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Why PDF (Portable Document Format)?

Format neutral

— E.g. word processing, spreadsheet, Web,
e-mails, scanned docs....

Looks the same on every PDF
computer

Don’t need native software
— All you need is free Adobe Reader

De facto standard for sharing information

N
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why PDF (Portable Document Format)?

e Store, manage, manipulate and analyze
digital information much more effectively
and efficiently than paper

e Multi-media PDF documents can be
powerful persuaders

 And go paperless
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Alternatives to Acrobat

Bluebeam PDF and Nuance PDF Converter

Others:

e NitroPDF
 CutePDF
e Pdf995

Simple conversion: MS Word 2007 addin,
WordPerfect, GoogleDocs, etc.

See www.planetpdf.com for lists of PDF
“Creation & Conversion” tools
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Adobe Acrobat versions

« Reader 9 - free

» Acrobat 9 Standard - $299/*$99

« Acrobat 9 Professional - $449/*$159
» Acrobat 9 Pro Extended - $699/*$229

* Cost to upgrade from version 6 and above

NABE Midyear Meeting 2009


http://www.adobe.com/products/acrobatstd/�
http://www.adobe.com/products/acrobatpro/�
http://www.adobe.com/products/acrobatproextended/�

What's New In Acrobat 9?

e« Came out in July 2008

 Highlights for Bar Associations:
— PDF Portfolios

— Updates to redaction, compare docs,
forms generation, Typewriter tool
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What can you do with Acrobat?

e |t can't:
— Be a word processor
— No document creation or editing

e [t can:
— Mark up, annotate, comment
— Add interactivity
— Bookmarks, hyperlinks, sticky notes
— Add security
— Redaction, metadata removal
— File/e-mall retention and destruction
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PDF File Types

e Image-only
— exact duplicate of original

* Image-on-text files
— Image plus text “layer”
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Image-only PDFs

Digital picture of paper document
— like a JPEG or TIFF file

No search functionality
No copy/paste

Add annotation with comments
(searchable) or graphics
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Image-on-text files

Exact reproduction of
— printed electronic file or
— OCRed scanned document

Text layer behind the image y
Searchable
Can copy/paste
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Ways to create Image-on-text files

e “Print” to PDF

— File, Print, select Adobe
PDF
 Adobe toolbar buttons

— MS Office, Outlook, IE,
others

o Select file, right click,
choose option
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Scan to PDF

« Creates “Image only” PDF

* File sizes can be very large
 To reduce:

— Try selecting black-and-white
— Document > Reduce File Size (Acrobat 9)
— Run OCR
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Optimizing Scanned PDF
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Email Archive Tool

e In MS Outlook or Lotus Notes:

— one click converts a single email to PDF, or a folder or multiple
folders into PDF portfolio

« Contains e-mail text, as well as any attachments
In their original format

 Makes closed project cleanup a snap (archive,
store with other file data; destroy when
appropriate)

Converk to Adobe PDF
Convert and Append to Existing Adobe PDF
Sekup Aukomatic Archival. ..

Change Conwversion Sekkings. ..

Migrake Old POF Archives to PDF Packages...
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Converting Web Pages

e Store web pages offline
e Good for text intensive pages (articles)

e Two ways to convert:

— Print to PDF
 File is smaller, no hyperlinks

— Convert with the PDF toolbar
e Only in Internet Explorer
« Keeps hyperlinks
 Interactive websites don’t convert well
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Convert a Website to PDF

e Create PDF from Web Page dialog box
appears

* File — Create PDF — From Webpage
— Use copy and paste to transfer URL

e Other options
— Number of levels to convert
— Stay on same server
— Select an entire site
— Be careful!
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Working With Pages

Insert pages

Header & Fooker

]
Background k
]

Delete pages o
ExtraCt pag eS Insert Pages. .. ':'-I'uiFt+IZZtrI+fk

Extract Pages...

Replace Pages. ..

R e p I aC e p ag e S Delete Pages. .. Shift-+CEr+-D
Rotate page(s) ot et

Rotake Pages, .. Shift+CEr 4R

Crop pages S mooRr..
Cipkimize Scanned POF
QCR Text Recognition
Reduce File Size. ..

Examine Docurent. ..

Add Bookmark

A2 attach aFile...
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Bookmarks ®

Bookmarks

 PDF navigation/table of contents
e Essential for long documents

 Make image-only PDF far more
useful

JESLerreml « Automatically generated from MS

Wwhaling

|[| S0 |;|

b Sopere Word styles

« Examples: eBooks, agenda
[| locument Security =
|[| lff.-'1etadata blnders

[| Shating a Computer
Metwork
=& Backup
|[| Cinline Backup
[| Backup
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http://www.abanet.org/abastore/index.cfm?tid=4&section=eproducts&fm=Product.Search&type=pt�

Links

 PDF links are hyperlinks

e Jump to:
— a specific page in the current document
— a specific page in another document

—a Web site
— another file type (audio or video)

e How to create links

— Link tool

— Automatically recognizes in electronic
documents
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Acrobat Typewriter Tool for Filling Forms

 Non-fillable PDF form? No Problem!

— Acrobat 9

Tools
Typewriter

Speaker's Name:  Catherine Sanders Reach

Address
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Combining Files and PDF Portfolios

e Advantages to saving multiple files to a
single PDF document or a PDF portfolio

e Puts all information in one document
— E.g. conference materials, speaker forms...

 Provides all the features and functions of a
PDF document

— searchable, links, bookmarks, comments, etc.
EIIJ:_;] Combine - %J:l Collaborate -

Azzemble PDF Portfalio..

Merge Filez nto a Single POF...
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Creating a PDF from Multiple Files

Combine — Merge files into single
PDF

Can combine files of many file
types

— Can add specific pages of certain
documents

Place In the order that you want

Convert to create a single PDF b coer

file
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Creating a PDF from Multiple Files

b
Bodcmarks

:b =
SCOTIS Agenda 2-13-09
SCOTIS Mermbers and Lizisons

Minutes fram Moy, 2008
meeting

Momination Guidelines for Fy10
SCOTIS appointments

Legally Minded update

|[| Current Member Focused
Frojects

EHE] Update on Email and
Communications

ABA Email Whitepaper

K] apa Masstro Usage FYD9
=HE Technology Assessment

Memo from Hank \White

E] 5COTIS assistance for ABA
Strategic Technalogy Plan

K] Financial Systems - Tech
Agzessment

=HF] LTRC Report

LTRC activities Mow 2003 -
Feb 2009

Agzistance for Special
Committee on Disaster
Response

Defending Liberty
Pursuing Justice

SCOTIS Midyear 2009
Meeting Agenda

February 13, 2009
1-4 PM EST

Sheraton Boston
Conference Room 6, 5th Level
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Creating PDF Portfolios

e Combine — Create PDF Portfolio

* Benefits of PDF portfolios

— an “envelope” that can hold PDFs and
other types of documents

— offers multiple views which may be sorted
and customized

— can add full-text indexes for fast searching

— easy to disassemble, remove and add
documents

— Individual documents within the portfolio
retain their individual security status

— Add logos, welcome screens, and
customization galore

« Check out the following example...
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WI Solo/Small Firm Conference Materials delivered on a thumb
drive and created by assembling a PDF portfolio

Wisconsin October 23-25, 2008
SOLO SMALL FIRM Kalahai Resort

Wisconsin Dells, WI

This USB Flashdrive contains conference materials
available as of October 14, 2008. Please check the

download page for the latest materials. The link to this . . .
page was previously sent to you by email . T_hIS USB Flashdrive is
provided courtesy of the State

To locate session materials, select one of the Track Bar of Wisconsin Bank of
Folders and then select from the list of sessions which America Credit Card Png ram.
are |dgn?|f|ed by session number, name and www.wisbar.orgo‘creditcard
description.

On behalf of the the 2008 Wisconsin Solo & Small Firm
Conference Planning Committee and staff of the
Milwaukee Bar Association and the State Bar of
Wisconsin please accept our thanks for your
attendance and your support of this event.

GET STARTED P Don't show Welcome Page again
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WI Solo/Small Firm Conference Materials delivered on a thumb
drive and created by assembling a PDF portfolio

Wisconsin October 23-25, 2008

SOLO SMALL FIRM Kalahai Resort

Wisconsin Dells, WI

Home / 5 Items

. 2 . - .

Ethics and Quality of Plenary Session
Life Track

Practice Management Substantive Law Track Technology Track
Track
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WI Solo/Small Firm Conference Materials delivered on a thumb
drive and created by assembling a PDF portfolio

Wisconsin October 23-25, 2008
SMALL FIRM Kalahai Resort

Wisconsin Dells, WI

N

PRACTICE PRACTICE PRACTICE PRACTICE
MGMT _Session 1..., AGMT _: MGMT _Session....pdf MGMT_Session....pdf MGMT _Session....pdf

Getting Paic

I.:'r;:;u:-e dures

PRACTICE PRACTICE PRACTICE PRACTICE
MGMT_Session 5.4 MGMT_Session....pdf MGMT_Session..., MGMT_Session....pdf

Frarme:
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With Combine Files and Portfolios

You'll never have to do this again

Sent: Tue

Reimbursement Form.pdf (72 Kl Audi al Request Form.pdf 4 phical Information.pdf

erPoint Tips.pdf (11 K f 3 ration Farm.pi

and rtise is in the
u should do three tl
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Removing Metadata

e Removes native document metadata

— E.g. tracked changed, document versions,
notes, comments, formulas and other
embedded text

 Examine Document highlights and
removes PDF metadata

— E.g. document properties, comments and
other reviewing functions
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Creating Security Policies

Managing Security Policies

| gt} Copy *:H" view | & Edit :ﬂ]] Delete L_L'»-{f Favorite Show | All Policies =]

Mame | Descripkion | Last Edited

4 Clientshare For documents shared with clients 11222009 3:51:46 PM
Encrywpt with Certificate This policy will allow wou to require access to a ... <nok available >
Encrypt with Passwaord This palicy will allow vou bo set an open or modi..,  <nat available =

Jl

Palicy Details
Security Method:  Password Security
Mame: ClienkShare
Description:  For documents shared with clients
Encrypted Components:  All document content
Type: User %
Modification Date:  1/22/2009 3:51:46 PM
User Password; Mot Reguired Cwner Password:  Required
Changes: Any except extracting pages Copying: Mot Allowed
Printing:  Low Resolution (150 dpi) Accessible:  Allowed

Help Apply to Document
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Digital and Electronic Signatures

 Authenticated digital signatures
« Custom stamp with scanned signhature

(R | Tk | A e & i@ [ Jynarnic
&ﬁr%ﬂfwﬂ. Jeach
Signature

WITNESS

Wwithess
< INITIAL HERE |
nitial Here

ith information within 3-5 days 1fherr ceiving
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PDF/A

 PDF/A
— |SO Archival standard
— Embeds fonts
— Removes external links

e Good long term storage of primarily text
documents
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Make your document interactive

e Add
— Flash, 3D, Videos, Sound

Sound Toal

E Wideo Tool

e Also
— Clip a file to a document
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Forms

e Creates fillable forms
— Will identify form fields automatically

 Forms can be very useful for clients and staff
— E.g. client intake forms, checklists

o Click attachment in the email and Acrobat
merges the data from each returned form

— Shows not only the filled form, but also parsing the
data so that it can be viewed separately from the
form.

— the data collected can then easily be exported to a
spreadsheet
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Send for Review and Comment

Comments Forms Tools Advanced Window Help From MS Ofﬁce AppS

add Sticksy Moke Ckrl4-a Adobe POF
Showy Comment & Markup Toolbar Conwverk to Adobe POF

Show Comments List _
Convert to Adobe PDF and Email
Comment iew

Convert to ddobe POF and Send For Resview

Comment & Markup Tools
Zhange Conversion Setkings

7 Atkach For Emnail Review, ..

Stark Meetin
] Send for Shared Review. .. d

Upload For Browser Rewiew, ..,

Enable for Commenting and Analvsis in Adobe Reader. .. E n ab | e fo r R e ad e r

Surmmarize Comments. .., Advanced Window Help

=3 Prink with Comments Summatsy. ., Chrl+T

Bocezsibility
A Sign & Certify

Migrate Comments. ..

Zearch For &dditional Services. ..

_.;i Security

Import Comments. ..

Export Comments ko Word. .. Securty Sethings...

Export Comments ko AutoCAD,. Manage Trusted |dentities. .

Export Camments ko Daka File. .. .
5 = E=tend Features in Adobe Header...

= Review Tracker. ..
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Batch Processing

 Run a command on multiple documents

* Predefined batch processes include
— OCR, Print All, and Save All as RTF

e Create custom batch processing
sequences

— Advanced > Document Processing > Batch
Processing (Acrobat 9)
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Acrobat.com

Buzzword online word processor
Acrobat ConnectNow (free for 3 people)
Convert 5 files to PDF for free

File storage

And more...

ﬂfﬁdbbe@‘ ConnectNow E

Meet live over the web noF
/ and share your screen
Adobe Create PDF Share
BLUZZWOI

with anyone.Learn more

Begin

My Files
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http://www.acrobat.com/�

PDF resources

e Acrobat Legal white paper
demos and more

www.adobe.com/legal

* Acrobat for Legal Professionals
blog

— Rick Borstein
http://blogs.adobe.com/acrolaw/
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http://www.adobe.com/legal�
http://blogs.adobe.com/acrolaw/�

PDF resources

. ¥
. Lawyer's Guide to Adobe | >=° =<
Acrobat TRt
Adobe
www.abanet.org Acrobul-
 Acrobat Bible e
— Ted Padova %ﬁﬁbatg -
http://www.west.net/~ted/ L
%N
:alsﬁlb_l_a
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http://www.abanet.org/�
http://www.west.net/~ted/�

Thanks!!!

Catherine Sanders Reach, MLIS
Director, Legal Technology Resource Center
312.988.5053
sandersc@staff.abanet.org
http://www.lawtechnology.org
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