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MEET OUR TEAM OF PHANTOMPDF EXPERTS 

Meet our team of PhantomPDF experts who have co-authored this manual. 

BARRON HENLEY 
Barron is an attorney who has over 20 years of experience in legal technology. After earning his 
B.S./B.A. (marketing and economics) and J.D. from The Ohio State University, Barron discovered 
his passion for helping lawyers fix problems within their practice. Today, Barron partners with our 
clients to make law firms and legal departments more efficient. Barron’s breadth of knowledge 
enables him to dive into the details of a firm’s operations. He is often the lead on Comprehensive 
Practice Analysis projects for clients that examine all aspects of making a firm more successful: 
technology, organizational design, process optimization and financial practices. 

PAUL UNGER  

Paul teaches and coaches lawyers how to be more efficient with time, task, document & email 
management, and just as important, distraction management by offering customized time 
management workshops for lawyers and their staff. Paul is also a national speaker and frequent 
lecturer for CLE programs. He is the author of PowerPoint in One Hour for Lawyers published by 
the Law Practice Division of the ABA and Tame the Digital Chaos – A Lawyer’s Guide to Time, Task, 
Email and Distraction Management. 

JOHN FEDERICO  
John’s specialty is “making technology do cool things it wasn’t necessarily intended to do.” Having 
practiced as an attorney, John understands the rigors of practicing law, but he also empathizes 
with the demands placed on a legal professional’s time. With this in mind, he saves time for his 
clients by leveraging document automation technologies like HotDocs and Microsoft Word, to 
drastically accelerate the drafting, reviewing, and editing of legal documents. 
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After working as an attorney in domestic relations for several years, Danielle found her way to 
Affinity and to this day she is always on the lookout for better ways to do things. She carries new 
strategies she finds with her as she works with the clients her team supports. Danielle has a 
Bachelor of Science in Business Administration from The Ohio State University Fisher College of 
Business and a Juris Doctorate from The Ohio State University Moritz College of Law. 
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18 REDACTION 

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  Search and Redact. 

 
FIGURE 18.1  
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REDACT AREA 

Mark your redactions next. Select Protect  Mark Redaction. To redact a region or area, using your mouse, simply 
click and drag over an area, as represented in the larger red rectangle below. 

 
FIGURE 18.2 

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. 
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FIGURE 18.3 

APPLY REDACTIONS 

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



 

  


	TABLE OF CONTENTS
	1 Introduction
	PDF File Types
	PDF Files
	PDF/A
	Image Only PDFs
	Searchable PDFs

	XPS Files
	Why Use PDFs
	PhantomPDF Versions

	2 Microsoft Integration
	Word
	Print Driver
	Ribbon

	Outlook
	Print Driver
	Ribbon

	Excel And PowerPoint
	Ribbon

	File Explorer
	Conversion to PDF


	3 Interface
	Main Window
	Main Functionality of Each Section
	Quick Access Toolbar Customization
	Option 1: Right Click
	Option 2: Add from the Quick Access Toolbar Drop-Down Menu


	4 Creating PDFs
	What Can Be Converted To A PDF
	Creating PDFs From Microsoft Office
	Foxit PDF Ribbon (Word)
	Export As PDF (Word, Excel and PowerPoint)
	Print Drivers (Word, Outlook, Excel, and PowerPoint)
	Creating PDFs from Individual Emails or Entire Folders (Outlook)

	Creating PDFs From PhantomPDF
	Creating PDFs From Scanners
	Basic Scanners Types
	Recommended Flatbed Scanners
	Recommended Sheet-Fed Scanners


	5 Viewing PDFS
	Read Mode
	Read Out Loud
	Tabs

	6 Creating A Text-Searchable PDF
	Convert an Image-Only PDF To A Text-Searchable PDF
	Batch Process to Text Searchable PDFs

	7 Copying Text
	PDF Must Be Searchable In Order to Copy Text
	Copy Text From a PDF and Insert into Word Processor
	Convert PDF to Word Processor Document

	8 Extracting Pages
	Extract Button
	Thumbnail Method

	9 Combining PDFs
	Thumbnail View
	Insert Entire PDF
	Insert Pages

	Insert Button
	Combine Files Button

	10 PDF Portfolios
	Create a PDF Portfolio

	11 Reducing PDF File Size
	Create Smaller PDF Files
	Word Processor
	Scanner

	Compress Existing PDF

	12 Splitting a PDF
	Determine the Size of Your PDF
	Split a PDF
	Split Options

	13 Editing and Annotating PDFs
	Typewriter Tool
	Comments
	Comment Types

	Comment Summary
	Formatting Comments

	Other Mark up Tools
	Convert to Word, Excel, or PowerPoint

	14 Electronic "Image" Stamp Signature
	Create The Stamp
	Flattening Added Text and/or Images/Signatures

	15 Bookmarks and Links
	Creating Bookmarks
	Bookmark Customizations
	Change the Order of Bookmarks
	Change the Format of the Bookmark Link
	Making Bookmarks Visible Immediately Upon Opening a PDF


	16 Watermarks
	Create a New Watermark

	17 Flattening PDFs
	Print to PDF
	Flatten File Button

	18 Redaction
	Importance of Proper Redaction
	Save a Copy First
	Text-Searchable PDF: Search and Redact
	Redact Area
	Redaction Properties
	Apply Redactions

	19 Security for PDF Files
	Password Security

	20 Eliminating PDF Hidden Content
	21 Fillable Forms
	Drafting the Background Form
	Detect Form Fields
	Clean Up The Form
	Fix Tab Order
	Format Fields Properly
	Name Fields Properly

	Add A Submit Button To Your Form

	22 Headers, Footers, & Bates Numbering
	Headers and Footers
	Bates Numbering




