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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 PDF EDITOR EXPERTS

Meet our team of PDF Editor 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 legal professionals how to manipulate PDFs. 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 @/6‘;
— A Lawyer's Guide to Time, Task, Email and Distraction Management, Paul ;3"
is truly an expert on the topic. w

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

America.

DANIELLE DAVISROE

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

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

Text-Searchable PDF: Search and Redact

To search for text and redact, select Protect ribbon » Mark for Redaction » Search and Redact.

File Home Convert Edit Organize Comment View Form Protect
_L [ [ [
O 2 B B B @ ® B ®
Hand Select Mark for  Whiteout Protect Hidden Secure Restrict  Batch  Settings
M Redaction™ Redactions*  Data™  Document™  Access™ Encrypt M
EE Text & Images
Start E'E‘l Pages fing Agreement * X
BDkaJ-E'El Search & Redact
m = 1= Apply Redactions

FIGURE 18-1
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Set your search terms in the Search pane.

Format = Search

Where would you like to search?

In the current POF document o
B Desktop )
Match exact word or phrase ~

What word or phrase would you like to search
for?

lohn Doe ﬂ
[Whole Words Only

[ ]Case-Sensitive

[ ]Stemming

[]Highlight All Text

Search

FIGURE 18-2
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Redact Area
1. Markyour redactions next. Select Protect ribbon » Mark for Redaction » Text & Images.
File Home Convert Edit Organize Comment View Form Protect
L il [ [
O T BB B & ® i
Hand Select Mark for  Whiteout Protect Hidden Secure Restrict  Batch  Settings
- Redaction™ Redactions*  Data™  Document™  Access™ Encrypt M
E% Text & Images
Start ._E Pages ting Agreement * =

2. To redact a region or area, using your mouse, simply click and drag over an area, as
represented in the larger red rectangle below.

STE ww:») SCHOENY, * gia I N =
Histo “l 2 Commis

U~ eview j A _:?,);_,O,)!,lﬂ*- Ccl

City of Columbus | Department of Development | Historic Preservation Office | 50 W. Gay !

APPLICANT INFORMATION (please type or print legibly)

Property Address -Street, [Eolumbus, OH 4320

aul J Unger

Applicant Name*
* If the applicant is not the owner, s/he must be authorized by the owner to co

FIGURE 18-3
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Redaction Properties

To change the redaction properties, right click in the redacted area and click on Properties. You
can change the redacted area fill color or add overlay text.

Redaction Properties X

Appearance | General Review History

Redacted Area Fill Color: !I [Juse Overlay Text

Overlay Text

Font: |Helvetica
Font Size: 10 Font Color: Ii|
Text Alignment:

Auto-Size text to fit redaction region

Repeat Overlay Text

Custom Text: | |

Redaction Code: | |

Code Sets: Code Entries:
.5, FOIA (b) (1) (A) ~
LS. Privacy Act (b) (1) (B)

(b} (2)

(b) (3) (A)

(b) (3) (B)

AR EA]

R v

Add Selected Entry Edit Codes

[JLocked [Jset Current Properties as Default

FIGURE 18-4

Apply Redactions

To apply the redactions, Protect ribbon + Mark for Redaction » Apply Redactions. The
redactions cannot be undone unless you exit the document without saving your changes.

File Home Convert Edit Organize Comment View Form Protect
_t ] [ i
O BB B OB & & B &
Hand Select Mark for  Whiteout Protect Hidden Secure Restrict  Batch  Settings
T Redaction™ Redactions*  Data*  Document™  Access™ Encrypt v
E‘é Text & [mages
Start E.E Pages ting Agreement *
E'Ei Search & Redact
m E} Apply Redactions

FIGURE 18-5
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Al Powered Redaction

Foxit Smart Redact, an optional add-in for PDF Editor, makes it faster to redact documents using
the power of Al. You can learn more at https//www.foxit.com/smart-redact/.
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LEAVE THE
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- 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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