).

I Redact ERedact Text & Images - @-““ Sanitize Document
FIGURE 20-1
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 L[% Redact Pages f Lj\
o §3), Find Text & Redact °
W =-1w bk B L Properti
incolvencuor o i ARTICLE 8

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.
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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:

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

Redact E Redact Text & Images ~ @ Sanitize Document

Bookmarks X = Al

o e B
4 Find Text & Redact
= OB -
>
P ti
u incnluancy nr A /* (OPETE ARTICLE 8
FIGURE 20-3
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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 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 2y Redact Text & Images v @-"" Sanitize Document
Bookmarks X [Lf} Redact Pages A
o = B
2 Find Text & Redact
- &
0 E- Wl B -
incoluency or a Rl ARTICLE 8
FIGURE 20-5

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 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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access to some of Affinity’s most dynamic law firm management and legal
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